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Quick Start: Choose Your Route 
Pick the route that matches today. Each route gives you a 5-minute starter, a 10-minute upgrade, and 
the best pages to use when you have time. 

Overwhelmed / anxious 
5-min starter: Physiological sigh x5, then 5-4-3-2-1 
grounding. 
10-min upgrade: 5-min walk + 5-min worry dump. 

Use when you can: Fast Resets (breath + grounding); 
Coping Menu worksheet; Digital boundaries checklist 

Irritable / reactive 
5-min starter: Cold splash or cool pack 30-60s + 
slow exhale breathing (inhale 4, exhale 6) for 3 
minutes. 
10-min upgrade: PMR (upper body) + a boundary 
script. 

Use when you can: PMR page; School scripts: after a 
tense email; Relapse plan 

Exhausted / burned out 
5-min starter: 2-minute rest posture + 3-minute 
body scan. 
10-min upgrade: Light movement + choose 1 thing 
to drop or delegate. 

Use when you can: Recovery basics; Connection 
micro-habits; Team mode tracker 

Can't focus 
5-min starter: 2-minute clutter sweep + 3-minute 
box breathing. 
10-min upgrade: Single-task sprint (10 minutes) 
with notifications off. 

Use when you can: Attention reset tools; Digital stress 
templates; 5-Minute Reset cards 

Can't fall asleep 
5-min starter: Legs up the wall 2 minutes + 3 
minutes of paced breathing. 
10-min upgrade: Screen-off wind-down + brief 
journaling. 

Use when you can: Wind-down routine; Audio 
companion; HRV basics 
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How to Use This Toolkit 
This resource is designed for real life: crowded calendars, loud classrooms, nonstop meetings, and the 
kind of stress that doesn’t politely wait until the weekend. Use it in three ways: 

Quick Reset (1-5 min) 

Flip to the Fast Resets pages and pick one 
technique. Do it before stress peaks, if 
possible. 

Daily Practice (5-15 min) 

Follow the 30-Day Challenge to build skills 
that stick. Short + consistent beats long + rare. 

Build Resilience (weekly) 

Use the worksheets to spot patterns (triggers, 
thoughts, body cues) and design a plan that fits 
your life. 

Team Option 

Use the daily tasks as a staff wellness 
challenge. Share wins, not scores. 

Safety note (read once, then move on) 
This toolkit supports everyday stress and skills-building. It is not a substitute for professional medical or 
mental health care. If you are in immediate danger, call 911. If you need immediate emotional support, 
call/text/chat 988 (U.S.). 

988 Crisis Lifeline (U.S.) 

Call, text, or chat 988 for 24/7 support. Learn more: 988lifeline.org. 

Some techniques here (breath holds, cold exposure) may be uncomfortable. Skip anything that makes you dizzy, 
panicky, or worse. The goal is calm + control, not toughness. 

https://988lifeline.org
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The Science of Stress (plain-English) 
Stress is a normal body system designed to help you meet demands. The problem is not stress itself -
it's duration and recovery. A helpful way to think about it: 

Stress equation 

Stress load (demands) - recovery (rest, connection, movement, boundaries) = strain. 

We can't always reduce demands. We can almost always improve recovery in small ways. 

What your body does under stress 
• Breathing gets faster and higher in the chest; CO2 balance shifts and can feel like anxiety. 

• Muscles brace (jaw/shoulders/neck/hips) to prepare for action. 

• Attention narrows; your brain becomes threat-focused (good for survival, rough for email). 

• Sleep and digestion often change because the body prioritizes immediate demands. 

What helps most is creating tiny, repeated “off ramps” back to a calmer state: slower exhale breathing, 
muscle release, grounding attention, and realistic boundaries. 
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Fast Resets (1-5 minutes) 
These are your “interrupts” - small resets that reduce intensity and help you choose your next move. 
Use them early and often. 

5-Minute Reset Library 

60-Second Breath Reset 
How: Do 5 physiological sighs: 
inhale, top-up inhale, long 
exhale. Then breathe normally 
for 20 seconds. 

Use when: anxiety spikes, 
before hard conversations. 

2-Minute Grounding 
How: Name 5 things you see, 4 
you feel, 3 you hear, 2 you smell, 
1 you taste. Slow exhale while 
naming. 

Use when: overwhelmed, mind 
racing. 

3-Minute Muscle Drop 
How: Jaw unclench, shoulders 
down/back, hands open. 
Tense-release each area once, 
then soften. 

Use when: tension headache, 
irritability. 

4-Minute Box Breathing 
How: Inhale 4, hold 4, exhale 4, 
hold 4. Repeat 4 rounds. If holds 
feel bad, skip holds and do 
4-in/6-out. 

Use when: you need steady 
calm. 

5-Minute Walk + Senses 
How: Walk (inside counts). 
Notice 3 colors, 3 textures, 3 
sounds. Keep your exhale longer 
than inhale. 

Use when: stuck, foggy, 
restless. 

Desk Reset: Cool + 
Exhale 
How: Cool water or cold pack on 
face/neck 30-60s, then 2 minutes 
of 4-in/6-out breathing. 

Use when: feeling reactive or 
hot-headed. 
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Daily Skills (5-15 minutes) 
Fast resets lower intensity. Daily skills change your baseline over time. Think: breath + body + mind + 
connection + boundaries. 

Body tools 

• Paced breathing 

• Progressive muscle relaxation (PMR) 

• Light movement 

• Recovery posture 

Mind tools 

• Reframe and defuse thoughts 

• Worry window 

• Journaling (3 lines) 

• Attention training 

Connection tools 

• Micro-connection (30 seconds) 

• Ask-for-help scripts 

• Repair after conflict 

Boundary tools 

• Notification hygiene 

• Email windows 

• Kind-but-firm scripts 

• One small 'no' per week 
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Know Your Stress Style (quick self-check) 
Not a diagnosis - just a way to notice patterns. Circle the statements that sound like you. Count how 
many you choose in each column. Your top 1-2 styles are your defaults. 

Ruminator Overfunctioner People-Pleaser Avoider Perfectionist 

[ ] I replay 
conversations later. 

[ ] I pick up what 
others drop. 

[ ] I say yes too fast. [ ] I procrastinate when 
stressed. 

[ ] I equate mistakes 
with failure. 

[ ] I think about 
worst-case outcomes. 

[ ] I feel responsible for 
outcomes. 

[ ] I avoid 
disappointing others. 

[ ] I delay hard 
conversations. 

[ ] I spend too long 
polishing. 

[ ] I get stuck in 'what 
if'. 

[ ] I work through 
breaks. 

[ ] I take tone 
personally. 

[ ] I distract instead of 
deciding. 

[ ] I fear being judged. 

[ ] My brain won't shut 
off at night. 

[ ] I struggle to 
delegate. 

[ ] I over-explain to be 
understood. 

[ ] I ignore signals until 
I crash. 

[ ] I struggle to start 
unless it’s 'right'. 

[ ] I seek certainty 
before starting. 

[ ] Rest feels 
unearned. 

[ ] I feel guilty setting 
boundaries. 

[ ] I feel relief only after 
it's over. 

[ ] I notice flaws faster 
than wins. 

Your best 3 tools by style 

• Ruminator: worry window + 3-line journal + grounding. 

• Overfunctioner: one tiny 'no' + delegate one thing + rest posture. 

• People-Pleaser: boundary script + pause before yes + values check. 

• Avoider: 10-minute start sprint + externalize the task (write it) + accountability text. 

• Perfectionist: “good enough” rule + time box + celebrate progress. 
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Trauma-Informed & Nervous-System-Safe 
Options 
Some people feel worse with certain practices (long breath holds, eyes-closed meditation, intense body 
scanning). Here are alternatives that stay safe and grounded. 

If breathwork makes you feel panicky 

• Skip holds. Use inhale 4 / exhale 6 for 2-3 
minutes. 

• Breathe through the nose if comfortable, but 
mouth breathing is okay. 

• Add a stable anchor: feet on floor, hands on 
desk, eyes open. 

If meditation makes you feel 'floaty' 

• Do eyes-open grounding: name objects and 
colors in the room. 

• Try movement-based calming: slow walk, 
gentle stretch, wall push. 

• Use sound anchors: steady fan noise, music 
with low volume. 

If body scanning increases 
discomfort 

• Scan externally (environment) instead of 
internally (body). 

• Use temperature: hold a warm mug or cool 
water bottle. 

• Keep it short: 30 seconds is still a win. 

General safety rules 

• Stop if you feel dizzy, numb, or worse. 

• Choose the least activating tool that still 
helps. 

• If you have medical concerns, check with a 
clinician. 
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Calm in Real School Situations: Scripts 
These are short, usable scripts for the moments that spike stress in schools. Adjust to your voice. 

After a heated parent 
email 
Do this: 

• Pause 90 seconds. Read once. 
Don’t respond yet. 

• Say: “I want to respond 
thoughtfully. I’ll reply by (time).” 

• Draft response in notes, then 
send after a reset. 

After student escalation 
Do this: 

• Exhale longer than inhale for 
60 seconds. 

• Say: “I’m here. We’ll handle 
this safely. First: breathe.” 

• After: quick debrief with a 
colleague (2 minutes). 

Before a high-stakes 
meeting 
Do this: 

• Do 4 rounds of 4-in/6-out 
breathing. 

• Name your goal in 1 sentence. 

• Say: “I’ll be calm, clear, and 
kind - and I can pause.” 

During hallway duty 
chaos 
Do this: 

• Anchor: feet planted, 
shoulders down. 

• Use “soft eyes” (wider field of 
view). 

• Mantra: “One thing at a time.” 

After a tough colleague 
conversation 
Do this: 

• Try repair: “I care about us 
working well together.” 

• Name the need: “What I need 
is…” 

• Offer a next step: “Can we 
try…” 

When you feel yourself 
snapping 
Do this: 

• Step back half a step. 

• Say: “Give me 10 seconds.” 

• Do one long exhale + 
unclench jaw + open hands. 
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Digital Stress + Boundaries Toolkit 
A lot of modern stress is not the hard moment - it’s the constant access. Try these templates. 

Notification Hygiene Checklist 

• Turn off non-essential push notifications (social, shopping, news). 

• Create two email windows (example: 7:30-7:50 and 3:15-3:35). 

• Use 'Do Not Disturb' during instruction/meetings. 

• Move the most tempting apps off your home screen. 

• Use a 'closing ritual' at the end of the day (close tabs, write tomorrow's first task). 

Kind-but-Firm Scripts 

Situation Script 

Delay “I want to give this the attention it deserves. I’ll reply by (time/day).” 

Limit “I can help with X. I can’t take on Y right now.” 

Clarify “What does success look like for this request?” 

Protect focus “I’m teaching/in a meeting. I’ll circle back after (time).” 

End the loop “Here are the next steps I can commit to. If you need more, let’s schedule 
10 minutes.” 
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Calm Corner: Desk Edition + Environment 
Hacks 
You don’t need a dedicated room. You need a repeatable cue that tells your brain: “We’re safe enough 
to reset.” 

10 desk-friendly calming items 
(choose 2-3) 

• Water bottle (temperature helps). 

• Small textured object (smooth stone, stress 
ball). 

• Scent-free option: mint gum or tea. 

• Sticky note with your 60-second script. 

• Noise control: one earbud, earplugs, or 
white noise. 

• Warm mug or hand warmer. 

• Mini list of 3 coping options (your Coping 
Menu). 

• A photo that signals safety/joy. 

• Timer (phone is fine) to time-box stress 
tasks. 

• A “closing ritual” checklist. 

Environment micro-hacks 

• Lower stimulation: reduce tabs, reduce 
visual clutter, reduce notifications. 

• Light: use warmer light late day if possible. 

• Sound: steady background > unpredictable 
noise. 

• Movement: 2 minutes every hour changes 
your state. 

• If you share space: use a subtle cue (water 
bottle on left = in focus). 
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Biofeedback & HRV (simple, 
non-obsessive) 
Heart Rate Variability (HRV) is a marker related to how flexibly your nervous system responds to 
stress. You don’t need perfect numbers - you want a healthy trend over time. 

How to use wearables without spiraling 

• Look at weekly trends, not daily spikes. 

• Compare you-to-you, not you-to-anyone. 

• If data stresses you out, take a break from tracking. 

• Use HRV as feedback: did sleep, movement, and recovery routines help? 

3 ways to raise recovery capacity this week 

• 10 minutes of easy movement most days. 

• 5 minutes of paced breathing (longer exhale) 3-4 times this week. 

• A consistent wind-down cue (same 2 steps nightly). 
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30-Day Challenge 
Each day has one small task. If you miss a day, don’t restart from Day 1 - just do the next day. 
Consistency beats perfection. 

Week 1 Daily task 

Day 1 Set a 2-minute timer and do a breath reset (4-in/6-out). 

Day 2 Make your Coping Menu (start with 3 items). 

Day 3 Do a 5-minute walk + 3-senses scan. 

Day 4 Write a 1-sentence boundary you need this week. 

Day 5 Try the 5-4-3-2-1 grounding once. 

Day 6 Do a 3-minute muscle drop (jaw/shoulders/hands). 

Day 7 Choose one digital change: turn off one notification category. 

Day 8 Practice a kind script: “I’ll reply by (time).” 

Day 9 Do 5 physiological sighs before checking email. 

Day 10 Time-box worry: 10-minute worry window, then close it. 

Week 2 Daily task 

Day 11 Text or speak one micro-connection: “Thinking of you.” 

Day 12 Set up a desk calm cue (item + script). 

Day 13 Try box breathing (or skip holds and do 4-in/6-out). 

Day 14 Do a 2-minute rest posture (legs elevated if possible). 

Day 15 Write 3 lines: what’s hard, what helps, what’s next. 

Day 16 Pick one task to delegate, delay, or drop. 

Day 17 Do PMR for 5 minutes (upper body). 

Day 18 Use soft eyes for 60 seconds (widen your view). 

Day 19 Practice repair language: “I care about working well together.” 
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Day 20 Create an end-of-day closing ritual (2 steps). 
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Week 3-4 Daily task 

Day 21 Do a “single-task sprint” for 10 minutes (no notifications). 

Day 22 Try temperature: cool water/pack + long exhale breathing. 

Day 23 Do a gratitude micro-note: one good thing that happened today. 

Day 24 Set an email window for tomorrow (10-20 minutes). 

Day 25 Pick your top stress style and choose one tool for it. 

Day 26 Try movement-based calming: 5 minutes of gentle stretch. 

Day 27 Make a “restart plan” for when stress spikes (3 steps). 

Day 28 Ask for help in one small way (specific request). 

Day 29 Do 5 minutes of an audio wind-down (or quiet breathing). 

Day 30 Celebrate: write 3 wins from the month (small counts). 
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Team Challenge Mode 
If you’re running this as a school/team: keep it light. Track participation, not performance. The goal is 
culture. 

Two easy formats 

• Pick-10: As a team, choose any 10 days from the challenge to complete over a month. 

• Weekly rhythm: 3 small resets/week + 1 reflection/week. 

Week Team focus Notes / shout-outs 

Week 1 Breath resets ______________________________ 

Week 2 Grounding ______________________________ 

Week 3 Movement ______________________________ 

Week 4 Boundaries ______________________________ 

Week 5 Connection ______________________________ 

Week 6 Sleep wind-down ______________________________ 

Week 7 PMR/release ______________________________ 

Week 8 Celebrate wins ______________________________ 
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Worksheet: Your Personal Calm Plan 
Fill this out once. Then keep it somewhere visible (desk, notes app, fridge). 

My top 3 stress signals [ 1 ] ____________ [ 2 ] ____________ [ 3 ] ____________ 

My most common 
triggers 

[ ] Workload [ ] Conflict [ ] Time pressure [ ] Noise [ ] Uncertainty [ ] Other: 
____________ 

My fastest reset (1-2 
min) 

[ ] Physiological sigh [ ] Box breathing [ ] Grounding [ ] Other: 
____________ 

My deeper reset (5-15 
min) 

[ ] PMR [ ] Walk [ ] Guided audio [ ] Journaling [ ] Stretch/yoga [ ] Other: 
____________ 

My support plan Person I can contact: ____________ • What I'll say: “____________” 

When to seek extra help If stress is persistent, worsening, or affecting sleep/health, consider talking 
with a medical provider or mental health professional. For immediate 
emotional support in the U.S., call/text/chat 988. 
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Worksheet: Build a Coping Menu 
When you’re stressed, your brain forgets options. A coping menu makes choices visible. Aim for at 
least 3 options per category. 

1 minute [ ] ____________ [ ] ____________ [ ] ____________ [ ] ____________ 

5 minutes [ ] ____________ [ ] ____________ [ ] ____________ [ ] ____________ 

15 minutes [ ] ____________ [ ] ____________ [ ] ____________ [ ] ____________ 

Connection [ ] Text a friend [ ] Quick chat [ ] Ask for help [ ] Other: ____________ 

Environment [ ] Step outside [ ] Lower noise [ ] Tidy 2 minutes [ ] Other: ____________ 

Mind [ ] Reframe [ ] Worry window [ ] Write 3 lines [ ] Other: ____________ 

Body [ ] Breath [ ] Stretch [ ] Walk [ ] PMR [ ] Other: ____________ 



Stress Management & Calming Techniques Toolkit 

Printable + link-friendly • 30-Day Challenge included Page 20 

Measurement & Reflection (simple, not 
annoying) 
Use these if you want to track progress. If tracking stresses you out, skip it. 

Weekly 30-second check-in 

Week Stress 
(0-10) 

Sleep 
(0-10) 

Energy 
(0-10) 

One thing that helped 

Week 1 ____ ____ ____ ______________________________ 

Week 2 ____ ____ ____ ______________________________ 

Week 3 ____ ____ ____ ______________________________ 

Week 4 ____ ____ ____ ______________________________ 

Before/After reflection (end of month) 

• What stress signals show up less often? 

• Which 2 tools worked best for you (and why)? 

• What boundary will you keep next month? 

• Who helped you recover this month (connection counts)? 

• What is one small win you’re proud of? 
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Relapse Plan: When You Fall Off (normal) 
Everyone falls off routines. The win is a fast restart, not a perfect streak. 

2-Day Reset 

• Day 1: 5-minute reset + 10-minute walk + 
early wind-down cue. 

• Day 2: Coping Menu pick 3 + one boundary 
script + 3-line journal. 

3-Step Spike Protocol 

• 1) Lower intensity (breath + grounding). 

• 2) Choose the next best action (one small 
step). 

• 3) Recover (movement + connection + sleep 
cue). 
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Digital Tools, Apps, and Audio Companion 
You don’t need every app. Pick one that you’ll actually use. Many have free versions. 

Recommended apps (examples) 

• Headspace (guided mindfulness), Calm (sleep + breath), Insight Timer (huge free library). 

• Breathwrk (breath pacing), Smiling Mind (free options), MindShift CBT (CBT skills). 

• CBT-i Coach (sleep support) and other clinician-approved tools. 

QR quick-links (scan to open) 

Resource Scan Link 

CDC: Managing Stress https://www.cdc.gov/mentalhealth/stress-coping/index.html 

NIMH: Caring for your mental 
health 

https://www.nimh.nih.gov/health/topics/caring-for-your-mental-
health 

UCLA Mindful meditations 
(free) 

https://www.uclahealth.org/programs/marc/free-guided-meditat 
ions 

988 Crisis Lifeline (U.S.) https://988lifeline.org/ 

Box breathing overview https://www.webmd.com/balance/what-is-box-breathing 

https://www.webmd.com/balance/what-is-box-breathing
https://988lifeline.org
https://www.uclahealth.org/programs/marc/free-guided-meditat
https://www.nimh.nih.gov/health/topics/caring-for-your-mental
https://www.cdc.gov/mentalhealth/stress-coping/index.html
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PMR overview 
https://www.health.harvard.edu/staying-healthy/progressive-m 
uscle-relaxation 

https://www.health.harvard.edu/staying-healthy/progressive-m
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Facilitator Guide: Mini PD Plan 
(ready-to-run) 
Use this for a staff meeting, team meeting, or PLC. The goal is practice - not a lecture. 

Option A: 25-minute micro-PD 

• 0-3 min: Set the tone - “We’re building skills, not adding work.” 

• 3-10 min: Teach one concept: stress equation + why longer exhales help. 

• 10-18 min: Practice together: 5 physiological sighs + 2-minute grounding. 

• 18-23 min: Pair share: “Which tool will you use this week?” 

• 23-25 min: Close: pick a 1-week mini challenge and schedule it. 

Option B: 10-minute weekly rhythm 

• Week 1: Breath reset together (2 minutes) + one tip. 

• Week 2: Grounding together (2 minutes) + one script. 

• Week 3: Movement cue (2 minutes) + one boundary. 

• Week 4: Reflection + celebrate wins. 

Facilitator script (copy/paste) 

Opening: “This is about making the day easier, not adding a new task. We’ll practice one tool for 2 
minutes.” 

Normalize: “Stress is a normal system. We’re just building recovery.” 

Close: “Pick one tool you’ll use this week. Small wins count.” 
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