









Stress Policy

Company Name :

Location :

Tel No :

Date :

 (Insert Company name)

1. Policy Statement:

It is the policy of (Insert Company name here) to ensure “so far as is reasonably practicable”, that no employee is subjected to a level of stress at work, which is detrimental to their health. The company aims to create an environment where, if work place stress does occur, it can be dealt with openly and fairly. The company also commits itself to investigate all claims of ill health due to workplace stress to ensure the appropriate action is taken to prevent any recurrence of the situation. The principal piece of legislation relevant to this subject is the Management of Health and Safety at Work regulations 1999.

2. Guidance

What is Stress? 

If demands and pressures (stresses and stressors) become too great, they can induce in anyone, the harmful or potentially harmful mental and physical feelings and reactions known as ‘stress’. Under-demand as well as over-demand can contribute to a stress situation. 

The severity of the stress will depend on the mismatch we perceive between the demands and our ability to satisfactorily respond to them and also our perception of the possible consequences of failing to do so. It may also be affected by our fitness and resilience at the time.

What are the Effects of Stress?   

On individuals:

· Emotionally: anxiety, anger, frustration, moodiness, loss of pleasure and interest, despair, depression and impaired sleep.

· Physically: physical effects may include a weakened immune system, raised blood pressure, heart disease, tenseness, tiredness and appetite disturbance, nausea, headaches, light headedness, and the emergence or exacerbation of symptoms in any system in the body.

· Mentally: impairment of perception, concentration, memory, judgement, decisiveness, accuracy, motivation and creativity.  Increased use / dependence on caffeine, alcohol or drugs may occur.

Interpersonally:

· Relationships are likely to be more difficult, both at work and elsewhere.

At Work:

· Attendance can become either excessive or extremely poor. 

· Regular bouts of recurring illnesses can occur. 

· Timekeeping can become erratic. 

· Performance can be impaired and the level of accidents rise.

Possible Sources of Stress in the Workplace:

Work organisation and conditions:

· Continual changes in work organisation and structures.

· Lack of participation in decision making.

· Complexity and demands of new systems.

· Lack of control over work

· Inadequate staffing.

· Low pay or low status.

· Job insecurity.

· Lack of recognition or promotion prospects.

· Lack of facilities for rest breaks.

· Unclear reporting lines.

· Over promotion

· Lone working.

· Excessive working hours.

· Shift working.

· Excessive workload

Work Relationships:

· Inconsistent management.

· Poor management communication.

· Lack of support or assistance.

· Bullying.

· Customer /client complaints.

· Lack of appropriate training.

· Social isolation.

· Harassment.

· The threat of violence.

· Inconsiderate management.

· Conflicting demands.

· Tasks inappropriate to ability.

· Boring repetitive work.

· Surveillance.

· Uncertainty about responsibilities.

· Under use of skills.

· Time pressures.

· Responsibility for others.

Physical Conditions:

· Excessive noise.

· Poor ventilation.

· Exposure to fumes, chemicals or other unpleasant substances.

· Poor lighting.

· Poor equipment.

· Exposure to the elements.

· Poor temperature control.

· Poor workstation design and layout.

3.  Arrangements for the Health & Safety of Employees

Risk Assessment:

Legislation and company policy requires that an assessment of the risks arising from work hazards be undertaken. The assessment must take include those risks which pose a threat to the psychological health as well as the physical health and safety of all employees. The potential sources of stress listed in section 2 of this policy document may be used as a checklist.

Step 1. Identify the Hazards:

Look for;

· increased sickness absence - look at both long term and periods of shorter absence.

· decline in productivity and / or work quality.

· poor timekeeping.

· increase in staff turnover.

· obvious decline in morale.

· information gained from informal talks

Step 2. Who Can be Affected and How:

Potentially, any employee is at risk of stress, but the following are the most likely to be affected;

· those returning to work following a period of absence for a stress-related illness.

· an employee who has recently experienced bereavement.

· any employee who may be having marital or family problems.

Employees can be affected in one or more of the following ways;

· Culture: is there a blame culture, lack of communication, and / or an expectation that staff will work very long hours?

· Demands: this can include too little and too much work, as well as insufficient training for the job.

· Control: lack of control over day to day work activities.

· Relationships: have you any reason to suspect that there are incidences of bullying and harassment?

· Change: look at whether there is any uncertainty about job security. Even if there is no risk to jobs, rumours can still cause damage.

· Role: do employees have clearly defined job roles and know exactly what is expected of them?

· Support: do staff have adequate support and resources to enable them to carry out their role?    

Step 3. Develop an Action Plan:

The content of the plan will depend on the findings of the assessment, but is likely to include some of the following measures;

· provide opportunities for employees to contribute ideas either through existing meetings or via a suggestion box.  

· foster a culture where employees feel they can approach their line manager to discuss any concerns they may have, real or perceived.

· ensure you have good lines of communication.

· encourage a good work/life balance for all employees.

· increase the scope of job roles, giving more variety and responsibility.

· provide extra training / guidance for those that need it.

· support and encourage all employees.

· prioritise tasks and avoid giving urgent work at the last minute.

· try and give employees more control over their job e.g. prioritising tasks or planning their own work    

· look at the working environment itself. Are there other stressors such as noise, uncomfortable working temperatures, risk of violence etc.? 

· look at offering some reasonable work flexibility to employees experiencing domestic/personal difficulties.

· have a clear policy on bullying and harassment and enforce it. Investigate any complaints.

· ensure employees know what their role is and how they fit into the company’s business objectives.

Step 4. Take Action:      

The action plan will set out a list of priorities, so implement the easiest ones first. Many of the solutions outlined in Step 3 will not require the expenditure of money, so where relevant, look at putting these into place as soon as you can.

Step 5. Evaluate and Review the Assessment:    

Talk to employees and involve them in the process to see if the improvements made are addressing the problems. Monitoring staff turnover and sickness absence will also help.

Responsibilities of Employees Who Feel They May be Suffering From Stress:

All employees have a legal obligation to report any illness or injury, which they feel, may be caused or exacerbated by work. This holds equally well for a psychological injury as for a physical injury. Additionally, the company cannot respond to alleviate a stress situation until it is made aware that such a situation exists. By the time an employee is medically diagnosed as suffering from stress by their G.P, injury may have already been sustained. Employees who believe they may be suffering from stress in the workplace must bring this to the attention of the company by one of the following means:

· Alert their line manager to the situation.

· Discussing their concerns with the Health & Safety Manager.

All cases will be dealt with sympathetically and in the strictest confidence. It may be necessary in certain exceptional cases for the company request access to an employee's medical history or to involve its own medical practitioner. In such cases, the employee will be asked to sign a consent form (appendix 1) as required by the Access to Medical Reports Act 1988 enabling the company to approach the employees GP for relevant medical information that will assist the company to resolve the problem.

Procedures for Reporting Cases of Work-Related Stress Absence 

Where the Health & Safety Manager, Senior Manager or other Manager/Supervisor receives notification that an employee’s absence is attributed to ‘work related stress’, this must be reported immediately to the Health & Safety Director. This will allow an immediate investigation into the circumstances relating to the injury / illness to take place. This is essential if the employee is to be prevented from returning to the same situation, which led to the initial bout of absence.

Under no circumstances will an employee suffer victimisation as a result of reporting that they are suffering from stress.

Investigation of a Case of Work Related Stress Absence:

There is a legal requirement on the company to investigate all incidences of injury or illness caused or exacerbated by work. This requirement holds as equally true for psychological injury as it does for physical injury. The Health & Safety Director, Health & Safety Manager or Works Manager, depending on the background to the report, may lead the investigation. In all cases the Manager leading the investigation will regularly update his colleagues on the progress made. The investigation should seek to establish the following points;

· Is the absence genuinely related to stress generated in the workplace?

· What is the nature of the ‘stressors’ involved? (e.g. harassment, environmental, workloads. Professional or work relationships, etc.).

· Have existing company procedures (e.g. Grievance Procedure) been utilised where appropriate? 

· Are other people affected, or likely to be affected by the absence or the situation causing the absence?

· Are the ‘stressors’ still at a level where they are likely to cause further injury?

· Have steps been put in place to eliminate, or reduce the ‘stressors’ to an acceptable level? 

· Where this is not practicable, has the individuals task been re-designed to remove them from the 'stressors'? 

· Alternatively, has the individual received training to enable them to deal with the ‘stressors’?

As part of the investigation, access to the employees relevant medical history may be required from their G.P. In the rare cases where this is necessary, the employee should be asked to sign a consent form (appendix 1). Upon receipt of this signed consent, a letter requesting the relevant extracts from the employees medical notes (appendix 2) should be sent to the employees G.P. with a copy of the signed consent form as required by the Access to Medical Reports Act 1988. 

Developing a ‘Return to Work’ Strategy:     

The ‘return to work’ strategy should take into account the results of the absence investigation. The arrangements may involve an initial return to work on a limited number of days per week or hours per day building up to a full return to work Temporary restrictions on particular duties that have previously posed difficulties for the injured member of staff may also be considered.

At the return to work meeting, both the line manager and the employee should formally agree that they understand the measures, which are being put into place. It may be appropriate for the Health & Safety Director or Manager to mediate at this meeting. In addition, a trades union representative may accompany the member of staff at this meeting, if they so wish.      

Information, Instruction & Training:

The company will ensure that training courses are made available to assist staff in managing personal stress and to assist managers in managing stress in the workplace.

Monitoring and Review: 

The Health & Safety Manager will work in conjunction with the Health & Safety Director to study absence statistics and compile a periodic report on possible stress related absence. These statistics will be discussed at the following three weekly operations meetings and any actions required will be agreed and implemented.

In the light of the information obtained from the monitoring procedures, the company will amend or review the workplace stress policy as required.  

(Appendix 1). Access to Medical Reports / suggested wording for the initial  letter to employee. 

Access to Medical Reports Act 1988

(Insert Company Name here) takes all reasonable steps to ensure the health, safety & welfare at work of all its employees. As part of this process, the company need to obtain a medical assessment on you. This may be in the event of prolonged sickness absence or other fitness to work issues. A qualified Occupational Health Advisor (OHA) will carry this out.

In order to obtain an assessment, we need your consent first. Section 1 asks you to allow us to approach your G.P. for medical information. This is then passed to our (OHA) to enable them to carry out the medical assessment. Section 2 seeks further consent from you for this process.

Consent Form

Section 1:  Medical Information From Your G.P.

Important information for employees:

· The Access to Medical Reports Act 1988 gives you the right to check the accuracy of medical reports prepared by your G.P, in response to a request from us.

· A medical report from your G.P. can only be obtained with your consent. You may withhold your consent but if you were to do so, we may have to make decisions without the benefit of advice from your G.P.

· You can request access to this report before it is sent to us (see below). If you wish you can ask your G.P.  to amend the report before you consent to its release and you can prepare a statement to be attached to it. But should you be unhappy with its contents, you can withhold your consent for it to be sent to us.

Employees Full Name:______________________________________________________

Date of Birth:________________

Home Address:__________________________________________________________________

G.P’s Name:___________________________________________________________________

G.P’s Address:________________________________________________________________

Please sign Part 1 or 2 and cross out the unsigned section.

1. I do not wish to have access to the G.P’s report;

            Signed:______________________________________________Date:____________

2. I wish to have access to the G.P’s report. I understand that it is my responsibility to make arrangements to see the report within 21 days of it being requested.

            Signed______________________________________________Date__________________

Section 2. Consent to Examination / Report by Occupation Health Advisor

I consent to being examined by an Occupational Health Advisor of XXXXX Ltd choosing. I understand that the report arising from the medical examination will remain confidential to the OHA. However, information within it will be sent to advise XXXXX Ltd about my health in relation to my ability to carry out my work safely.

Signed_____________________________________________Date__________________

Please sign part 1 or part 2 and cross out the unsigned section 

1. I do not wish to have access to the Occupational Health Advisor's report.

Signed_____________________________________________Date__________________

2. I wish to have access to the Occupational Health Advisor's report. I understand that it is my responsibility to give XXXXX Ltd 21 days notice of wishing to see it.

Signed_____________________________________________Date___________________       

(Appendix 2) Sample Letter to G.P.

Dear Doctor (insert doctors name)

Re. (insert employees full name)

(Name of Employee) has been off sick since (insert date). I would be grateful if you could provide a written report regarding your diagnosis of his / her condition, without undertaking a further examination. It would assist us greatly if this could be based on the questions below. I also attach the following information about his/her job role for your information.

(Insert name of employee) is employed as a (insert job title). He/She undertakes the following work activities (insert the key activities here).

With your knowledge of this employee, we would be grateful if you could answer the following questions:

When do you consider (insert name of employee) can resume work on full duties?

Is there anything we can do to expedite this return?

Would it be helpful for (insert name of employee) to be able to return to work on reduced hours/duties initially?

If (insert name of employee) is on medication will he/she be able to work safely with machinery, drive (insert more detail as required)?

Would it be helpful if initially (insert name of employee) did not have to work to set deadlines?

Would (insert name of employee) benefit from not working nights? (if relevant)     

Are there any work issues, which may be linked to the current sickness absence?

How long do you consider before (insert name of employee) is fully fit?

(Insert name of employee) has signed a consent form giving permission for a medical report to be obtained (copy enclosed). He / She has stated that under the Access to Medical Reports Act 1988 he/she wishes /does not wish (delete as necessary) to see the report before it is forwarded to me.

I will arrange the fee for your medical report in line with the BMA guidelines. Please send me an invoice separate from your report so that I can arrange for payment to be made.

I look forward to receiving your response

Yours sincerely 

