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Introduction
1. [Name of organisation] is committed to protecting the health, safety and wellbeing of all of our employees.  We recognise that workplace stress can be a health and safety issue and acknowledge the importance of identifying, managing and, where appropriate, reducing workplace stressors.  [xxxx] places a high value on the physical and mental health of all its employees and is committed to putting in place all reasonable measures that encourage and protect employees from the effects of work-related stress.

Scope
2. This policy applies to all employees of [xxxx].  It is the responsibility of managers to implement the policy and the organisation is responsible for providing the necessary resources where appropriate.

What is Stress?
3. The Health and Safety Executive (HSE) defines stress as ‘the adverse reaction people have to excessive pressure or other types of demand placed on them’. This makes an important distinction between pressure, which can be positive if managed correctly, and stress, which is likely to be detrimental to physical or mental health if it is prolonged.

4. Individuals generally accept reasonable pressures which are, in the main, considered as positive and motivational.  These pressures can provide the key to a sense of achievement and job satisfaction.  It is only when there is excessive pressure, whether at work and/or in other areas of life, that stress might become harmful.  It can then affect performance and undermine the health of the employee.

5. It is also important to bear in mind that individuals are affected by things within the home environment that may impact on their work life, causing stress which may impact on them or their work.

Principles
6. The organisation will:
· Where an individual reports that they are suffering from stress at work, conduct risk assessments to identify, where possible, workplace stressors and eliminate or control risks from stress.  These risk assessments will be reviewed regularly where necessary;
· Provide training for all managers in good management practices;
· Signpost staff to the EAP to access counselling and resources for staff affected by stress caused by either work or external factors where deemed necessary; and
· Provide adequate resources to enable managers to implement the organisation’s agreed Stress Management Policy.

Responsibilities
7. Managers will:
· Actively encourage employees to share any problems that may be causing them stress/work-related stress;
· Seek appropriate advice and support at an early stage if difficulties arise;
· Conduct and implement recommendations of risks assessments within their area;
· Ensure good communication between management and staff, particularly where there are organisational and procedural changes;
· Ensure staff are fully trained to undertake their duties;
· Ensure staff are provided with meaningful developmental opportunities where appropriate;
· Monitor workloads to ensure that people are not overloaded or underutilised;
· Discourage work-related contact with staff outside normal working hours or whilst on holiday;
· Monitor working hours and overtime to ensure that staff are not overworking;
· Track holidays to ensure that staff are taking their full entitlement;
· Attend training as requested in good management practice and health and safety;
· Ensure that bullying and harassment are not tolerated; and
· Be vigilant and offer additional support to a member of staff who is experiencing stress outside work e.g. bereavement or separation.

8. The [PCC] will:
· Give guidance to managers on the Stress Management Policy;
· Help monitor the effectiveness of measures to address stress, for example by collating sickness absence statistics;
· Ensure details of the Employee Assistance Programme are up to date on the staff intranet.
· Mental Health First Aiders details are kept update and staff are aware via the intranet.
· Support individuals who have been off sick with stress (if appropriate) and advise and support them on a planned return to work;
· Advise managers and individuals on training requirements; and
· Provide continuing support to managers and individuals in a changing environment and encourage referral to counselling and/or Occupational Health (OH) where appropriate.

9. Employees will:
· Ensure good communication with colleagues, their manager, and [PCC];
· Raise issues of concern at an early stage and seek constructive solutions;
· Take an active part in the process of assessing the risk, e.g. providing honest feedback when requested;
· Ensure that holiday leave is taken throughout the year and that they take appropriate rest breaks; and
· Seek medical/professional help if needed.

Recognising the signs of stress
10. Stress is not confined to job role or status; everyone can suffer from stress.  One of the key things to look out for is a change in an individual’s normal personality and/or behaviour. Some of the common signs of stress are listed in Appendix 1 (the list is not exhaustive and the signs can also be symptoms of other conditions).

Reporting stress
11. Employees should inform their manager and/or [the PCC] as soon as possible of any concerns they may have about their wellbeing or work situation potentially leading to work-related stress. Managers should take reports of stress seriously and put time aside to properly manage the situation.

Responding to reports of stress
12. When an employee reports that they are stressed, their manager must complete the stress risk assessment with them at the earliest opportunity (See Appendix 2).  It is important that the manager considers the following:
· Has the employee consulted a doctor or other professional?
· Can they identify the root cause(s) such as workload, time constraints, family or financial pressures, ill-health or pregnancy?
· Are other employees doing similar work affected?
· What, if any, workplace changes have occurred?
· What do you as a manager feel has caused the problem?

13. It is important as part of the risk assessment to discuss and agree with the employee how the issue could be addressed and the type of support that is available.  It is important that the manager seeks advice and guidance from the [PCC] if support is needed.




















Appendix 1 – Signs and Symptoms of Stress
Please note that this list is not exhaustive and the signs outlined below can also be symptoms of other conditions.

	Physical Symptoms
	Thinking-based Symptoms
	Emotional Symptoms
	Behavioural Changes

	Dizziness
	Racing heart
	Constant Worry
	Anxiety
	Bossiness

	General aches and pains
	Stooped posture
	Forgetfulness
	Anger
	Compulsive eating

	Grinding teeth
	Shoulder and back pain
	Difficult making decisions
	Feeling powerless
	Critical attitude of others

	Clenched jaws
	Sweaty palms
	Inability to concentrate
	Frequent mood swings
	Explosive actions

	Headaches
	Migraine
	Lack of creativity
	Irritability
	Frequent job changes

	Indigestion
	Exhaustion
	Loss of sense of humour
	Frustration
	Impulsive actions

	Muscle tension
	Trembling
	Lack of openness to new approaches
	Nervousness
	Being accident prone

	Difficulty sleeping
	Upset stomach
	Difficult in learning new things
	Sadness
	Increased use of alcohol

	Panic attacks
	More frequent illness
	Low self-esteem and self-confidence
	Depression
	Withdrawal from social situations
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Appendix 2 - Workplace Stress Risk Assessment

	Risk Assessment Details

	Employee’s Name:
	

	Reason or trigger for risk assessment:
	

	Assessor’s name/title:
(usually Line Manager)
	
	Date:
	



Guidance Notes
These guidance notes are adapted from the HSE paper ‘Managing the causes of work-related stress’ and provide advice on how to conduct a risk assessment of stress at work in five clear stages using this risk assessment form.  Stress Risk Assessments will ordinarily be carried out by the line manager in conjunction with the employee (advice and guidance must be sought from the xxxx where needed).

The five steps to a Stress Risk Assessment:
a) Identify the stress risk factors
a. The key work-related factors with potential to cause stress-related illness (the risk factors) are: a) Demands  b) Control  c) Support  d) Relationships  e) Role  f) Change
b) Decide who might be harmed and how
a. Although some people may be more vulnerable to developing work-related stress illness than others, any individual could be working under conditions that could cause undue pressure and so be at risk from work-related stress.
c) Evaluate the risks
d) Record the findings; develop and implement action plans
e) Monitor and review action plan and assess effectiveness
a. The Stress Risk Assessment should be reviewed on an ongoing basis, ordinarily through normal line management practices.  Where appropriate, formal review dates may be built in.

You should offer your staff the opportunity to complete a Stress Risk Assessment (they have the right to refuse):
· When a member of staff has been off sick with work-related stress (as part of their return-to-work interview);
· Where you believe that an individual or team are likely to be suffering from work-related stress; and
· To plan for major change.
	Stress Risk Factors – For all factors, steps should be taken to ensure systems are in place to respond to individual concerns on a day-to-day basis

	Demands: ‘Issues such as workload, work patterns and the work environment’.

	Issues Identified
For example:
· Workload/deadlines
· Hours and patterns of work
· Individual capabilities assessed, including training needs
· Mechanisms to flag concerns
· Physical working environment (temperature, noise, light etc)

Ask – Do they take the breaks that they are entitled to? If not, why not? Do they feel pressured to work long hours?
	Proposed Control Measures
For example:
· Re-allocate duties (temporary or permanent)
· Set achievable demands in relation to workloads and deadlines
· Give guidance over prioritisation of tasks
· Adjust work hours/patterns (temporary or permanent)
· Address training needs and allocate appropriate time for training
· Ensure appropriate communication mechanisms are in place and operate effectively (individual and group)
· Make physical adjustments – with hazards properly controlled
· Encourage employees to recognise and take responsibility for raising concerns about deadlines/workloads they view as unreasonable
	Responsibility
	Priority Level (High, Medium, Low) and Timescale

	













	
	
	

	Control: ‘How much say the person has in the way they do their work’.

	Issues Identified
For example:
· Pattern/pace of work
· Setting priorities
· Work patterns, including timing of breaks
· Opportunities to act on initiative and to utilise/develop skills

Ask – How could they be included in decision-making in the team? Do they have some say over the way they do their work?
	Proposed Control Measures
For example:
· Give appropriate empowerment to staff members
· Allow appropriate flexibility over work schedules
· Suggest time management training
· Offer flexible working
· Ensure appropriate communication mechanisms are in place and are operating effectively (individual and group)
	Responsibility
	Priority Level (High, Medium, Low) and Timescale

	




















	
	
	


	Support: ‘The encouragement, sponsorship and resources provided by the organisation, line management and colleagues’.

	Issues Identified
For example:
· Staff feel ill-informed about workplace issues
· Staff feel they do not have the opportunity to raise concerns
· Staff feel isolated or unsupported by management/colleagues
· Support for disability or illness-related issues (including stress)
· Failure to praise/recognise good performance

Ask – How could your line manager better support you to do your job? How could your colleagues better support you to do your job? Are there any parts of your job that you find especially difficult?
	Proposed Control Measures
For example:
· Ensure appropriate communication mechanisms are in place and are operating effectively (individual and group
· Refer staff to appropriate existing policies and procedures within the organisation
· Make staff aware of supportive mechanisms available within department and wider organisation and how to access them, such as the Employee Assistance Programme (EAP), Occupational Health, Mental Health First Aiders etc
· Set up coaching/mentoring within the department
· Ensure good communication and give positive feedback/praise
	Responsibility
	Priority Level (High, Medium, Low) and Timescale

	















	
	
	


	Relationships: ‘Promoting positive working to avoid conflict and dealing with unacceptable behaviour’.

	Issues Identified
For example:
· Low team spirit
· Staff feel bullied, harassed or victimised
· Staff feel no mechanism exists to enable them to raise issues
· Staff perceive there to be a lack of awareness of diversity and equality issues


Ask – How could communication in the team be improved? Do they feel there is friction/anger between colleagues?
	Proposed Control Measures
For example:
· Ensure appropriate communication mechanisms are in place and are operating effectively (individual and group)
· Encourage more team working
· Encourage staff to communicate verbally rather than by email
· Consider management intervention to resolve specific issues appropriately and at an early stage
· Communicate and make reference to appropriate existing policies and procedures within the organisation
· Seek advice from the xxxx
	Responsibility
	Priority Level (High, Medium, Low) and Timescale

	

















	
	
	


	Role: ‘Whether people understand their role within the organisation and whether the organisation ensures that the person does not have conflicting roles’.

	Issues Identified
For example:
· Lack of clarity over role
· Lack of clarity over who individuals report to
· Perception of being pulled in different directions by conflicting demands

Ask – Are they clear about your responsibilities at work? Are they clear about the goals/objectives for their team?
	Proposed Control Measures
For example:
· Ensure role description clearly defines the role, expectations, reporting lines etc (consider any necessary revisions)
· Ensure appropriate communication mechanisms are in place and are operating effectively (individual and group)
· Make effective use of appraisals and core training where applicable (time management and effective communication)
	Responsibility
	Priority Level (High, Medium, Low) and Timescale

	




















	
	
	


	Change: ‘How organisational change (large or small) is managed and communicated in the organisation’.

	Issues Identified
For example:
· Staff feel ill-informed about changes to their role/department/organisation and how they may be affected by them
· Staff feel under-supported
· Staff feel they do not have a voice

Ask – How could your line manager and/or the organisation better support you during change at work?
	Proposed Control Measures
For example:
· Ensure appropriate communication mechanisms are in place and are operating effectively (individual and group)
· Involve/engage/consult staff in a timely manner during key change initiatives, allowing opportunities for staff to feed in their views
· Explain the reasons and benefits for changes, as well as information on timescales
· Consider training needs
· Communicate information to staff in a timely manner
	Responsibility
	Priority Level (High, Medium, Low) and Timescale

	







	
	
	


	Priority Level
	High
	Medium
	Low

	
	High probability of long-term sickness due to work-related stress.  Immediate action required.
	Medium probability of sickness due to work-related stress.  Review risk assessment and control measures.
	Low probability of work-related stress.



	Further Action Required
	By Whom
	By When
	Completed

	





	
	
	

	





	
	
	

	





	
	
	




	Employee’s Signature
	
	Manager’s Signature
	

	Review Date
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