Stress at Work Policy

St Andrew’s Church of England
Primary School

We believe that ‘Everyone is different. Everyone is special’. As Jesus taught us to love
unconditionally, so we strive to nurture respect for all; to provide a rich and stimulating curriculum
that considers the individual; and to care for the intellectual, social and spiritual well-being of our

whole school community - encouraging positive engagement with the wider world, as affirmed
through our school values and parable of the Good Samaritan.

Jesus said, “Love the Lord your God ..." and, ‘Love your neighbour as yourself.” Luke 10:27

At St Andrew’s we are committed to keeping pupils and staff safe. Our school policies are an essential
part of the way we safeguard all members of our diverse school. We support democracy, the rule of
law, individual liberty, mutual respect and tolerance of different faiths and beliefs. These principles

help us to listen to each other and learn from each other to create a safe and rich learning
environment for pupils and staff alike.

Approved by: FPP Date: 24/04/23
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Next review due by: April 2026
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This policy is based on the OCC Model Policy, which was last updated in March 2023 :
https://schools.oxfordshire.gov.uk/cms/sites/schools/files/folders/folders/documents/HR/P
olicies/stressatwork.pdf

1. PURPOSE

The Council seeks to maintain a positive and supportive working environment
for all employees. It accepts that stressors in the workplace can have a
detrimental and negative impact on the organisation and employees —
affecting health, morale, absenteeism and work performance. This policy aims
to establish an effective and consistent approach to the prevention and
management of occupational stress. The Council has adopted the approach
recommended by the Health and Safety Executive (HSE), which is based on a
set of ‘Management Standards’ primarily concentrating on 6 key areas;
Demands, Control, Support, Relationships, Role and Change.

2. SCOPE

This policy applies to all employees working for the Council.

3. DEFINITION OF STRESS

Understanding the difference between pressure and stress is essential to
enable employees and managers to determine the severity of hazards,
situations or events. The Council adopts the definition of stress used by the
Health and Safety Executive (HSE):

“The adverse reaction people have to excessive pressures or other types of
demands placed upon them".

Stress, in itself, is not an iliness, but prolonged exposure to excessive
pressures can lead to psychological conditions such as anxiety or depression.
There are also physical ill-health conditions such as skin conditions that can
be aggravated or caused by stress.

4. PRESSURE

Pressure is the positive, motivating or driving factor that inspires people to
perform to their full potential. A reasonable amount of pressure is necessary
to ensure staff perform to their capabilities and achieve their goals.
Consistently high levels of pressure can lead to staff developing stress related
symptoms that can impact negatively on workplace performance and personal
wellbeing.
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5. STRESSORS

Stressors are the cause of stress and can be defined as:

Factors that cause stress
An event or context that elevates adrenaline and triggers the stress response
because it throws the body out of balance and forces it to respond.

It is accepted that any job can cause stress and also that it is not just about
overwork. Boredom and monotony can also be stressful.

Presenteeism

Presenteeism is when staff attend work when they are either unwell or have
work or non-work-related issues on their mind which prevents them from
working effectively. Presenteeism has a similar impact on the workplace as
sickness absence, as it affects productivity and morale.

Prevention

Whilst the Council recognises that personal stress, which is unrelated to the
work environment is beyond the organisational control, it does however
recognise that personal stress can have an adverse effect on staff wellbeing
and therefore the council as a whole. The Council will therefore make every
effort to support staff in managing stress irrespective of its source by:

6. PROMOTING THE MENTAL WELLBEING OF ALL STAFF
THROUGH:

o providing information and training to raise awareness about mental
wellbeing through Mental Health Champions, Mental Health Awareness
courses and through our Corporate Induction - opportunity for signposting.

o providing opportunities for employees to look after their mental wellbeing
through volunteering, attendance to wellbeing groups, social and team
events.

o promoting policies and practices that promote wellbeing, such as agile
working and flexible working policies.

o providing appropriate employee support services such as Employee
Assistance Programme and Occupational Health.

o ensuring that all staff, at all levels, are aware of the steps that they can
take to minimise the effects of stress on themselves (5 ways to wellbeing).
Ensuring that all staff adhere to their duty of care to raise concerns with
their line managers and complete a stress risk assessment.
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o fostering a culture that provides reasonable and practicable support where

7.

appropriate, for staff with stress-related or mental-health related issues
through reasonable adjustments.

Monitoring the organisation’s stress levels through mood trackers, surveys
and annual staff satisfaction survey.

Monitoring and recording of stress related sickness absence at Team,
Service and Directorate levels.

MANAGEMENT SKILLS AND RESPONSIBILITIES

Developing skills for managers and supervisors to:
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Promote and provide sound management practice and positive
management behaviours to all line managers and supervisors of staff;

Promote the wellbeing of employees by ensuring that teams have the
opportunity to come together and build relationships;

Deal with issues around mental health and stress effectively through
building capability, attendance to Sickness Absence Management course;

Undertake regular Stress at Work Risk Assessment for teams and
individuals.
Signpost team members to appropriate services in a timely fashion;

Complete the Stress Management Competency Indicator tool; Line Manager
Competency Indicator Tool (hse.gov.uk)

Discuss health and wellbeing with staff at one to one’s, team meetings and
annual appraisals with a particular focus on work related pressures and
staff resilience levels e.g. changes, service demands;

Seek advice when needed, from the councils Health and Wellbeing Adviser,
HR and if identified, then through the councils Occupational Health
services;

Identify problem areas through sickness absence data;

Monitor working hours and holidays to ensure that staff are not overworking
and are taking appropriate breaks;

Ensure staff are provided with meaningful training and development
opportunities;
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o Ensuring clear lines of communication and reporting structures, providing
employees with clear definitions of demands and responsibilities realistic to
post;

o Ensure that bullying and harassment is not tolerated, and that inappropriate
behaviour is dealt with in line with the Council’s Anti-Bullying, Harassment
and Discrimination policy.

8. SUPPORT

Providing support to employees through:

o Providing a work environment that promotes and supports mental wellbeing
for all employees;

o Providing support for staff returning to work after a period of absence due to
mental health problems or stress, including the consideration of reasonable
adjustments;

o Ensuring individuals suffering from mental health and stress are treated
fairly and consistently and are not made to feel guilty about their problems;

o Investigating the contribution of working conditions and other organisational
factors to mental ill health and work-related stress and remedy this where
possible/practicable;

o Providing specialised support for those employees where high levels of
stress identified.

Occasionally managers are required to address poor performance or conduct
issues through disciplinary procedures. It is recognised that the prospect of
disciplinary proceedings or the proceedings themselves may be stressful for
the staff involved. This should not in itself prevent managers from undertaking
appropriate management action as indeed undue delays in dealing with these
procedures can result in an exacerbation of symptoms, equally not addressing
the issue of workplace stress with an employee can also have an adverse
effect.

9. WORK-RELATED STRESS RISK
ASSESSMENT/MANAGEMENT OF CASES OF STRESS

The Council has a legal duty under the Management of Health and Safety in
the Workplace Regulations to undertake risk assessments to identify hazards
in the workplace. Where cases of workplace stress are identified, managers
should seek information from the individual as to the contributory factors
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perceived by the individual and possible solutions. Individuals should complete
a Work Related Stress Risk assessment to aid this process.

The HSE has identified six key “Management Standards” that cover the
primary sources of stress at work and it is these factors that the Council’s
stress risk assessment/work activity assessment process focuses on.

The six Management Standards are:

1.
2.
3.

Demands — Workload, work patterns and the working environment.
Control — How much say someone has in the way they do their work;
Support — Staff receive adequate information and support from line

managers and colleagues.

4.

Relationships — Promoting positive working to avoid conflict and

dealing with unacceptable behaviour.

5.

Roles — Clarity and understanding of the role itself, how to carry it out;

how it relates to immediate team, service and wider Council’s plan

6.

Change — Communication, consultation and management of change.

In addition:

o External factors - can impact on an individual’s ability to cope with work

pressure.

10. EMPLOYEE RESPONSIBILITIES

11.

@)
@)

Raise issues of concern and seek help from their line manager at the
earliest opportunity. Contact the HR Advice team.

Accept opportunities for counselling when recommended.

Complete a Work-Related Stress Risk Assessment.

MONITORING AND REPORTING

The HR and Health, Safety and Wellbeing team will be responsible for
reviewing the stress policy and for monitoring its effectiveness by measuring:
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Staff sickness levels

Staff turnover

Use of Occupational Health Services
Employee satisfaction survey

Early retirement through ill health

Exit interviews

Working hours and patterns.

Incidence of work-related stress
Complaints of harassment and bullying.
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RELATED POLICIES

o Monitoring and Managing Sickness Absence
o Anti-Bullying, Harassment and Discrimination policy

Related policies can be found on the internet under HR > Staff > HR Policies.
Related training can be found on Learning Zone.

EQUALITY & DIVERSITY IMPACT MEASURE

This policy has been subject to an Equality Impact Assessment in accordance
with the Council’s Equality, Diversity and Inclusion Framework and is not
considered to unduly impact upon any protected group. The Council will
regularly monitor and review the impact of this procedure.

VARIATION OF PROCEDURES

This procedure is not contractual, and it may be varied by the Council from time to
time. Examples of variation include the need to comply with new legislation or best
practice guidance. Should the Council decide not to apply the procedure, either in
its entirety or in part, that will not amount to a breach of contract.

Changes to the procedure will be made in line with the relevant consultation process
and through raising employee awareness.

VERSION CONTROL

Date approved and published: March 2023 (Version 1.0)
Date to review policy: March 2024 (unless subject to legislative change)
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Risk assessment form

This risk assessment form includes questions that relate to six potential
psychological hazards that can be the causes of stress at work. These are job
demands, control, support, relationships, role and change.

Employees should complete this form and discuss with their line managers. Line
Managers should analyse the findings of this risk assessment with the employee
concerned, identify potential risk factors, agree an action plan, take action, record,
evaluate and review.

Line managers should use the ‘risk assessment action plan’ form below to agree,
plan, implement and review the relevant actions. Managers may keep completed
risk assessment forms in a confidential individual employee’s performance review
file or wherever it is deemed appropriate.

Potential hazards 4 = Strongly agree
3 = Agree
2 = Disagree

1 = Strongly disagree

1. The amount of work | have to do is realistc | 4 3 2 1
/achievable in my normal hours of work.
2. | can do my work at a reasonable speed. 4 3 21
3. | am able to cope with the demands of my job. 4 3 21
4. | feel that | have a good deal of say over how | do
my work. 4 3 21
5. My work provides me with a variety of tasks. 4 3 21
6. | have a good deal of say over decisions about | 4 3 2 1
my work.
7. | feel that | am adequately supported in orderto |4 3 2 1

carry out my work.

8. | get support from my immediate superiorwhenl |4 3 2 1
am having problems at work.

9. | feel that | get help and support frommy manager | 4 3 2 1
and colleagues when needed.

10. | feel part of a team in which | am respectedand |4 3 2 1
valued.
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11. | feel that my colleagues relate to each otherina |4 3 2 1
productive and co-operative way.

12. | am not subjected to unacceptable behaviourat | 4 3 2 1
work such as bullying and harassment.

13. | have a clear plan of work which is agreedbyme | 4 3 2 1
and my line manager.

14. | understand how my work fits into the overall | 4 3 2 1
aims of the team.

15. | understand how my work fits into the overallaim | 4 3 2 1
of the Council.

16. | feel encouraged to talk to my manager atan |4 3 2 1
early stage if | am not clear about my priorities or
the nature of the task to be undertaken.

17. I receive  information about planned |4 3 2 1
organisational changes.

18. | am given information to enable me to|4 3 2 1
understand why organisational change needs to
happen.

19. | have the opportunity to comment or ask |4 3 2 1
guestions about organisational change.

20. | do not have a personal health, family, |4 3 2 1
relationship or financial problem.

Employee:......cccooiiiiiiiil Signed.............ooi Date..............
Line Manager: .............cooeiiiinin Signed..................... Date...............

(The purpose of the line manager’s signature is to confirm that he/she has seen and
discussed the responses on this form with the aim of agreeing problem areas and
deciding, as far as is reasonably practicable, an action plan)
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Name: Job title:
Agreed action plan/control measures Review | Action plan/control measures effective? Further
date If not, consider alternative measure review
date
Employee’s signature:..............coooiiiiiinn, Date..........
Line Manager’s signature:..............cccoiviieennn. Date......
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