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ANXIETY:  Self Guide

FACTSHEET

“Happiness is not a brilliant climax to years of grim struggle and 

anxiety. It is a long succession of little decisions simply to be happy
in the moment.” - J. Donald Walters

Everyone experiences stress or worry at some point or another. It may be caused by an impending deadline fast

approaching; or contemplating the response you might get to a presentation you are about to facilitate to your peers;

or the credit card statement that just arrived in the mail. In most cases, feelings associated with short term stress

provide us with the energy to overcome the obstacle we are facing. Anxiety is when these feelings do not go away. It is

more than just feeling temporarily stressed or worried. Anxiety can become a serious condition and make it difficult

for people to do their work and live their lives the way they want to. Anxiety can manifest in various ways and can also

have varying levels of severity. When anxiety becomes excessive, it may fall under the classification of an acute

anxiety disorder.

WHAT ARE SOME COMMON SIGNS OF ANXIETY?

• Excessive and ongoing worry

• Feeling ‘edgy’

• Being easily startled

• Palpitations or chest pain

• Increasing heart rate

• Rapid breathing

• Headaches

• Backaches

• Trembling

• Tingling in fingers or toes

• Sweating

• Dry mouth or difficulty swallowing

• Dizziness/light-headedness/feeling faint

• Nausea or abdominal cramping

• Hot flashes or chills

WHAT CAN I DO TO HELP MYSELF?

Manage your self-talk to ensure you are programming 
your mind to respond in a helpful way to situations that 
may trigger your anxiety. We actually spend a lot of time 
engaging in self-talk, so much so that we are hardly 
even aware of it. These are the automatic thoughts that 
‘pop’ into our heads. Self-talk can either increase or 
decrease the intensity of a feeling, depending on how 
we use it. Negative self-talk usually makes us feel 
worse and accomplishes very little other than 
deepening your anxiety. If you think to yourself before a 
presentation, “I am useless, I am no good speaking in 
public and this is going to go badly”…what do you think 
will happen to you? Of course, your anxiety levels are 
going to increase, and you are more likely to perform 
poorly.
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The key is to realise when we are engaging in

negative self-talk and try to find the positives of

the situation. For example, if (before your

presentation) you focus on reminding yourself

that you know your material really well, it can

help reduce your anxiety.

Speak to a colleague or your leader before things

become too overwhelming. Bottling things up

can lead to a build-up of feelings and emotions.

Talking to someone may help provide you with a

different perspective on the situation.

Be clear about what’s in your control to action

and what you can only influence towards

achieving the goal in question. For example, in

the above example of giving a presentation,

recognise that you can only control your end of

the presentation, including the material you

present and how you present it. You cannot

control what other people think; however, you

can influence this by trying to find out who will

be there and what content might be most useful

and interesting for them.

Ensure you exercise regularly as this is helpful

in releasing tension and promoting resilience.

Practice controlled breathing techniques 
(i.e. “5x5”). When we are anxious, our 
breathing becomes shallower and faster, 
which in turn means we get less oxygen 
and more carbon dioxide builds up. 
This build-up of carbon dioxide causes 
the feelings of nervousness, jitteriness 
and anxiousness. By learning to breathe 
in a calm and relaxed manner, many of 
the anxiety-related physical responses 
can be reduced.

Try to avoid stimulants as these may 
heighten feelings of anxiousness. 
Nicotine and caffeine are two common 
stimulants many of us use on a daily 
basis. Try to minimize your intake 
when feeling stressed or anxious.

Eat healthy: ensure you maintain an even 
level of blood sugar which can regulate 
energy levels, keep you focused and 
decrease feelings of anxiousness and 
irritability.
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DEPRESSION:  Self Guide 
FACTSHEET

Everyone will feel sad from time to time. It is when these
feelings are prolonged and remain intense for long periods of
time that we can become significantly affected. Clinical
depression affects the person physically, emotionally,
behaviourally and mentally, and is a condition that requires
treatment.
Depression is not a sign of weakness, it not something to be ashamed of. In fact, one in five people will 
experience an episode of clinical depression at some point in their life. Depression is a common illness and it 
can affect everyone irrelevant of age, gender, race or socioeconomic status. The onset of depression can be 
the result of significant life events, genetic predisposition, heavy drug and alcohol use or the result of an 
imbalance in the brain’s chemistry. The good news is that depression is not permanent; in fact, the chances 
of recovery are very strong. However, the challenge is to recognise the symptoms and receive the appropriate 
treatment. Overcoming and recovering from depression requires making conscious choices to improve 
mental wellbeing. Setting achievable goals, planning steps towards them and ways of maintaining the 
changes that would be necessary are crucial to success.

WARNING SIGNS OR SYMPTOMS OF DEPRESSION

• Feeling miserable and sad for no reason that you
can identify

• Locked onto all the problems and negatives in your
life so that you cannot identify any positives

• Lack of decisiveness, poor concentration and
trouble remembering things

• Loss of appetite or over-eating
• Over indulgence, substance abuse or risk taking

behaviour to feel better
• Feeling defeated, hopeless and helpless
• Unusual or exaggerated emotional outbursts at

situations where you normally would not have
responded as such

• Feeling tired continuously and having unusual
aches and pains

• Inability to feel emotion and lack of pleasure/
interest inthe things you typically like to do

• Low motivation and energy to engage in daily
tasks or interests

• Avoiding friends
• Reduced interest in sex
• Reduced self-confidence in social situations or

in theability to express your point of view
• Suicidal thoughts
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HERE ARE SOME PRACTICAL STEPS TO CONSIDER

• Develop a support network of people to assist in
meeting your wellbeing goals

• Challenge or question unhelpful thoughts and
self-talk

• Direct your attention towards experiences,
people and opportunities that support your
wellbeing goals

• Regular exercise and a healthy diet

• Consider seeking professional support through
your doctor, employment assistance program or
the numbers on the right of this page

Helpful numbers to pass on:

National Helplines

• Lifeline (24 hrs)

13 11 44

• Just Ask (Rural Mental Health
Information)
1300 13 11 14

• Mensline Australia  (24 hrs)
1300 78 99 78

• SANE Helpline - Mental illness information,
support and referral
1800 18 SANE (7263)

Helpful numbers to pass on:

National Helplines

• Lifeline (24 hrs)

13 11 44

• Just Ask (Rural Mental Health
Information)
1300 13 11 14

• Mensline Australia  (24 hrs)
1300 78 99 78

• SANE Helpline - Mental illness information,
support and referral
1800 18 SANE (7263)
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LOCUS OF CONTROL
FACTSHEET

Are you in control of what happens in your life – or is someone else?
Are you involved in the things that happen – or do they happen
around you? Do you recognise the role you play in everything you do 
– or are things always other people’s fault?

The answers to these questions depend on whether you have an internal or external locus of control. That is, 
whether you believe you are in control of your life, or if it is controlled by external factors such as other people, 
the environment, or chance. By taking responsibility and therefore ownership of your life, you have the power to 
make changes to it. In contrast, people who believe others have control actually give up their ownership and their 
power to make changes.

WHY DOES IT MATTER?

The way you view your life and the amount of control you believe you have, determines what you think, feel, say, 
and do in every situation. People who believe they have control, tend to have better outcomes because they take 
responsibility for creating or influencing those outcomes. Consider the story below…

In the late 1970s a young, newly married couple moved to Australia to begin their new life together. The husband 
worked in a leather finishing factory and the wife in a doctor’s surgery as a receptionist. After a year or so, they had a 
baby. Money was tight and the husband took a second job working the night shift as a hotel barman. The first few 
years were very tough. There was no money to spare, the supportive family lived far away, and the only friend was 
the lady next door.

The couple worked hard and persisted through difficult circumstances, understanding that they needed to work 
hard to achieve their goals. The husband became the Second-In-Charge at the leather factory and the wife got a 
job in a large telecommunication company. They purchased their own house. As the years went by, the couple and 
their son continued to work hard and save their money. They went on to purchase their second and third house, 
and the husband became the owner of the leather factory and bought the land it was built on. As they continued 
to grow together, so did their portfolio of property and businesses. Today, they own five residential and two 
industrial properties, as well as three businesses.

How do you think this family came to be where they are today? What factors were necessary for them to progress 
from having nothing when they first started, to being successful today?

The answer is simple, yet their journey was not: they took control of what they could. They assessed their 
situation and accepted the realities, all the while keeping focused on the outcome they wanted to achieve. They 
made choices about whatthey could control and acted upon them.
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WHAT DOES THIS MEAN FOR ME?

We are all unique individuals who come from 
different walks in life and have our personal goals. 
Despite who you are and what you want to achieve, 
the recipe for success is very much the same. 
Recognising that you are in control of what you 
think, feel, say, and do can be very powerful in 
helping you to take control of your life and achieve 
the goals that you set for yourself. There is decades 
of research1,2 to suggest that taking control of our 
attitudes and choices is related to a multitude of 
positive benefits including:

• Greater physical and mental well-being

• Higher life satisfaction

• Less burnout and less job stress

• Higher job satisfaction

• Greater job performance and career success

• Higher levels of self-esteem

• More favourable interpersonal relationships

with co-workers and supervisors

• Greater perceptions of social support and

the ability toinfluence outcomes in the

workplace

• Higher internal motivation and feelings of
empowerment

• More effective coping skills to deal with
challenges

1Ng, T. W. H., Sorensen, K. L., & Eby, L. T. (2006). Locus of control at

work:A meta-analysis. Journal of Organizational Behavior, 27, 1057-

1087.

2Wang, Q., Bowling, N. A., & Eschleman, K. J. (2010). A meta-analytic

examination of work and general locus of control. Journal of 

Applied Psychology, 95(4), 761-768.

Most of us have had experiences where we have felt like

there was nothing we could do about a situation or that

everything was useless, and as a result felt stuck or

frustrated. However, what we know is that things don’t have 

to be that way.  Here are some strategies to support you:

1. Assess what is in your control. Consciously assess any

situation to identify what is and is not in your control.

Then focus on how you choose to respond to the things in

your control.

2. Understand that you always have a choice. Regardless of the

situation, there are always choices. Sometimes the choice

available may not seem ideal and at times the only choice

may be to change your attitude regarding how you

perceive the situation. However, you always have a choice

about how you will respond.

3. Be aware of the language you use and your self-talk.

Phrases such as, “I have no choice”, “he/she made me...”,

or, ”I can’t…” often lead to feelings of frustration and anger

which prevent us from taking action. It is more effective to

use language such as “I can,” or, “I don’t like my choices,

but I will…”. The message associated with this language is

the realisation and acknowledgement that you have a

choice inthe situation.

4. Reflect on the role you take in your relationships withothers.

The reality is that you are not a victim of any circumstance

and you always have degree of control in your interactions.

Due to a difference in attitudes and perspectives, we are not

always going to see eye to eye with our work mates,

supervisors, relatives or friends.

5. Ask Effective Questions. Questions are a powerful tool for

influencing how we perceive a situation. Consider asking

some of the following questions the next time you find

yourself in a challenging situation:

• “What is my portion of responsibility here?”

• “What role do I play in this result?”

• “What outcome am I looking for?”

• “What can I do about it?”

• “What are my choices?”

It is important to recognise that our attitudes and every choice 

that we make has the capacity to influence the goals that we

have in life.
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MANAGING FRUSTRATIONS
FACTSHEET

Most of us can relate to being in one of those frustratingsituations… 
perhaps it is the driver that cuts us off, our favourite team losing, the 
colleague whose mistake significantly delays your work or the rude 
shop attendant... Life is full of frustrations.

Take a moment to reflect on the things that you get frustrated with. If we consider these frustrations and are brutally 
honest with ourselves, most of the problems we get frustrated with are not the end of world. The challenge is that our 
brain perceives any form of frustration in the same manner. To our brain, frustration is a threat to us achieving our 
goals. As a result, our attention is hijacked and we are provided with a surge of energy to deal with it.

Think about when someone pulls out in front of you, suddenly, as you are driving or is rude to you… What happens to 
your focus? Most of the time, as a result of this burst of energy, we respond to frustrations subconsciously and within 
a split second. While an outburst at our family or friends can easily be resolved, a similar outburst in the workplace 
could have major consequences.

Handling frustrations well involves becoming aware of your reactions and staying in control of them, rather than 
allowing the frustration to overcome you. At the end of the day, is the frustration really worth your focus? Is it 
worth damaging your reputation in the workplace? Can your actions in the heat of the moment jeopardise your own 
or others’ safety and wellbeing?

MANAGING FRUSTRATIONS

1. Become aware of what frustrates you

If you know ahead of time what makes you frustrated, 
you may be able to avoid these things, or do something 
different when they happen.

2. Stop and evaluate

One of the best strategies is actually to stop, take adeep 
breath and look at the situation. Ask yourself “why am I 
frustrated?” “What’s important now?”

3. Look for a different perspective

Is there a way to look at this situation differently? For 
example, one of the best ways to understand other 
people’s actions is to imagine what it feels like to ‘be 
in their shoes’. Ask yourself whether you have jumped 
to any conclusion. Are there external factors that could 
be influencing them to act the way they are?

Attempt to start focusing on solutions rather than the 
problem. Try to focus on what you want, rather than all 
the things that are wrong.
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Focus on what is in your control in the situation. 
We know that, realistically, all we can control is 
what we think, feel, say and do. Although this may 
not seem like a lot, it is important to recognise
that some things are outside of our control.

4. Communicate what is bothering or frustrating
you

Be open and honest with others, tell them you 
are frustrated and - more importantly - why you 
are frustrated.

Be mindful of the language you are using to 
describe situations or people. Telling yourself “I 
can’t stand it when the machine does this” or “I 
hate when he does that” is only likely to release 
feelings of stress, anger and intolerance.

Instead, try telling yourself “I can’t control what he 
does, all I can do is control what I am doing” or “Is 
the machine really worth getting worked up 
about?”

5. Walk Away

Physically removing yourself from the frustration 
allows you time to gather your thoughts and 
process the energy that is dumped into your brain 
to combat the frustration

Mindfulness can help

Another strategy to help you find calm in

times of frustration is to practice

mindfulness. At its core, mindfulness

‘distracts’ your brain and gives it something

else to do to process the energy dump

associated with frustration.

Here are some short techniques that you can

practice in the moment – and no-one will be

aware of what you are doing!

Stroke your hands

Lower (or close) your eyes. Take your index

finger and slowly move it up and down the

fingers on the other hand. After 30 seconds,

swap hands and repeat

Eat something small - slowly

Many people swear by eating a sultana or

piece of chocolate slowly for 30 seconds – 1

minute. Concentrate on the sensations and

chew slowly.

Do a senses scan

Take notice of your environment by focusing

on what you can see, hear, taste, feel and

smell for a couple of minutes.

Focus on the breath (5 x 5 breathing)

Breathe in slowly for a count of 5, hold it for a

count of 5, breathe out for a count of 5 and

then hold for a count of 5. Repeat for 1

minute
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SLEEP HYGIENE:  Self Guide

FACTSHEET

“Sleep is something that always seems more important the morning
after than the night before.” - unknown

While we still have much to learn about the specific functions and purpose of sleep, we do know that it is 
absolutely essential for good health. Just as we require food and water to survive, sleep is equally vital to 
maintain physical and mental wellbeing.

Sleep recharges the brain and allows the body to relax and heal. During sleep, the blood supply to the muscles 
is increased, which helps to repair muscles; the body increases our immune response to infections; and REM 
(rapid-eye- movement) sleep facilitates memory storage and retention.

Most adults require between 7 to 9 hours of sleep per night. If our sleep is disrupted, or we are deprived of our 
normal hours of quality sleep, we begin to incur what is known as 'sleep debt'. We begin to 
experience symptoms of fatigue including reduced cognitive abilities, impact on our mood and various 
physiological functions begin to be negatively impacted.

COMMON EFFECTS OF SLEEP DEBT IN THE SHORT 
TERM:

• Stress, anxiety and loss of coping skills

• Reduced immunity to disease an viral infection

• Feelings of lethargy

• Mood shifts

• Impaired judgment

• Decreased productivity due to a reduction in
cognitive functioning and reaction time - this
includes the ability toconcentrate, remember,
handle complex tasks, think logically,
assimilate/analyse new information and think
critically.

COMMON EFFECTS OF SLEEP DEBT IN THE 
LONGER TERM:   (CHRONIC DISRUPTED SLEEP)

• Weight gain

• Poorer psychological health

• Heart disease

• High blood pressure

• Heart attack

• Lower fertility
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WHAT CAN I DO TO HELP MYSELF?

Recognise you may not be getting enough sleep  
if you:

• Take more than 15 minutes to get to sleep

• Need an alarm clock to wake up

• Feel sleepy during the day

• Need caffeine to keep you awake

• Sleep extra hours on the weekend

• Fall asleep watching TV

• Have trouble concentrating or remembering

Follow some simple guidelines to help your sleep:

1. Create a quiet, dark and distraction free
environment

2. Stick to a routine - A sleep routine involves

going to sleep and waking up at the same time,

and investing in pre-bed routines.  These could

be taking a warm shower, reading a novel,

listening to relaxing music, stretching or taking

some deep breaths. If practised regularly

before bed, your brain will begin to associate

these routines with sleep

3. Use a sleep diary to help identify what is
working for you and what may be hindering

your sleep quality

4. Reduce the use of technology before bed - The

light emitted from these gadgets can delay the

onset of sleep.  Using technology, or doing work

late at night, could also be stimulating, which

can delay the onset of sleep

5. Avoid or reduce alcohol, nicotine and caffeine

intake within 4-6 hours of going to sleep

6. Partake in regular exercise (especially within

three to six hours of bedtime)

7. Eat small, frequent, well-balanced meals

8. Keep napping to 20 to 30 minutes. A nap for

longer than 30 minutes in the afternoon can

interfere with the quality of your main night’s
sleep
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SUBSTANCE USE:  Self Guide
FACTSHEET

Do I have a substance dependence challenge?

If you can relate to a number of the signs described below it would be helpful to speak to someone about ways to
address your situation:

• Feel guilty or ashamed about your drinking

• Find yourself lying about your drinking habits

• Your relationships have been negatively impacted by your drug or alcohol consumption habits

• Neglecting your responsibilities at home or work due to alcohol or drugs

• Have had your loved ones express their concerns about your drinking habits and continuing to drink

• You find that you cannot relax or feel better without having a drink

• Have regular “black outs” or forget what you did while drinking

• Use alcohol or drugs in situations which could jeopardise your own safety and that of others

• You have stopped participating in other interests and activities for drug or alcohol consumption

• You choose to continue taking drugs or alcohol despite knowing that it is harmful to yourself and

relationships with your loved ones

• Limit socialising only with those people who have similar consumption patterns

• Substance use takes over your life

OTHER SIGNS TO LOOK OUT FOR:

• Anxiety or jumpiness

• Shakiness or trembling

• Sweating

• Nausea and vomiting

• Insomnia

• Depression

• Irritability

• Fatigue

• Loss of appetite

• Headache
.
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WHAT CAN I DO TO HELP MYSELF?

1. The first step is to recognise that your
substance use may be starting to have
unhelpful and unwanted impacts on your work
or personal life, or both.

2. Identify your triggers. What are the triggers
that make you feel like using drugs or alcohol?
Are there certain situations or people?

3. Consult with your GP or doctor for guidance on
the best type of support for you and to advise
you on how to manage withdrawal symptoms.

4. Use the support of your close family and
friends.

5. Contact a support group.

6. Set a goal for yourself to begin reducing or
STOP altogether in the near future and have
people to help you be accountable.

7. Find alternate coping strategies. Sometimes
we may be using substances to deal with
particular personal problems. If this is the case,
investigate different ways to overcome the
current situation without using.

8. If you know that it has impacted your
performance at work, then it might be helpful
to inform your supervisor of the challenges
and support you need to address them.

When we have a dependence on drugs or
alcohol, changes in the brain make it
challenging to think clearly, make good
decisions, control your behaviour and feel
normal without having the substance

If you feel that you require assistance with
substance use, contact these support
organisations for confidential help:

• National Alcohol and Other Drug Hotline –
1800 250 015

• Counselling Online -
https://www.counsellingonline.org.au/

• Family Drug Support (24 hrs) –
1300 368 186

• Lifeline (24 hrs) – 13 11 14

• Daybreak app (free) -
https://hellosundaymorning.org/daybreak/
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