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Introduction 
We are committed to protecting the health, safety and welfare of our employees. We recognise that workplace stress is a health and safety issue and acknowledge the importance of identifying and reducing workplace stressors. 

This policy will apply to everyone in the school. The Head Teacher and Senior Leadership Team are responsible for implementation and the school is responsible for providing the necessary resources. 

Policy 
It is the policy of our school to take all reasonable and practicable steps to safeguard the health and safety of staff, pupils and visitors. The school is committed to: 
· Identifying workplace sources of stress through a process of risk assessment. 
· Reducing the risk of work-related stress as far as reasonably practicable through the development of good working practices, based on the Health and Safety Executive Management Standards. 
· Supporting managers, supervisors and individual employees to recognise work-related stress and the appropriate actions to take. 
· Providing central and local support to employees who are experiencing work-related stress to enable them to remain in work or support them in returning to work; and 
· Defining responsibilities in relation to the management of work-related stress. 

To keep under review the measures taken to ensure the effective management of the health and safety of employees in relation to stress and those activities that could adversely affect the health and safety, including mental health and wellbeing, of themselves and/or others. We also recognise: 
· The link between home and the workplace and creating balanced working lives 
· That the causes of stress may often lie outside the workplace
· That we have a duty to identify particularly vulnerable groups and have appropriate measures in place for their support 
· The potential negative effects on their work performance that employees on prescribed medication may experience 
Costs to the individual due to stress, including work-related stress, are numerous and diverse. There is convincing evidence that prolonged stress has an impact on both physical and psychological aspects of health, as well as significantly altering behaviour. 
The school recognises the important part it must play, as an employer, in ensuring that it does all that is reasonably practicable to protect the safety and both the physical and mental health of its employees at work. This is implicit in the Health, Safety & Wellbeing Policy.

Responsibilities 
Head Teacher 
Heads Teacher is responsible for ensuring that arrangements for risk assessments are adequate for the school and are communicated effectively including a risk assessment for work-related stress. The risk assessment should use the Health and Safety Executive’s management standard as a framework and follow the work-related stress risk assessment guidance accompanying this policy.  In addition, he/she will

· Ensure good communication between management and staff, particularly where there are organisational and procedural changes. (Weekly meetings and 1:1’s)

· Ensure staff are fully trained to discharge their duties. 

· Ensure staff are provided with meaningful developmental opportunities. 

· Monitor workloads to ensure that people are not overloaded. 

· Monitor working hours and overtime to ensure that staff are not overworking. Monitor 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 is not tolerated. 
· Be vigilant and offer additional support to a member of staff who is experiencing stress outside work e.g. bereavement or separation. 
· Proactively managing employee absence and gaining appropriate advice from HR.
Senior Team Leaders
Line managers/supervisors are responsible for identifying where possible, and responding appropriately to work-related stress issues within their teams. This may include: 
· Addressing potential work-related stressors; 
· Taking appropriate action when a member of their staff indicates that they may be experiencing symptoms of work-related stress 

· Provide continuing support to individuals in a changing environment and encourage referral to occupational workplace counsellors where appropriate
· Promote regular stress surveys to staff and encourage staff to respond in timely manner
School Business Manager/Office Manager
The School Business Manager will support the Head Teacher and SLT members to manage staff absence data and arranging appointments with relevant health care professionals.  This may include:

· Help monitor the effectiveness of measures to address stress by collating sickness absence statistics when required. 
· Advise managers and individuals on training requirements. 
· Co-ordinate schedules to enable staff members to attend therapy sessions or other medical appointments.
Employees 
All employees are responsible for: 
· Taking reasonable care of their own health and safety and that of others likely to be affected by their actions;
· Informing their line manager if they believe that they are experiencing work-related stress or have concerns regarding other team members; 
· Working with their line manager to identify work-related stressors and any possible control measures that may be put in place to reduce work related impact. 
· Members of staff who do not feel able to speak to their line manager or who feel that their manager is not adequately addressing their concerns may speak directly to HR. Employees may also seek advice and support from their Trade Union representative or the Staff Counselling Service.
Stress Procedure

The school values the health and wellbeing, including the mental health and well-being of all employees. We are therefore committed to a plan of action, which includes: 
· Identifying Stress factors though surveys and internal wellbeing meetings.

Where stress is identified as a factor in the deterioration of staff morale, wellbeing or performance levels, give priority to identifying and then working to eliminate the causes of stress and ensuring, so far as is reasonably practicable, that staff are protected from working in a stress-inducing environment 
Include discussions of these situations with all teams and/or individual staff during the course of routine team meetings or one-to-one sessions to enable identification of situations where individual stress risk assessments, may be helpful 
Contribute to and/or nominate designated employees to be involved in any more detailed risk assessments that are highlighted as necessary by: 
·  An identifiable trend in local sickness absence due to work-related stress 
· An individual or group of individuals raising concerns over work-related stress 
· Occupational Health or another staff support service raising concerns over workrelated stress 
· Ensure employees with designated roles, such as that of risk assessment, receive any training identified as appropriate

· Support staff experiencing sickness absence in relation to work-related stress, in line with relevant existing HR policies on absence management 
· Develop and review job descriptions and associated person specifications to help facilitate the selection of suitable candidates that meet the full range of skills and competencies necessary to fulfil the role in question 
The HSE Management Standards highlight that for employees to feel supported, managers need to be approachable to their staff, encouraging them in their day-to-day work, and supporting those experiencing problems or working in emotionally demanding situations. The types of support referred to might include any or a number of the following: 
· Meeting with staff to discuss what they see to be the causes of their stress to see if changes to work patterns/ loads on a temporary or longer term basis that could reduce their stress. This might be in the course of a routine return to work interview or a more informal meeting or ‘phone call with someone who is currently off work; contacting someone who is off work with work-related stress should always be conducted under the advice of HR and/or Occupational Health 
· Referring the employee to Occupational Health for some advice on how best to manage the person’s condition at work and on measures to help reduce stress for the individual 
· Making sure, through consultation with HR and the Policy on Managing Sickness Absence, that the employee’s absence is managed appropriately and sensitively 
· Ensuring the employee is aware of the other support services available and acting as an intermediary to those services if required 
· Making sure the employee is aware of other policies that might be of help – such as those on Leave, Respect at Work etc. 
· Keeping in touch with the employee to check on progress and effectiveness of any adjustments that have been made to support them

Occupational Health Services

Occupational Health provides a wide range of services that are available to employees through management-referral. These include consultations with the Clinical Occupational Health staff, health surveillance, and referral for psychiatric/ psychological support, delivered by  (Insert the name of your O/H provider here)

The school HR support services along with the Head Teacher, provide specialist advice and guidance to employees on this policy as well as other relevant policies such as those on the Managing Sickness and Absence Policy.  They assist in support individuals who have been off sick with stress and will advise on and monitor return to work plans in conjunction with line management and the School Business Manager.  They will also assist in mediation with difficult working relationships, as well as arranging external mediators where appropriate.  The Head teacher will support your communication with the HR support services if required.

Occupational Monitoring

The School Business Manager and Head Teacher oversees the organising of periodic Staff Surveys. The staff survey is one of the primary mechanisms used to monitor how we all feel about our experiences of working for the school. The information from this survey is used, with other data from a variety of sources, including sickness absence statistics, to review the school’s organisational risk assessment for work-related stress. This is the main opportunity for staff to let the school know about what we like and don’t like about working here, and whether we find the experience stressful. The more employees that take part, the more reliable and representative the findings are of the school as a whole. This information is then used to help inform organisational plans around developing and supporting staff in order to reduce workplace stress.
Measuring and monitoring performance

It is essential that the contents of this procedure are monitored and accurately evaluated in order to ensure its continued effectiveness. This will be done partly through the annual review of policies but primarily through monitoring of sickness absence and occupational health data and regular surveys. The results of these monitoring processes will be submitted to the Board of Governors for consideration and review at the end of each school year

Review

This policy and associated procedures will be reviewed at least every two years, or in the event of any significant change which impacts on the validity of the document.. 

Appendix 1 – guidance notes

1. Scope

This document provides guidance on complying with the school’s work-related stress policy and on completing work-related stress risk assessments. The school has adopted the approach recommended by the Health and Safety Executive (HSE), which is based on a set of ‘Management Standards’ concentrating on six key areas: demands, control support, relationships, roles and change. For further details on Management Standards please see appendix 1. 

2. Introduction

An employee’s mental and physical health can be affected by a number of factors which may or may not be work-related. Work – related stress is a significant cause of illness and disease and is known to be linked with high levels of sickness absence, staff turnover and also with a negative impact on teams and the school. 

3. Definitions

Work related stress is distinct from reasonable pressure and challenges at work. In the context of the workplace the HSE defines work-related stress as: …..”the adverse reaction people have to excessive pressure or other types of demand placed on them.”

There is clear distinction between pressure, and work-related stress, which can occur when this pressure becomes excessive and exceeds the person’s capacity and capability to cope. The stage at which excessive pressure leads to work-related stress will vary between individuals as each person has different tolerance levels. Also people may be affected by non-work related issues which can lead them to react to work pressures adversely. 

4. Tackling Workplace Stress
Under the Health and Safety at Work etc. Act 1974 employers have a general duty to ensure, so far as is reasonably practicable, the health of their employees at work.  This includes taking steps to make sure they do not suffer stress-related illness as a result of their work.  This statutory regime supplements the ‘common law’ obligations on employers to provide reasonably safe working environments for their employees.

Employers also have a specific duty under the Management of Health and Safety at Work Regulations 1999 to undertake risk assessments that seek to identify and eliminate or reduce risks to their employees’ health, safety and welfare.  Stress is one of the risks to health, safety and welfare that must be assessed.  Local authorities, governing bodies and all other employers of teachers must:

· consider the risk of stress among their workforce;

· take steps to remove the risk; or

· where removal of the risk is not possible, reduce the risk by any necessary changes in working practices

or by introducing appropriate protective or supportive measures.

Employers also have a duty under the Equality Act 2010 to make reasonable adjustments to the working conditions of teachers suffering from certain stress-related illnesses, such as mental illness.  Furthermore, since 2006, public sector employers have had to comply with a Disability Equality Duty, which requires them to actively promote disability equality, and to become ‘proactive agents of change’.  Further details of these developments can be found on the website of the Commission for Equality and Human Rights at www.equalityhumanrights.com.

4.1.1
Primary causes of work-related stress

The HSE has developed a ‘management standard’ for examining stress in the workplace with the overall aim of helping employers manage the causes of work-related stress. The management standard covers six key areas of work design that, if not properly managed, are associated with poor health and well-being, lower productivity, increased sickness absence and work related stress. The six areas are:

· Demands – workload, work patterns and the work environment

· Control – how much say the person has in the way they do their work

· Support – the encouragement, sponsorship and resources provided by the school, line management and colleagues

· Relationships – promoting positive working to avoid conflict and dealing with unacceptable behaviour

· Role – whether people understand their role within the school and whether the school ensures that they do not have conflicting roles

· Change – how school change (large or small) is managed and communicated in the school.

4.1.2
School Risk Assessment and Action Plan

Heads of the School are responsible for ensuring that there is a work-related stress risk assessment in place based on the HSE’s management standard and that control measures are implemented and communicated to all members of their staff in the school.

The guidance in this section provides advice on how to conduct a work-related stress risk assessment. This information is adapted from guidance contained within the HSE publication; ‘Managing the causes of work-related stress: A step-by-step approach using the Management Standards’
http://www.hse.gov.uk/pubns/indg430.pdf
Schools can undertake a work-related stress management survey as a way of gathering information and assisting in the completion of school risk assessments. The focus of this risk assessment should be on preventing and controlling the root causes of work related stress rather than dealing with issues once they have occurred. 

The work-related stress risk assessment can be recorded using the template in appendix 2.
4.13
Individual assessment 
Where a member of staff indicates that they may be experiencing stress which is work-related or following a period of absence due to work-related stress, an individual stress risk assessment can be undertaken.   Head Teachers / School Business Managers should contact Health and Safety in Care for further advice or their HR department (if applicable).  
“Stress surveys” will usually investigate the levels and/or causes of stress but will not necessarily investigate or propose solutions.  They may be carried out by Head Teacher/Governors or trade unions.  Where Head Teacher’s conduct “stress surveys” which investigate a problem but do not also consider, propose and implement solutions, they will not have satisfied their legal obligations to conduct risk assessments.  
Stress surveys can be carried out in whichever way is seen as most appropriate at local level.  They can be conducted through group discussions within individual schools about stress and its causes.  Alternatively, they can be conducted by means of surveys such as completing a ready risk reckoner.
However they are conducted, stress surveys will serve the function of consciousness raising as well as gathering evidence of the nature of problems.
5
Training 
An awareness of the symptoms of stress and learning how to recognise and reduce work-related stress is incorporated into manager and staff training as appropriate.
6.
Useful Information
· HSE’s Tackling Work- Related Stress using the Management Standards approach: http://www.hse.gov.uk/pubns/wbk01.pdf 

7. 
Appendix 1 – HSE management standards and recommended team risk assessment control measures  

N.B. Contains public sector information published by the Health and Safety Executive and licensed 
	DEMANDS - includes workload, work patterns, and the work environment

	
The standard is that:  

	What should be happening/states

 to be achieved: 



	Team suggested control 
measures:



	CONTROL - how much say the person has in the way they do their work

	The standard is that: 

	What should be happening/states

to be achieved: 



	Team suggested control 

measures: 



	SUPPORT - includes the encouragement, sponsorship and resources provided by the school, line management and colleagues

	The standard is that: 

	What should be happening

/states to be achieved: 



	Team suggested control

 measures: 



	RELATIONSHIP - includes promoting positive working to avoid conflict and dealing with unacceptable behaviour

	The standard is that: 

	What should be happening

/states to be achieved: 



	Team suggested control

 measures: 




	ROLE - whether people understand their role within the school and whether the school ensures that individuals do not have conflicting roles

	The standard is that: 

	What should be happening

/states to be achieved: 



	Team suggested control 

measures: 



	CHANGE - how school change (large or small) is managed and communicated in the school

	The standard is that: 

	What should be happening

/states to be achieved: 



	Team suggested 

control measures: 




8. 
Appendix 2 - risk assessment and action plan template
	Health and Safety In Care

Work Related Stress Risk Assessment

	School:

Risk Assessment Completed By:                                                                                     Date:

	Description and Location of Hazard
	Existing Control Measures
	High / Medium / Low

	Demands e.g.

-Workloads/deadlines 

-Hours and patterns of work 

-Working under excessive pressures 

-Individual capabilities, including training needs

-Boring or repetitive tasks

-Physical working environment (temperature/noise/light etc.)
	
	

	Description and Location of Hazard
	Existing Control Measures
	High / Medium / Low

	Control e.g. 

-Setting working patterns

-Rigid working patterns

-Fixed deadlines 

-No opportunity to use initiative or to develop skills)
	
	

	Description and Location of Hazard
	Existing Control Measures
	High / Medium / Low

	Support e.g. 

-Staff feel that they isolated or unsupported by management/ colleagues 

-Staff feel they do not have opportunities to raise concerns 

-Inconsistent management 

-Failure to provide supportive feedback)
	
	

	Description and Location of Hazard
	Existing Control Measures
	High / Medium / Low

	Relationships e.g. 

-Unacceptable behaviours

-Lack of awareness of diversity and equality issues

-Low team moral
	
	

	Description and Location of Hazard
	Existing Control Measures
	High / Medium / Low

	Role (e.g. 

-Conflicting demands or roles

-Job descriptions not accurate

-Lack of understanding on how role fits into team/school 

-Expectation of staff working excessive hours)


	
	

	Description and Location of Hazard
	Existing Control Measures
	High / Medium / Low

	Change e.g. 

-Staff feel ill-informed about change 

-Staff feel that they have not had the opportunity on influence change 

-Fear of new technology 

-Lack of skills for new tasks)
	
	


	Risk Level
	High
	Medium
	Low

	
	High probability of long term sickness due to work related 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.


	Action Plan

	Ref No
	Further Action Required
	By Whom
	By When
	Completed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Signature
	

	Print Name
	

	Review Date
	


Stress 


Policy











December 2019





Inside you will find:


Guidance notes in relation to assessing stress in school environments.





Employees indicate that they are able to cope with the demands of their jobs; and systems are in place locally to respond to any individual concerns





The school provides employees with adequate and achievable demands in relation to the agreed hours of work.


People’s skills and abilities are matched to the job demands. 


Jobs are designed to be within the capabilities of employees.  


Employees’ concerns about their work environment are addressed.





One to one meetings in place where outcomes are agreed and recorded. Guidance over prioritisation of tasks. 


Staff review processes in place and actioned. 


Team meetings held regularly.


Risk assessments for work activities are in place and reviewed annually and when required.


Staff training/coaching/supervision in place to ensure that staff are competent in their role.


Up to date risk assessments for building and work environment as necessary. Physical adjustments to ensure hazards properly controlled.





Employees indicate that they are able to have a say about the way they do their work; and systems are in place locally to respond to any individual concerns.





Where possible, employees have control over their pace of work. 


Employees are encouraged to use their skills and initiative to do their work.  


Where possible, employees are encouraged to develop new skills to help them undertake new and challenging pieces of work.  


The school encourages employees to develop their skills.  


Employees have a say over when breaks can be taken. 


Employees are consulted over their work patterns.





One to one meetings to clarify individual workloads and agree timetables. Review of work timescale agreed and followed.  


Appropriate communication mechanisms in place for both the individual and team. 


Staff review process in place and actioned. 


Employees are encouraged to use their skills and initiative to do their work.


Where possible, employees are encouraged to develop new skills to help them undertake new and challenging pieces of work.


Where possible, employees have control over their pace of work.


Flexible working patterns considered where possible.








Employees indicate that they receive adequate information and support from their colleagues and superiors; and systems are in place locally to respond to any individual concerns.





The school has policies and procedures to adequately support employees.  


Systems are in place to enable and encourage managers to support their staff.  


Systems are in place to enable and encourage employees to support their colleagues.  


Employees know what support is available and how and when to access it.  


Employees know how to access the required resources to do their job.  


Employees receive regular and constructive feedback.





Ensure appropriate communication mechanisms are in place and operating effectively (individual one to ones and staff review process and group team meetings). 


Reference to appropriate existing policies and procedures within the School 


Training available via Staff Development for managers and individuals.  


Systems are in place to enable and encourage employees to support their colleagues.


Employees are reminded regularly what support is available and how and when to access it (e.g. Staff Counselling, HR, Occupational Health Service, Sports Centre etc.). 


Managers advised to provide regular and constructive feedback on pieces of work. 








Employees indicate that they are not subjected to unacceptable behaviours, e.g. bullying at work; and systems are in place locally to respond to any individual concerns.





The school promotes positive behaviours at work to avoid conflict and ensure fairness. 


Employees share information relevant to their work.  


The school has agreed policies and procedures to prevent or resolve unacceptable behaviour.  


Systems are in place to enable and encourage managers to deal with unacceptable behaviour.  


Systems are in place to enable and encourage employees to report unacceptable behaviour.





Ensure appropriate communication mechanisms are in place and operating effectively (individual one to ones and team meetings). 


School Professional Behaviours at work are promoted;  


School Acceptable Behaviour policy in place. 


Agreed policies and procedures are in place to prevent or resolve unacceptable behaviour;  


Managers lead by example. Management training available through Staff Development.


Team away days and socials organised. 


Equality and Diversity Training completed by all members of staff as part of their induction and reviewed as appropriate.





Employees indicate that they understand their role and responsibilities; and systems are in place locally to respond to any individual concerns.





The school ensures that, as far as possible, the different requirements it places upon employees are compatible.  


The school provides information to enable employees to understand their role and responsibilities.  


The school ensures that, as far as possible, the requirements it places upon employees are clear.  


Systems are in place to enable employees to raise concerns about any uncertainties or conflicts they have in their role and responsibilities.





   Ensure appropriate communication mechanisms are in place and operating effectively (individual one to ones, staff reviews and team meetings). 


   Induction process in place that is signed off by the individual and their line manager.  


  Clear team structures in place. 


  Mechanisms in place to update any job description when appointing a new member of staff to that role or when there are significant changes to the role.





Employees indicate that the school engages them frequently when undergoing a school change; and systems are in place locally to respond to any individual concerns.





The school provides employees with timely information to enable them to understand the reasons for proposed changes. 


The school ensures adequate employee consultation on changes and provides opportunities for employees to influence proposals.  


Employees are aware of the probable impact of any changes to their jobs. If necessary, employees are given training to support any changes in their jobs.  


Employees are aware of timetables for changes.  


Employees have access to relevant support during changes.





Ensure appropriate communication mechanisms are in place and operating effectively (individual one to ones, staff reviews and team meetings).


Staff training as necessary. 


Ensure adequate employee consultation on changes (reasons, benefits and timescales) and staff provided with opportunities to influence proposals.


Trade Union representatives and staff representatives consulted on possible change. 


Employees reminded by their line managers on how to access relevant support during change.
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