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ILLINOIS ASSOCIATION FOR PUPIL TRANSPORTATION 

 

SURVIVING AN HISTORIC BLIZZARD 
...AND STAYING SAFE 

     From Kathleen Krispin, IAPT Executive Director            

 

 

Now that we’ve weathered the subzero temperatures and five-foot snow drifts of 
the historic Blizzard of 2011, take a little time out and congratulate yourselves 
and all your staff. The yellow school buses got the children to school safely under 
challenging conditions. It’s an awesome responsibility as well as a reminder of 
how important ongoing safety training is in the school transportation industry. 
 
Speaking of training, Train the Trainer classes will be available in Illinois this 
June. The Instructor Training Class is for contractors, school districts and Head 
Start personnel. Taught by Richard Fischer, the curriculum includes both class-
room and behind-the-wheel sessions. Mr. Fischer has been training drivers for 
more than 50 years and is widely known for bus safety seminars he has devel-
oped for school districts and state departments of education. For dates and de-
tails, contact Linda Slemp, ISTA, at 217-795-4414 or email her at 
slemp@citwireless.com.  
 
If you haven’t already marked your calendars, do it now. March 1st is the day the 
National Association of State Directors of Pupil Transportation Services wants all 
states to count how many stop-arm violations occur on that date. Each district 
and bus contracting company should send their total count of stop-arm violations 
that occur on March 1st to Cinda Meneghetti, State Director of Pupil Transporta-
tion at cmeneghe@isbe.net. 
 
 
This will be my last issue of TIPS.  A serious illness in my family has made it nec-
essary for me to resign from the position of IAPT Executive Director. I’ve enjoyed 
being a part of IAPT these past few months and have been very impressed with 
all the dedication and hard work that goes into providing safe transportation for 
the school children of Illinois.   
 
Your new Executive Director, Vicki Mattson, is a former president of the IAPT 
Board of Directors and highly knowledgeable about pupil transportation. She will 
be introducing herself in the March issue of TIPS.  

 
Stay safe! 

T I P S  

mailto:slemp@citwireless.com
mailto:cmeneghe@isbe.net
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A Message from IAPT 

President, 
Blanca N. Souders 

 
 

Hello Everyone, 
 
As I write this, I’m looking out the window at a 
mound of snow.  This is one winter that we will 
never forget!   
 
From what I hear across the state no one was 
spared the wrath of Mother Nature.  Early dis-
missal...once frowned upon...was implemented 
in our district on Tuesday, Feb 1st.  Drivers 
were called back early and did a fantastic job 
getting their students home safely.  I’m sure all 
of you have stories about your department.   
Feel free to share some of your stories.  We’d 
love to run some of them in TIPS. 
 
On another note, once again it appears that the 
chances of getting all our funding from the state 
are slim to none.  Doing more with less is in-
creasingly becoming the mantra in transporta-
tion.  If any of you have implemented cost-
cutting measures in your own organization that 
have proven particularly successful...please 
share them with the rest of us.   
 
We’ve started working on this summer’s Joint 
Conference in Sandwich, IL.  Information con-
cerning it will be posted on the website soon.  
Visit it often.  
 
And while you’re there, don’t forget to check out 
our new membership directory.  Its new format 
makes it much easier to read and use...and 
puts everyone’s information at our finger tips.   
 
And from an administrative standpoint, it’s also 
much easier to update.  Changes will be posted 
to the website more regularly...so be sure to 
visit the Members Only page often to see if you 
have the latest information. 
 
Be Safe! 
Blanca 
Blanca.Souders@d303.org 

President’s 

Desk 

mailto:blanca.souders@d303.org
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8 Errors Good Transportation Managers Can Make 
Stress and fatigue can cause even the most dedicated pupil transportation officials to have errors in judg-
ment, but following a few simple tips will alleviate this tendency and facilitate a pleasant work environment. 
 
by Michael P. Dallessandro 
Reprinted with the permission of School Bus Fleet 

Submitted by Robert Long, Southern Region Director 
Steward Strasburg District U 5A 

 

I am blessed with a wonderful family and terrific friends. A 
few of them hold positions as a postman, a police officer, an 
engineer, a teacher and an investment banker. My friends 
and I share a wealth of interests and we get together often, 
but one thing they don’t fully understand is that working in 
the pupil transportation industry is a 24-hour-a-day, 12-
months-a-year commitment. 
I hear their jokes about having the summer off and I remind 
them that my school district has numerous summer bus 
routes. I hear their comments about how I will be able to 
stay up late during winter break because school is out. My 
friends don’t realize that during that ―leisurely‖ winter break, 

we have 15 athletic trips scheduled (the dates and times for which we do not yet know), and if the teams 
consistently win their games, we will need to schedule additional buses to transport them. If, on the other 
hand, the teams do not win their games, the trips will be cancelled entirely. 
No, my friends, some of whom leave for work at 9:00 a.m. and who, on Friday at 5:00 p.m., can walk out the 
door and not think about work until Monday morning, have no idea how much time and dedication transpor-
tation managers, supervisors and directors must invest in their jobs. 
 
Let’s face it — we get tired 
Most of us rise well before 6:00 a.m., and supervisors who do not have any clerical support often remain in 
the office long after 5:00 p.m. to complete paperwork. They may also have to attend a board meeting after 
leaving the office. 
Some of us drive or repair buses during the day while also attending to a steady stream of drivers who come 
into our office looking for advice, to ask questions or to give us a piece of their mind. Add to that answering 
parent calls that are rarely pleasant and accommodating our fellow building administrators, many of whom 
believe their needs are the most important in the district, and our patience can easily be worn thin. Everyone 
can have a bad day. However, as managers we must be cognizant of times when fatigue and stressful 
situations cause us to make errors and, in turn, cause our co-workers to look at us, scratch their heads and 
wonder. 
 
The following outlines eight common mistakes we can make when we are overwhelmed, as well as how to 
avoid them. 
 
1. Set a good example 
When people become fatigued or burned out, one of the first things they do is abandon basic good habits. 
Arrive at the office on time, no matter how tired or stressed you are. We expect punctuality from our drivers 
and the rest of our staff, so we must adhere to that expectation ourselves, at all times. 

 

Continued on Page 5 
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By extension, avoid using sick days as a way to cope with stress. Whenever I speak at conferences, I get a 
laugh from the audience when I jokingly advocate using sick days when we are ―sick‖ of coming to work. I’m 
not saying you shouldn’t take time off if you are ill or if you occasionally need a day to regroup; I’m saying 
avoid constantly using sick days as an excuse to get away from the office. 
 
Before resorting to this pattern, make an effort to take at least 30 minutes a day for yourself to read, exer-
cise, listen to music or to go on a short walk after work. Also, get to bed early. You will be amazed at how 
good you will start to feel when you make time to unwind and get some much needed sleep. 
 
2. Don’t resort to abrupt answers 
When we are tired and short on patience, we lose some of our ability to communicate effectively. Comments 
like ―Because I said so!‖ do not truly communicate your feelings and can frustrate and anger your co-
workers. You must make every effort to continue to convey the reasons for your actions, decisions and pol-
icy changes. 
 
3. Avoid micromanaging 
A school district’s transportation department is a unique operation. You may have 20, 50 or even 400 driv-
ers, bus monitors and mechanics who come to work every day and, for the most part, do their jobs to the 
best of their ability. 
Unless your operation dictates that you must drive or repair buses, and unless you are responding to a com-
plaint or conducting a safety review or evaluation, don’t hover over your staff and micromanage them. Count 
on them to do the jobs that they do well everyday and take some time to complete that special project you 
have been putting off, such as updating your training program or reviewing your parts room inventory sys-
tem. 
 
4. Avoid seeking the limelight 
During times of stress or fatigue, many people yearn for some type of positive recognition. Of course, if you 
have done a job well you are entitled to positive reinforcement; however, do not tread on others’ efforts be-
cause you want to take credit for something. 
Successfully transporting children is a team effort. Celebrate the successes of your department as a whole. 
Acknowledge all of the efforts that your staff members make on a day-to-day basis. This will have a positive 
effect on how people view you. 
 
5. Don’t “bunker in” 
I will be the first to say that some employees today take the office ―open door‖ policy too far. These days, 
there is a great deal of confidential information that flies around a busy transportation department and your 
office cannot and should not be a gathering place for drivers or bus monitors. 
However, do not use your office as a bunker. As department heads, we must remain accessible to our staff; 
we also need to listen to their concerns and we owe it to them to provide timely answers to their questions. 
You can expect people to ask for an appointment or inquire what is a good time to see you — do not make 
this process difficult for them because you are feeling overwhelmed. 
 

6. Avoid public disciplinary actions 
When we are tired, we react differently to situations that normally would not bother us. For instance, if you 

  

(Continued from Page 3) 

8 Errors Good Transportation Managers Can Make 

Continued on Page 7 
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  Mark Your Calendar: The National Association of State Directors of  
  Pupil Transportation Services (NASDPTS) wants all states to count how 
  many stop-arm violations occur on March 1, 2011.  
 
  Each district and school bus contracting company should send their total                  
count of stop-arm violations that occur on March 1st to me at  

 cmeneghe@isbe.net.   
 

have told your drivers not to park in a certain area a number of times and you arrive at work and see buses 
parked in that area, avoid chastising those employees in the drivers’ room where others will hear you. 
Speak to the people individually in an area where they will not feel embarrassed or belittled simply because 
their lack of compliance has rubbed you the wrong way. 
 
7. Don’t hold grudges 
The old saying goes ―to err is human.‖ As managers and supervisors, we will make mistakes. Of course, 
when we make a mistake, chances are our bosses — the assistant superintendents and superintendents of 
our school districts — will have to get involved. We hope that they will allow us to move forward and not be 
dogged by the mistake for days or weeks to come. We should pass that courtesy on to our subordinate staff. 
If your staff members make an error, they must be held accountable for it; however, once they have re-
ceived the appropriate disciplinary action, you should foster an environment that enables them to move for-
ward. Greet them politely — they should be treated with the same kindness, consideration and respect that 
they received prior to making the mistake. 
Lastly, do not discuss disciplinary actions taken against an employee (or employees) with other staff mem-
bers. Confidentiality must be maintained and we should never fuel the gossip mill. 
 
8. Don’t lose your sense of humor 
School transportation is a serious business, but there are moments when humor is appropriate. Do not lose 
your ability to laugh at a good, clean joke, and yourself if you feel you have done something that merits a 
chuckle. 
If there’s not much in your work environment that makes you smile, start by purchasing one of the 365-day 
tear-off calendars available at most book stores. They have numerous themes. Take a minute each day to 
read those calendar pages. A smile will, most likely, appear on your face, and that’s a good start. 
It is my hope that you will take these suggestions to heart, get a good night’s sleep tonight and when the 
alarm clock goes off between 4:30 and 6:00 a.m. tomorrow morning, you will be off to the garage or terminal 
renewed, energized and full of hope. 

I welcome your comments and thoughts. Please send them to MPDBUS1@aol.com. 

(Continued from Page 5) 

 8 Errors Good Transportation Managers Can Make 

 Reminder:  Put a Stop to Stop-Arm Violations  
      

Submitted by Cinda Meneghetti, State Director of Pupil Transportation 

mailto:cmeneghe@isbe.net
mailto:MPDBUS1@aol.com
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2011 Roadeo:  Attention Drivers, Managers & Directors 
 

Please inform all hopeful contestants that I would like to communicate with them via e-mail and get 

their suggestions for the 2011 Roadeo at this summer’s Joint Conference in Sandwich, IL. 

Like last year, this year’s Roadeo will be a one day event...which makes it more affordable for dis-
tricts and contractors to be able to send drivers to compete.  We realize some of the drivers have to 
pay their own way.  Holding the event on one day reduces costs for hotel stays and other expenses. 

The location this year is the same as last year, which worked really well for the Roadeo.  There’s a 
big parking lot attached to the hotel...so there aren’t the shuttle issues we had prior to last year.  
There’s also a nice deck and overhang to protect us from the rain or sun while we watch. 

I am also looking for suggestions from drivers concerning what they would like to do for the awards 
banquet, entertainment and food.   

Please pass this information on to your drivers.  My email is westd@rps205.com.  Thanks! 

 
Donald L. West 
Vice President, IAPT and Roadeo Chairperson 

mailto:westd@rps205.com
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Save the 
Dates! 

Location:  Sandwich, Illinois 
         Timber Creek Inn & Suites and Convention Center 
         

Contact:  Vicki Mattson, IAPT Executive Director 

2011 ILLINOIS JOINT CONFERENCE  
FOR PUPIL TRANSPORTATION 

June 21-23, 2011 
(IL State Bus Roadeo: June 24) 

 

The Illinois Association for Pupil Transportation and the 
Illinois State Transportation Association invite all those 

involved in  
Illinois school bus transportation to join us for the  

28th Annual Joint Conference. 

Work is underway right now to bring you the best IAPT / ISTA Joint Conference ever!  Be sure to 
visit www.ilapt.net regularly for the latest information about Conference events and speakers as it 
becomes available. 

http://www.ilapt.net
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EMPLOYEE INTERVIEWS:   
ARE YOU GETTING THE INFORMATION YOU NEED? 

  
Mark G. Gardner, Chief Executive Officer 
Avatar Management Services, Inc.                                                         By Kathleen Krispin 

 

With high turnover in the transportation industry, it’s important to hire people who are the best fit for the job and most 
likely to stay for the long term. In this Q&A, Mark G. Gardner discusses interview techniques to help you hire the  
person who has the skills, experience and personality to do the job well. 

 

TIPS:  What can transportation directors do to prepare well and get the information they need from the  
interview? 
 
Gardner:  I would remind them to begin by reviewing the job description. Then write down four to five 
questions in advance, along with good and bad answers.  It’s also important to ask each interviewee the 
same questions so you can compare their answers. 
 
A common belief is that questions should be tailored to the person’s background. But this isn’t necessarily 
the case. Ask questions that focus on job-related skills to give you insight into how the candidate would 
perform in the job he or she is interviewing for.  For example, directors could ask candidates to describe a 
stressful situation they were confronted with in the past.  Then ask them how they resolved that situation to 
their satisfaction. Frame questions that give insight into the candidate’s risk aversion, safety awareness, 
comfort and enjoyment working with children, and how they might handle a bus full of children who aren’t 
always well-behaved. 
 
TIPS: Can you provide some ideas on how to foster a comfortable interview and keep it on the right track? 
 
Gardner: I recommend that directors let other staff know that they’re expecting a candidate for a job inter-
view so they can greet him or her with a friendly smile and warm welcome. Make sure the interview time 
will be free from distractions and interruptions. Ask a few warm-up questions to break the ice. Let the  
candidate know that you’ve looked over the resume ahead of time and include some affirming comments. 
 
Sometimes candidates might avoid a question or drift off the subject. To help prevent this, be very direct at 
the beginning and tell them that you’ll be asking a series of questions and writing down the answers. 
It’s important to stay focused. If a candidate strays from the question and gets emotional, don’t get  
involved.  Show empathy, but redirect the candidate to the interview by saying something like, ―I’m sorry to 
hear that, but let me get back to the question.‖ 
 
TIPS: What can be done during the interview to reduce employee turnover? 
 
Gardner:  There are two types of turnover: positive turnover and negative turnover. Positive turnover  
occurs when employees with poor performance records are removed from the job. Negative or bad  
turnover, on the other hand, occurs when high performers leave voluntarily. 
 
The major cause of voluntary turnover is unrealistic job expectations.  To help prevent this turnover, make 
sure the candidate leaves with an updated job description. And it’s very important to be upfront about the 
possible down sides of the job such as: split shifts, early morning starts, pre-trip inspections at 5:30 a.m. 
and checking wipers and lug nuts in freezing winter weather. You can also invite candidates to ride along 
on the bus to help them get a realistic view of the job. 
 

   Mark G. Gardner can be reached at mgardner@avatarms.com 

Q & A with… 

mailto:mgardner@avatarms.com
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 SAFETY NOOK    

    by Bob McElligott, Northern Region Director, Geneva CUSD 304 

 

       
FIRES (For drivers & mechanics) 

 
The main cause of engine fires is accumulated grease on the 
engine block.  They should be cleaned periodically during ser-
vice.  Also check for cracked insulation on wiring and fuel lines 
for leaks. 
 
Drivers should check for under-inflated tires.  Use a tire-thumper 
and check your tires if the bus is pulling to the left or right, 
bouncing, or just not riding smoothly.  Run your hand over the 
tire.  Do you feel any bumps or ridges?  This could indicate the 
bus is out of alignment. 
 
Insure your fire extinguisher is fully charged before every trip, no 
matter how short.   
 
When to use it?  AFTER all the students are a safe distance away from the bus.  The bus is 
insured and the personal belongings can be replaced, so don’t take any personal belongings 
when evacuating (first aid kit is the exception, if necessary).  Just pitch the radio mike out the 
window for possible use and get the students clear of danger.  Use good judgment; if the fire 
is beyond the limits of an on-board fire extinguisher – then your place is with your students, 
while you wait for assistance. 
 
See page 15 for more information regarding Fire Extinguishers. 

Please  

Note ! 

 

New IAPT Mailing Address & Phone 

Due to the change at our Executive Director position, we now have 
a new mailing address, phone & fax numbers.  

Illinois Association for Pupil Transportation 
Vicki Mattson, Executive Director 

PO Box 8699 
Waukegan, IL 60079 

Phone:  224-637-6984 
Fax:  847-295-8259 

Email:  email@ilapt.net 
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E 
veryone knows the potential perils of a fire, even when its onset is ex-
ceptionally small. If a flame is not extinguished, it can quickly spread 
and burn the surrounding area in a matter of minutes.  
 

 
A functional fire extinguisher is essential on all premises. It is the most important 
tool against fire; however, if it is not kept in good working condition, it will most 
likely be useless when you need it. Attentive fire extinguisher maintenance is not 
only necessary to lessen the chances of a tragedy, but also conducive to your 
peace of mind.  
 

Proper Maintenance of a Fire Extinguisher  
 
To ensure that the fire extinguisher works in the event of a fire, you should follow 
these guidelines: 

 

 First and foremost, make sure the fire extinguisher is in a location that makes it readily accessible. 

 Ensure that the fire extinguisher is set up properly for easy handling, and that nothing is obstructing ac-

cess to any parts of it, including the hose. 

 Be certain that the fire extinguisher is adequately charged at all times, and ready for use. Regularly 
check the pressure dial to see if it needs to be charged. 

 Verify that the pull pin is properly secured within the handle and held in place by the tamper seal. 

 Examine the fire extinguisher for any cracks, dents, or rust on its shaft which might hinder its perform-

ance. 

 Check that there is a visible instruction label on the fire extinguisher, and that it is legible in case of 

emergency. 

 Make sure that no modifications were made to the fire extinguisher that might affect its performance 

level. 
 

What can happen if a fire extinguisher is not properly maintained? 
 
The resulting consequences of negligent, or lack of, fire extinguisher maintenance could be grave. In order 
to avoid problems that could arise at the moment when someone is in desperate need of a fire extin-
guisher, maintenance should be carried out at least once a month. The disaster of a small fire in a home, 
restaurant, or office building can be avoided; a flame can be immediately doused with a properly function-
ing fire extinguisher.  
 

Canister Can Explode 
 
Of equal importance is the fact that a fire extinguisher that is badly damaged, has major dents and/or signs 
of a leak is potentially dangerous. It is possible for the canister to explode. If you suspect that the extin-
guisher is in bad shape, it is recommended that you contact a professional fire extinguisher company and 
request that they come and inspect it. They may suggest that you replace the old one. Better safe than 
sorry. 
 

The Importance of Fire Extinguisher Maintenance 
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How To Minimize Irregular Tire Wear 

The right inflation pressure can minimize many types of irregular wear -- and that means higher removal 
mileage and reduced tire handling costs.  
 
Bridgestone/Firestone has assembled data from its own research as well as studies done by The Mainte-
nance Council (TMC) and Rubber Manufacturers' Association (RMA) that concludes that tires last longer 
when properly inflated.  
 
Tires rotate about 500 times for every mile traveled, so in 100,000 miles every part of the tread gets 
pressed against the pavement some 50 million times. Since uneven, irregular wear is the result of uneven 
abrasion, tires need to press against the pavement the same way every single time. Having the tire main-
tain a consistent shape throughout its life helps a lot.  
 
The way to achieve this "ideal" shape is to adjust inflation pressure after consulting load and inflation ta-
bles. TMC reports that 10 percent underinflation will shorten tread life by nine to 16 percent. If an average 
tire price of $250 is used, this underinflation costs about $25 per tire. Because tires will be changed more 
often, fleets will pay more in tire service fees along with costs related to downtime.  
 
How many drivers and maintenance people, if they had a target inflation pressure of 100 psi, would con-
sider 90 psi (10 percent under-inflated) "close enough?" TMC suggests that each 10 percent results in a 
similar loss of tread life. So 20 per-cent underinflation could cost $50 per tire. If underinflation exceeds 10 
per-cent, there may be bigger problems such as flats and emergency road service calls that can cost any-
where from $100 to $1,000.  
 
 

Every new tire manufacturer agrees that a steel radial tire that carries less than 80% of the recommended 
proper inflation pressure should be considered as a RUN FLAT. The retreadability of a premium casing 
can be seriously compromised by a tire that has been driven underinflated (run flat) over a period of time. 
The problem is, this condition is nearly impossible to observe by simply looking at the tire or by thumping it 
with a stick or hammer. 
 
There is only ONE WAY to accurately determine how much air is in a tire and that’s by using a properly 
calibrated tire gauge on a regular basis.  
Tires should be checked after the vehicle has been sitting for at least two hours (first thing in the morning, 
before starting out for the day, is always a good idea), or having been driven for no more than about one 
mile. 
 
The cost of labor to check air pressure will always be less than the savings that will be achieved by main-
taining a program to check tires and maintaining proper air pressure on a regular basis. And the number of 
retreadable tires in your fleet will increase, leading to additional savings. 
 

80% Is Flat ! 
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In 
this difficult economy, you may find it harder than ever to cope with challenges on the job. Both 
the stress we take with us when we go to work and the stress that awaits us on the job are on 
the rise – and employers, managers, and workers all feel the added pressure. While some 
stress is a normal part of life, excessive stress interferes with your productivity and reduces 

your physical and emotional health, so it’s important to find ways to keep it under control. Fortunately, there 
is a lot that you can do to manage and reduce stress at work. 
 
Reducing job stress by prioritizing and organizing  
 
When job and workplace stress surrounds you, you can’t ignore it, but there are simple steps you can take to 
regain control over yourself and the situation. Your growing sense of self-control will also be perceived by 
others as the strength it is, leading to better relationships at work. Here are some suggestions for reducing 
job stress by prioritizing and organizing your responsibilities. 
 
Time management tips for reducing job stress 
 

 Create a balanced schedule. Analyze your schedule, responsibilities, and daily tasks. All work and no 
play is a recipe for burnout. Try to find a balance between work and family life, social activities and soli-
tary pursuits, daily responsibilities and downtime.  

 Don’t over-commit yourself. Avoid scheduling things back-to-back or trying to fit too much into one day. 

All too often, we underestimate how long things will take. If you've got too much on your plate, distinguish 
between the "shoulds" and the "musts." Drop tasks that aren't truly necessary to the bottom of the list or 
eliminate them entirely.  

 Try to leave earlier in the morning. Even 10-15 minutes can make the difference between frantically 
rushing to your desk and having time to ease into your day. Don’t add to your stress levels by running 
late.  

 Plan regular breaks. Make sure to take short breaks throughout the day to sit back and clear your mind. 

Also try to get away from your desk for lunch. Stepping away from work to briefly relax and recharge will 
help you be more, not less, productive.  

 
Task management tips for reducing job stress 
 

 Prioritize tasks. Make a list of tasks you have to do, and tackle them in order of importance. Do the high-

priority items first. If you have something particularly unpleasant to do, get it over with early. The rest of 
your day will be more pleasant as a result.  

 Break projects into small steps. If a large project seems overwhelming, make a step-by-step plan. Fo-

cus on one manageable step at a time, rather than taking on everything at once.  

 Delegate responsibility. You don’t have to do it all yourself, whether at home, school, or on the job. If 

other people can take care of the task, why not let them? Let go of the desire to control or oversee every 
little step. You’ll be letting go of unnecessary stress in the process.  

Stress at Work: 
 

How to Reduce and Manage Job and 
Workplace Stress 
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Continued on Page 20 
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Reducing workplace stress by breaking bad habits 
  

As you learn to manage your job stress and improve your work relationships, you’ll have more control over 
your ability to think clearly and act appropriately. You will be able to break habits that add to your stress at 
work – and you’ll even be able to change negative ways of thinking about things that only add to your stress.  
 

Eliminate self-defeating behaviors 
 

Many of us make job stress worse with patterns of thought or behavior that keep us from relieving pressure 
on ourselves. If you can turn around these self-defeating habits, you’ll find employer-imposed stress easier 
to handle. 

 Resist perfectionism. No project, situation, or decision is ever perfect, and you put undue stress on 

yourself by trying to do everything perfectly. When you set unrealistic goals for yourself or try to do too 
much, you’re setting yourself up to fall short. Do your best, and you’ll do fine.  

 Clean up your act. If you’re always running late, set your clocks and watches fast and give yourself ex-

tra time. If your desk is a mess, file and throw away the clutter; just knowing where everything is saves 
time and cuts stress. Make to-do lists and cross off items as you accomplish them. Plan your day and 
stick to the schedule — you’ll feel less overwhelmed.  

 Flip your negative thinking. If you see the downside of every situation and interaction, you’ll find your-

self drained of energy and motivation. Try to think positively about your work, avoid negative-thinking co-
workers, and pat yourself on the back about small accomplishments, even if no one else does.  

Stress at Work: 
 

How to Reduce and Manage Job and Workplace Stress 
 

(Continued from Page 18) 

What managers or employers can do to reduce stress at work  
 

It's in a manager's best interest to keep stress levels in the workplace to a minimum. Managers must act as 
positive role models, especially in times of high stress. All of the tips mentioned in this article are twice as 
important for managers to follow. If someone that we admire remains calm, it is much easier to remain calm 
ourselves – and vice versa! There are also organizational changes that managers and employers can 
make to reduce workplace stress. 
 

Improve communication 
Share information with employees to reduce uncertainty about their jobs and futures.  
Clearly define employees’ roles and responsibilities.  
Make communication  friendly and efficient, not mean-spirited or petty.  

Consult your employees 
Give workers opportunities to participate in decisions that affect their jobs.  
Consult employees about scheduling and work rules.  
Be sure the workload is suitable to employees’ abilities and resources; avoid unrealistic deadlines.  
Show that individual workers are valued.  

Offer rewards and incentives 
Praise good work performance verbally and institutionally.  
Provide opportunities for career development.  
Promote an ―entrepreneurial‖ work climate that gives employees more control over their work.  

Cultivate a friendly social climate 
Provide opportunities for social interaction among employees.  
Establish a zero-tolerance policy for harassment.  
Make management actions consistent with organizational values.  



© 2011 by the Illinois Association for Pupil Transportation 21 February 2011 

  TIPS Volume 33, Issue 9   TIPS Volume 34, Issue 2 

TIPS 

Please submit items for TIPS 
by the 5th of each month to: 
 
Vicki Mattson 
Executive Director, IAPT 
PO Box 8699 
Waukegan, IL 60079 
 
Email:  email@ilapt.net (preferred) 
Tel:   224-637-6984 
Fax:  847-295-8259 

 

Imperfect action 

is better than 

perfect inaction. 
~Harry Truman 
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