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GLOBAL ORGANIZATION FOR STRESS MEMBERSHIP

Welcome to the Global Organization for Stress. This is a complimentary copy of our
Introductory Guide 101 Ways to Less Stress. It is part of your FREE membership to
the Global Organization for Stress.

Your free membership also entitles you to:

STRESS STRATEGIES

Regular weekly email tips and ideas on stress management and stress relief
strategies.

STRESS EXPERTS

Ongoing information from stress experts around the world. These experts will
share with you their knowledge on dealing with a wide range of stress related
issues.

STRESS NEWS AND UPDATES

Regular updates from around the world on the latest news and studies into a wide
range of stress related topics.

So get ready! There’s so much more to come now that you are a member of the
Global Organization for Stress.

INVITATION TO BECOME A MEMBER

Are you reading this Guide but not yet a member of the Global Organization for
Stress? Then we invite you to sign up for FREE membership to the Global
Organization for Stress.

THIS MEMBERSHIP IS FOR YOU

This membership is for you if you are:

 dealing with stress in your life

 concerned about others experiencing stress

 interested in stress-related subjects

 providing professional assistance to others who are experiencing stress

HOW TO BECOME A MEMBER

To begin your FREE membership to the Global Organization for Stress simply go to
our website http://www.gostress.com

Just enter your first name and email address and join now!
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101 Ways to Less Stress

What is stress? We’ve all heard of it but what does it mean? There’s a multitude of
definitions but put simply, stress is your response to change – anything in your life
that results in change causes you stress.



How you respond to this change, even if it is only imagined change, is what counts.
You can either perceive the change as a positive or a negative process. So not all
stress is bad – we can be stressed about good things too, like weddings, parties,
anything!



Hans Selye, the pioneer of modern day stress research, identified four main types
of stress: eustress – positive stress that motivates you into action and to meet
challenges; understress – associated with boredom, lack of direction and ‘rustout’;
overstress – going beyond your limits; and distress – your unresolved emotions and
feelings.



Other causes of stress, called ‘stressors’, can come from:
 your mind – beliefs, values, thoughts and expectations;
 your body – illness, exercise, diet and life changes such as puberty and

menopause;
 your relationships – with partner, family, friends and others;
 your job – working long hours, deadlines, job insecurity, the boss and work

colleagues;
 your environment – noise, pollution, traffic and the weather; and
 critical incidents – accidents, diasters and other emergencies.



So what is the secret to lessening stress? The good news is that there are
countless ways you can deal with the stress in your life! This Guide is full of ideas
to get you started. Not every idea will appeal to you. So start with just a few
ideas, highlight them, and maybe try one idea for a month before adding another
and another.

Without stress, there would be no life.

Hans Selye
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Less Stress in Your Personal Life

Identify your stressors. Do you really know where your stress is coming from? For
the next month, keep a stress journal. Whenever you feel stressed, write down the
time, date, place, how you feel and how you respond. With your own personal
‘stress profile’, you’ll become aware of what really pushes your buttons!



Listen to your self-talk. What are you telling yourself about the stressors in your
stress profile? Are they positive or negative thoughts? For example, do you say
things like “I’ll never meet the deadline for this report”? How about saying “If I
stay calm, focused and positive and take one step at a time, I’ll get there”. Doesn’t
this sound much better?



Have you ever wondered why some people seem to thrive and others barely
survive when faced with the same stressors? It’s because of the way they look at
life – their beliefs, thoughts and positive self-talk. You’ve heard the saying “the
mind is a powerful thing” – don’t doubt the power of your own mind! What your
mind tells you to do, you will surely do. Your self-talk will determine your behavior
and so will determine how you respond to stress.



Andrew Matthews in his book Being Happy identifies several common ‘patterns of
behavior’. Here are a few. The drama pattern – my life is full of drama and
whenever things look like going smoothly another drama appears; the broke
pattern – money just always slips through my fingers; the indispensable pattern –
without me nothing would be done around here; and the I always miss out pattern.
Any of these sound familiar?



If you recognize any of these negative patterns, swap them for positive ones, such
as: the I’m always happy pattern; the I’m always in the right place at the right
time pattern; and the whatever I do is always fun and easy pattern. It’ll be the
best trade-in you’ll ever make!
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Develop your own personal affirmations to talk yourself up. Keep them short and
sharp: I feel good. I feel confident. I feel healthy. I feel prosperous.



Use your affirmations. Write them down and post them where you will see them
each day. Repeat them regularly – preferably say them out loud, so they become
an automatic part of your subconscious self-talk.



While you’re changing the words, change the pictures too! Visualize the ‘new’ you –
how you will look, sound, feel and behave. If you want to feel calmer, see yourself
that way. If you want to be fitter and healthier, see it in your mind’s eye!



How well do you receive compliments? When someone pays you a compliment, be
sure to take it, thank them and believe that you truly deserve it.



Give compliments too. It makes you feel good and does wonders for the other
person. Remember, no kind word is ever wasted.



Surround yourself with positive people. Negativity just adds to your stress level. If
you are with critical people, you will only learn to criticise. Spend time with
enthusiastic people and become enthused!



Inspiration does exist, but it must find you working.

Pablo Picasso
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Collect quotes that give you inspiration – copy them and stick them where you can
read them often.



Seek out positive role models and mentors. We can all learn from others who have
faced the same challenges as we do and overcome them.



Read the inspirational biographies of others. The world is full of stories of ordinary
people achieving extraordinary things and overcoming great adversity.



Get things in perspective! Are you overreacting to your stress by trying to please
everyone or wanting everything to be perfect? Ask yourself if you will really care
about the issue, you are stressing about in 6 months, a year from now. If not, pull
back, stay calm and be a little more gentle on yourself!



Learn to forgive and take an enormous weight off your shoulders. Hatred and
anger towards others, no matter how they may have wronged us, can be a great
stressor. George Vaillant in his book, Ageing Well, found that those people who
aged successfully amongst other things, practised forgiveness.



Can’t forgive someone in person? Then write them a letter of forgiveness – you
may never send it but you can begin to let go of your stress.



Most people are about as happy as they make up their mind to be.

Abraham Lincoln
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Keep a journal or diary to write down your feelings. It’s therapeutic to put them on
paper – it can lighten the load!



Get yourself a worry box. On separate pieces of paper, write down all the things in
your life that are worrying you. Think of this as getting all those worries out of your
head. Then, put all the slips of paper into the worry box and close it tightly. Open
the box in two weeks time. Discard all those slips of paper that are no longer
worries and put the rest back inside the box until next time. You’ll be amazed at
how many ‘worries’ have sorted themselves out!



Be grateful! This is another secret to ageing well. Remind yourself of all the
wonderful things that are already in your life right now. As you ‘count your
blessings’, you will realise that the world can indeed be a wonderful place.



Get serious about goal setting. The feeling that you are just wandering aimlessly
through life can be a great stressor. Set aside some uninterrupted time to ‘dare to
dream’ – set your goals and commit them to writing.



Identify goals across all areas of your life – career, relationships, financial, physical,
spiritual and self-development. Determine short-term and long-term goals and set
deadlines for these. A wish with a deadline becomes a goal. Make your goals vivid,
specific, measurable, realistic and meaningful.



Revisit your goals at the start of each month. It is really important that you allow
yourself the flexibility to modify and reframe your goals as your circumstances
change.
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Once you have committed to regular goal setting, continually ask yourself this
question: Is what I am about to do getting me closer to my goals? If the answer is
no, then why are you doing it?



Practise the art of saying no and limiting the demands placed on you by others.
Your time is your most valuable commodity – don’t feel guilty about protecting it!



Be kind to yourself. Give yourself permission to take care of yourself and the
things that are important to you first. Be your own best friend.



Call a timeout! Make the time to spend on whatever activities or hobbies you really
enjoy, whether it’s reading, gardening, painting or skydiving! Don’t always put off
doing these things for things that are supposedly more ‘urgent’ – you only get one
chance at life so enjoy it!



Reward yourself. Ensure that you do one enjoyable activity for yourself each and
every day. It doesn’t have to cost much at all. It may be as simple as a good chat
with a friend – the important thing is that it makes you feel good!



Get back to nature. Whenever you can, take the opportunity to reconnect with the
natural beauty that surrounds us. Take a daily walk in the park, on the beach, in
the bush or in a forest.



Nurture your spiritual side. Spirituality can take many forms – it doesn’t always
require a formal place of worship – but it does give us a chance to contemplate ‘the
big picture’ of life.
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Carry a stress ball or hand exerciser with you. Whenever you feel the tension
rising, give it a good squeeze.



Need a place for some quiet contemplation in a busy noisy city? Find a church or
chapel and discover the serenity that a few moments of silence can bring.



Force yourself to slow down. Sit for 10 minutes in your car before going into work
or into your house – breathe deeply, relax and de-stress! Drive 10 kilometres
slower than you do now. Better still, if you can walk it, don’t drive it.



Listen to your body. Learn to identify the early physical warning signs of stress,
such as muscle tension or headaches, and take action immediately to relieve them.



Breathe! Take a deep breath, breathing from your stomach and in through your
nose, hold for 5 seconds while placing your palms together and pressing your
fingers together. Exhale slowly through your mouth while letting your fingers relax.
Repeat 4 or 5 times and feel yourself becoming calmer.



Consider learning meditation techniques. There are numerous books and classes
you can attend where you can learn and experience deeper states of relaxation. Try
it – you just might like it!



Don’t pile up work next to your bed. Clear those bedside tables and leave your
work in the office. If you wake up in the night thinking about ideas for work, keep
a pen and paper only next to the bed so that you can write down your thoughts
immediately and get straight back to sleep.
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Treat yourself to a massage or a facial. The power of touch can stimulate, heal and
calm the nervous system. Go on – you deserve to be pampered!



Do you spend a lot of time on the road? Put your favourite essential oils or scented
flowers in your car to help you feel calmer in those stressful traffic jams.



For a triple treat, indulge in a combination of aroma, hydro and music therapy. Add
some essential oils to a warm bath, light some scented candles, put on some
relaxing music and float away into a state of total relaxation.



Look after your body – it’s the only one you’ve got! Are you really doing the things
you know you should? Make sure that you eat well, sleep well and exercise
regularly.



Become a volunteer! Volunteering builds self-respect, assists the community and
helps you to put your own worries back in perspective.



Get out of your rut! A change is as good as a holiday. Once in a while, step
outside your comfort zone and do something a bit different. Drive a different way
to work, take your shoes off at lunchtime and walk on the grass, see a kids’ movie
or go to dinner with an old friend you haven’t seen in years.



Whatever you can do, or dream you can…begin it.
Boldness has genius, power and magic in it.

Goethe
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Learn how to play again – this too is another secret to successful ageing. Many
adults have forgotten how to enjoy the simple things. Spend some time with young
children and remember how to laugh, be spontaneous and to enjoy the journey
without worrying about the destination.



Drop the brave face ethic! You don’t always have to put on a brave face for the
outside world – if you need help, ask for it. As the saying goes, a problem shared
is a problem halved.



Give and receive more hugs. Hug your children, your parents and your friends.



Laugh more. Laughter releases endorphins into your brain – it’s a natural high. Go
to a live comedy show, rent a funny movie or join a laughing club. Smile more and
laugh lots.



Keep a sense of humor. Wherever life leads you, try to see the funny side of things
around you.



Laughter is the shortest distance between two people.

Victor Borge
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Less Stress in Your Working Life

Most of us spend a large proportion of our lives at WORK, and this can expose us to
stress. Job stressors can come from the intrinsic nature and demands of your job,
but also from the ‘person-environment’ fit – how well you feel you fit in to your
working environment.



You start out being hired for a job because of your skills and competencies. You
continue in the job based on how well you ‘fit in’. Your skills don’t diminish over
time, but your ‘fit’ can change over time, with new management, new colleagues or
redefined roles. If you feel that you no longer ‘fit’, it’s time to bite the bullet and
move on!



There are never enough hours in the day! We’ve all felt like that at the end of
another busy and stressful day. How you manage your time at work can also either
add to or reduce your stress. Which is it for you?



Where does the time go? Find out how you are actually spending your working
day. Keep a time log for one week. Write down what you do in 15-minute
timeslots.



Analyse your time log. What behaviour patterns and time drainers are absorbing
your time? Ask yourself these questions: What am I doing that I really don’t need
to do? What am I doing that I could do more efficiently? What am I doing that I
could delegate to someone else? And is what I am doing getting me closer to my
goals?

Disorganisation probably wastes more time and creates more
stress than any other single characteristic.

Charles Inlander & Cynthia Moran



© Global Organization for Stress http://www.gostress.com
Visit our website to start your free membership now

14

Want to know the top five workplace time drainers? They are meetings,
paperwork, interruptions, ineffective delegation and procrastination. Do you
recognise any of these? Here are some ideas on how to turn the time drainers into
time savers.



Ever found meetings a waste of time? You are not alone – most people do! It’s
time to get tough on this time drainer. Before calling a meeting, ask yourself: Do
we really need to meet? If there isn’t a really good reason, then you don’t need to
meet.



Decide who really needs to be at the meeting. The more people, the more
complicated the decision-making process becomes. If in doubt about their
attendance, then they don’t need to be there! Find other ways of keeping them
informed.



Shorten that agenda to 5 or 6 items. Turn the agenda items into questions.
Instead of an item entitled ‘fundraising’, replace with ‘what is the most effective
fundraising we can do?’ This will get everyone’s creative juices flowing beforehand!



Always start and finish meetings on time. Choose odd times like 3.04 or 11.12 to
start – people will remember these times, whereas 2.00 is about 2.00ish or 10.00 is
around 10.00ish. And don’t reward latecomers by starting over.



Meet for no more than 1 to 2 hours – people cannot effectively concentrate for
longer periods. Try a ‘stand up’ meeting where there are no chairs – nothing
guarantees a long meeting more than people sinking back into comfortable chairs
for the duration.
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After the meeting, save the hours spent on typing up the minutes. Consider audio
or video recording the meeting and only circulate an ‘action sheet’ of decisions from
the meeting of who, what, where, why, when and how. If there were no decisions
made at the meeting and nothing to be ‘actioned’, then what was the purpose of
meeting?



Do you feel yourself being buried under an ever-increasing amount of information
and paperwork? In trying to keep up with the ‘information age’, many people are
experiencing ‘analysis paralysis’. There is so much information that you cannot
possibly read, absorb, analyse and respond to it all.



The first place to start with this information overload is with yourself. Analyse your
paperwork. What are you doing with all that paper? A simple method is to place a
dot in the corner of a page every time you handle a sheet of paper. If the sheet
ends up looking like it has the measles, you have a paperwork problem.



Use the TASK approach. Handle each and every piece of paper (or email) only once
– decide immediately whether to Toss it, Action it, Send it or Keep it.



With that ‘Keep it’ pile, either file it immediately or place it in a box for future
reference. In 6 months time, go back and have a look in the box – if you haven’t
used it by now, you are probably not going to.



The most powerful antidote to leaving tasks unfinished is the use
of deadlines.

Alec Mackenzie & Kay Cronkite Waldo
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Take a speed-reading course. It can save you a good deal of time, increase your
comprehension and reduce your stress. Unlearn what you learnt as a child and
become comfortable at missing words. Reading takes place in your brain not your
eyes – you don’t need to hear every word to understand what you are reading. So
run your finger across each line at a steady pace, don’t say each word aloud and
dare to skip words.



Look for executive summaries or abstracts. These tell you what you need to know
and you may not need to read the whole document. If there’s no summary, just
glance over the material to decide if you really need to read it. If you’re unsure,
then you don’t need to read it.



Are you constantly being interrupted at work? It’s estimated that managers are
interrupted about every 8 minutes during the working day. But just as with
meetings and paperwork, everyone complains but few people analyse the problem.



Determine the reasons for your interruptions. Are they external reasons? Are you
physically located near a door or walkway? Does your work environment itself
encourage rather than discourage interruptions?



Are there internal reasons for your interruptions? Do you have a desire to always
appear available? Do you fear offending others by saying ‘no’ to interruptions? Is
your ego getting in the way, believing you are the only person who can answer
queries? Do you have a short attention span or dislike the work you are doing?



If you are waiting for ‘quiet’ time at the end of the day when everyone is gone to
begin your own work, you have a real problem! Reconsider that ‘open door’ policy.
It is an open invitation to interrupt you!
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Program ‘available time’ and ‘concentrated time’ into your working day. Let your
colleagues know that at certain times, you will be available to them, but during
concentrated time, you need to have no phone calls, visitors or distractions. People
will get used to your routine and respect your uninterrupted time if they know when
they can see you at other times.



Schedule this concentrated time for when you are at your most energized.
Whether that is first thing in the morning or after your first coffee break! Take the
phone off the hook or divert calls if you can. Close the door to your office or if you
are in an open plan setting, make a sign and put it on your computer.



Whenever you are interrupted, get up and out from behind your desk and stand.
Few people will sit while you are standing and again it will speed up the process.



Wherever possible, go to see people in your work place, rather than having them
come to you. You are then in control of how much time you spend.



Re-arrange your office furniture to discourage interruptions. Consider turning your
desk so your back is to the door rather than facing the door. Remove that
comfortable sofa and replace with less comfortable chairs, or even remove the
chairs altogether. It is amazing how much shorter those interruptions will become
if people have to stand rather than sit.



Want to free up your own time, challenge and teach others and sort the good
performers from the mediocre? Learn the art of effective delegation.

????

Leadership is based on inspiration, not domination; on cooperation,
not intimidation.

William Arthur Wood
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Start by learning to recognize when to delegate. Ask yourself these questions:
Can someone do the task better than me? Is there someone who likes doing it
better than me? Can someone do the task faster than me? Is there someone who
can do it cheaper than me? If the answer to any of these questions is yes, then it
is time to delegate.



Avoid the ‘seagull’ approach to delegation. Don’t just fly in, drop the delegated
tasks from a great height without any instructions and fly away, returning
sometime later to fly back in, swoop down, pick up the incomplete tasks and fly
away again!



Remember the golden rules. Effective delegation is about: giving clear instructions,
setting realistic deadlines in consultation with the person to whom the work has
been delegated, and following through on the who, what and by when.



Delegate the process not just the result. It is important that your delegate is given
both the responsibility and the authority to get the job done.



Encourage the creativity and abilities of those around you. Whenever someone
comes to you with a problem, have them also present their own range of options,
solutions and recommendations. It will take the pressure off you, provide better
solutions and allow others to develop their own problem-solving skills.



I just haven’t got around to it yet! Does this sound familiar? Don’t allow
procrastination to become a pattern of behaviour that can stop you from achieving
many successes in your life. Stop procrastinating – and do it now!

I’m going to stop putting things off
Starting Tomorrow – Maybe!

Anonymous
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Are you a perfectionist? Understand that wanting everything to be perfect can lead
to procrastination and stop you from both starting and then finishing projects.



Recognise that there are two types of perfectionism. ‘Practical’ perfectionism
involves striving to do your best and striving for perfection, but knowing when to
stop. ‘Idealistic’ perfectionism involves placing yourself under unnecessary stress
to always achieve perfection, slowing you down when an adequate response would
have got the job done. Which one are you?



Try visualising yourself doing and completing the task. Paint the picture in your
mind and plant the ‘seeds of completion’!



Just start – somewhere, anywhere! Do it for 10 minutes, do a rough draft. Jump
in and have a go.



Break the task down into manageable steps with realistic timelines, then add
another 10% more time for each step. All of us underestimate the time it takes to
complete a project, and this makes us feel under greater time pressure.



Consider beginning with the least enjoyable part first rather than leaving this until
last. Once it is out of the way, the rest can just flow.



Remove all distractions and likely interruptions. Force yourself to concentrate and
not leave the room until you have at least made a start.
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Reward yourself when you complete each step in the project. An incentive can spur
you on to the next step, and the next step and then the next!



Go public – tell others what you are trying to do. Ask them to check your progress
periodically and make you feel guilty if you are missing those deadlines.



Become aware of your body clock. Don’t leave a task until you are too tired to
tackle it. Schedule the task for your ‘primetime’ – when you are at your most alert,
creative and productive. It might be early morning, mid-morning, afternoon or
evening when you are at your best – find whatever works for you.



Cut your problems in half! Each evening, make a list of everything you think you
need to do the next day, in order of priority. Take a pair of scissors, cut off and
throw away the bottom half of the list. Be realistic about what you can achieve in a
day.



As far as possible, try to live by the old maxim of accepting the things in life you
cannot change, having the courage to change the things you can for the better, and
seeking the wisdom to know the difference.



Thank you for reading this guide. Take one or two of the ideas mentioned and start
the process of managing the stress in your life. Don’t try to do it all at once. Be
patient, but determined. Above all, strive to achieve time to do those things that
help you to have less stress in your life!

Live a balanced life – learn some and think some and draw and paint
and sing and dance and play and work every day some.

Robert Fulghum
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Just for Laughs for You

Go ahead, read on - it is time just for a laugh! The following are copies of actual
written statements submitted to the police on report forms. The drivers were asked
to provide brief statements on the particulars of the accident in their own words.
Here are some examples…

What People Wrote on Accident Reports

Man Driver:
The guy was all over the road, I had to swerve a number of times before I hit him.

Man Driver:
I pulled away from the side of the road, glanced at my mother-in-law and headed
over the embankment.

Woman Driver:
When I saw I could not avoid a collision I stepped on the gas and crashed into the
other car.

Woman Driver:
I had been shopping for plants all day, and was on my way home. As I reached an
intersection, a hedge sprang up obscuring my vision. I did not see the other car.

Woman Driver:
An invisible car came out of nowhere, struck my vehicle and vanished.

Man Driver:
I was on my way to the doctor's with rear end trouble when my universal joint gave
way causing me to have an accident.

Man Driver:
As I approached the intersection, a stop sign suddenly appeared in a place where a
stop sign had never appeared before. I was unable to stop in time to avoid the
accident.

Woman Driver:
I was sure the old fellow would never make it to the other side of the roadway
when I struck him.

Man Driver:
The pedestrian had no idea which direction to go, so I ran over him.

Man Driver:
The indirect cause of this accident was a little guy in a small car with a big mouth.
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Notes to the Teacher

These are actual excuse notes that teachers have received from parents (spelling
mistakes included)…

Please excuse Louise for being absent. She was sick and I had her shot.

Please excuse Peter from Physical Education today. Yesterday he fell out of a tree
and misplaced his hip.

Please excuse Jane for missing school yesterday. We forgot to get the Sunday
paper off the verandah, and when we found it was Monday, we thought it was
Sunday.

Please excuse Jason for being absent yesterday. He had a cold and could not breed
well.

John has been absent because he had two large teeth taken out of his face.

Irving was absent because he missed his bust.

Please excuse Mary for being absent yesterday. She was in bed with gramps.

Please excuse Tommy for being absent yesterday. He had diarrhoea and his boots
leak.

Please excuse Ann, she has been sick and under the doctor.

Dear School: Please excuse John being absent on January 28,29,30,31, 32 and
also 33.

My son is under a doctor’s care and should not take Physical Education today.
Please execute him.

Please excuse Stephanie from attending gym today. She is administrating.

I kept Sandra home because she had to go Christmas shopping because I don’t
know what size she wear.

Please excuse Sammy for being absent yesterday. He has very loose vowels.

Mandy won’t be in school a week from Friday. We have to attend her funeral.

Chris was absent yesterday because he was playing football. He was hurt in the
growing part.

Please excuse James for being. It was his father’s fault.
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INVITATION TO BECOME MEMBER

Are you reading this Guide but not yet a member of the Global Organization for
Stress? Then we invite you to sign up for FREE membership to the Global
Organization for Stress.

THIS MEMBERSHIP IS FOR YOU

This membership is for you if you are:

 dealing with stress in your life

 concerned about others experiencing stress

 interested in stress-related subjects

 providing professional assistance to others who are experiencing stress

HOW TO BECOME A MEMBER

To begin your FREE membership to the Global Organization for Stress simply go to
our website http://www.gostress.com

Just enter your first name and email address and join now!




