

Stress at Work - Assessment of Good Management Practice

This risk assessment form accompanies the guidance document HS/ECS/021 Well Being Policy & Guidance.. The content of this risk assessment is based on the main sources of work-related stress identified by the Health and Safety Executive.

Issue
Suggestions for further actions
Further actions planned



Action
By who
By when

Are there possible issues with excessive job demands?

· People unable to take leave entitlement?

· People regularly working longer than their contracted hours?

· People regularly working longer than 48 hours per week?

· Individuals working noticeably longer hours than others doing the same/similar jobs?


· Hold more regular team meetings or individual work reviews to discuss and anticipate workload.

· Develop personal work plans to ensure staff know what their job involves.

· Provide training to help staff prioritise, or information on how to seek help if they have conflicting priorities.

· Develop a system to notify employees of unplanned tight deadlines and any exceptional need to work long hours.

· Identify reasons for tight deadlines appearing and seek to resolve issues

· Ensure the job description matches the work being carried out.

· Ensure the person specification matches the requirements of the job.

· Introduce flexibility in work arrangements to enable individuals to cope with domestic commitments.




Are there possible issues with lack of control over work?

· Do individuals have any control over the timing and/or pace of work?

· Do others often change deadlines?

· Is all work allocated by the line manager?


· Agree systems that enable staff to have a say over the way their work is organised and undertaken.

· Hold regular discussions at the planning stages of projects to talk about outputs and methods of working. 

· Talk about how decisions are made – is there scope for more involvement?

· Hold work reviews to monitor ongoing workload.
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Are there possible issues with lack of support?

· Individuals raising concerns about a lack of management support?

· Appraisals and work reviews are not taking place as planned?

· Absence due to stress taken seriously and handled in line with NCC’s sickness absence procedures?
· Hold regular team meetings and/or one-to-ones to talk about emerging issues.

· Seek examples of how staff would like to, or have received good support from managers or colleagues.

· Ask how individuals would like to access managerial support.

· Ensure appraisals to identify training needs are carried out regularly.

· Disseminate information on other areas of support (counselling, work-life balance, etc.)

· Talk about the ways the organisation could provide support for someone who is experiencing problems outside work.




Are there possible issues with relationships within the team?

· Have there been any complaints of bullying or harassment during the past year?

· Have there been any incidents of unacceptable behaviour?

· Does the team work cohesively and supportively in dealing with day-to-day work?


· Agree standards with employees for acceptable behaviour at work.

· Ensure employees are aware of confidential routes by which they can report unacceptable behaviour.

· Provide training to help staff deal with difficult situations.

· Ensure employees are aware of where they can access Bullying and Harassment procedures and Grievance procedures. 

· Ensure people are aware of grievance and disciplinary procedures

· Identify ways to celebrate success.

· Explore team building exercises
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Are there possible issues with role ambiguity or confusion?

· Individuals mentioning conflicting goals?

· Individuals not prioritising correctly?

· Induction for new employees not being completed? 
· Use appraisals and one-to-one meetings to help individuals clarify their roles and priorities, and to discuss any possible role conflicts.

· Communicate key team objectives and targets.

· Agree standards of performance for jobs and individual tasks.

· Develop personal work plans that are aligned to the outputs of the unit.

· Revise job descriptions to ensure core priorities of the post are clear.

· Ensure existing team members understand the role and responsibilities of any new team members.

· Ensure new employees receive an adequate induction into their role and objectives, and the team’s role.




Are there possible issues with managing change?

· Section/team/unit has been through a period of significant change.

· Section/team/unit is about to go through a period of significant change.
· Ensure employees are aware of why change is happening and the key steps of the change.

· Ensure individuals directly affected are involved in the change process. 

· Ensure regular and clear communication with those indirectly affected.

· Agree methods of communication/update.

· Ensure employees are aware of the impact of change on their jobs, terms and conditions, etc.

· Have an ‘open door’ policy to help individuals that have concerns.

· Review work plans and objectives after change to ensure they are valid and clear.

· Ensure receive relevant training for new changed/roles




Assessor’s name (please print):
Assessor’s signature:
Date assessment completed:

The Line Manager should sign below to show that the assessment is a correct and reasonable reflection of the hazards and of the control measures and actions required.

Line Manager’s name (please print):
Line Manager’s signature:
Date received:

Stress Action Plan

This form should not be used without reference to the guidance contained in the guidance document ‘HS/ECS/021 Well-being Policy & Guidance Document  and the Stress at Work – Assessment of Good Management Practice.

Part 1 – To be completed by the employee

Perceptions

Perceptions and feelings about the current situation.
Evidence of perceptions

Examples and specific instances of why the feelings and perceptions exist. 
The future



The most significant issues that the individual wishes to be addressed
Individual’s proposals about how each of these issues should be addressed






Part 2 – To be completed by the employee’s line manager

Summary of actions proposed by employee
Actions to be taken by management
Explanations of reason for any inaction
Review date for each action and details of progress at that date






Employee’s signature:


Date:
Manager’s signature
Date:
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