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London Borough of Barking and Dagenham

Managing staff wellbeing and workplace stress

Introduction.

This Council recognises that giving quality services to the local community depends on it having a healthy, well motivated, workforce who feel valued for their contribution at work and do not experience long term excessive pressure.

We recognise that any member of staff can experience excessive or negative pressure at work or in their personal life which may seriously impair their ability to contribute fully to the needs of the organisation.  This Policy is therefore intended to help minimise avoidable stress in the workplace and develop a positive and understanding approach.   Such an approach will mean people are encouraged to express their concerns openly.  They will be encouraged to look for help and support without the fear of being considered weak, incompetent, or to be at fault and will not be “scapegoated”, victimised or be subject to unfair discrimination as a result.

Policy Statement -

This Council:

· is committed to a course of action aimed at increasing general understanding of stress and mental health problems at work and combating workplace stress.

· aims to help staff at all levels manage stress in themselves and in those they manage by early recognition and appropriate intervention.

· recognises the importance of skilled management of individuals in all areas by appropriate and ongoing management training.

· supports a communication strategy which includes consultation and feedback at all levels.

· promotes performance appraisal, training and development of staff in order to provide positive feedback and support and

· supports referral of individuals who have suffered mental health and stress related health problems to Occupational Health or the Council’s Welfare Officer in order to help them return to work and to prevent loss to the organisation.

Responsibilities

1. Managers have a responsibility to manage the work performance, motivation and 

well being of their staff to create and maintain a positive working environment

Managers and Supervisors will be encouraged and where appropriate be trained to:

· manage in a way which recognises the potential for staff who may

experience excessive pressure.

· undertake risk assessments (as with any other area of risk in employment - 

management of Health & Safety Regulations 1999) which incorporates an 

assessment of excessive pressure.

· recognise the signs that may indicate stress within themselves or others.

· develop skills in supporting colleagues and understand the measures 

necessary to re-address the risk of stress in the workplace and

· be aware that their own behaviour may cause stress to others and take action to remedy this.

· be aware of the sources of help and advice available to provide support to staff who are, or are likely to be affected by stress.

2 All members of staff have a responsibility to themselves and their colleagues to take action to minimise or eliminate stress in the workplace.  This includes taking steps to minimise their own stress, and to modify their behaviour when it is causing stress to others.

Staff should let their Managers know of concerns or worries, related to their work, which are causing excessive pressure and may adversely affect their health or their ability to perform their duties safely and effectively.  In the interests of their own health and welfare and that of their colleagues, action can then be taken.

3 Trade Union representatives will offer support to individual members and work with them to try and resolve workplace stress.  Union representatives also have a responsibility to liaise and work constructively with Managers to reduce or eliminate organisational pressures which contribute to stress in the workplace.

4 The Employee Joint Safety Committee monitors health and safety standards within the Council and makes recommendations for action to the Safety Manager or Departmental Managers. 

Support to Staff and Promotion of Health.

Every reasonable effort will be made to make staff aware of all policies that may be relevant to their employment and in particular those which deal with matters of health, safety and welfare.

Training and information will be available on personal stress management.

· Good health and healthy lifestyles will be promoted for staff within available resources.

· Staff may ask for confidential advice from their own manager, the Departmental HR Services or the Council Welfare Officer.

· Professional counselling may be available to staff who have a stress related problem, arranged through Departmental Human Resources.

· Staff should be aware of and considerate to colleagues who are experiencing stress.  Any member of staff who becomes aware of a colleague experiencing excessive pressure should not ignore the matter.  They should treat the information sensitively and discretely raise it, either with the person concerned or ask for advice from their Departmental HR service.

Staff well being and workplace stress

Guidance Notes

Stress

What is stress?

Stress is defined by the Health and Safety Executive as “an adverse reaction people have to excessive pressure or other types of demands placed on them”.

Stress is not the same as ‘pressure’.  Pressure can be motivating and challenging, and may lead to improved performance.  By ‘stress’ we mean something that is a negative,  response to too much pressure or too many demands, which the person finds difficulty in coping with.

Why does it matter?

Stress affects individual workers.  Working time is lost, less work is done, therefore costs increase and overall performance suffers.  In turn, workload on colleagues increases and this may cause stress for them too.

Effective management of stress can: 

· reduce absence; 

· increase work quality and performance, 

· lead to improved relationships with customers and colleagues and 

· reduce staff turnover.

The Health & Safety Executive (HSE) estimates that millions of working days are lost in Britain due to stress, depression or anxiety, or a physical condition caused by work related stress.

Legal Obligations.

All employers have a legal duty to care for their staff.  Under health and safety law, injury to mental health is treated in the same way as injury to physical health.

The legal duty to protect the health of workers, under the Health and Safety at work Act 1974 and the Management of Health and Safety at Work Regulations 1999, applies equally to the control of stress caused or made worse by work.

People with substantial and long term mental impairment which may have arisen or been made worse because of stress, are also protected under the Disability Discrimination Act 1995.

How to recognise stress?

Stress can have many different causes, and signs of stress can take different forms.  Every member of staff needs to understand how to recognise stress, how it arises and what do about it.

What to look for in others?

Some people show an acute reaction to excess pressure.  In others the symptoms may appear over time and may be mistaken for other health problems.

The key factor to look for is any significant changes in behaviour.  

What to look for in yourself?

The key issue in managing your own stress is self-awareness.  For example moodiness/irritability may be signs of stress or you may be naturally moody and irritable!  The key issue to note is changes to your normal behaviour or patterns of health for example are your mood swings greater than usual? Are you experiencing more headaches than usual?

Appendix B gives a full list – which you can use as self-awareness check lists for you and your staff. 

Causes of stress

Stress can have many different causes or stressors, both at work and outside it.  Some people can cope well.  Others, with the same stressors, depending on personality and circumstances, cannot cope.

Stressors at home may well affect those at work and vice-versa.  People with a previous history of mental ill health are not at any greater risk than others, indeed their experience may make them better able to cope.  However, as you cannot be sure how anyone will react you should take care over someone who has already suffered illness through stress.

Stress factors at work

People may feel unhappy about

· the type of work they do (too boring or too difficult, too much responsibility or too little)

· the people they work with (their boss, colleagues, or the public)

· their environmental conditions (noise, heat, overcrowding)

· lack of support (feeling isolated).

· lack of communication;  or 

· their career prospects (insecurity, access to promotion, lack of recognition, insufficient training).

A more detailed list of typical stressors is set out in Appendix A.

Factors that increase job satisfaction and reduce stress include:

( success:

( responsibility and control:

( recognition:

( challenge; and 

( having a clear role, objectives and priorities.

What you can do about it?

Stress is not a personal problem but one that managers, staff and the whole organisation must be committed to addressing.  It is important that individuals are not made to feel guilty about feeling stressed, but are encouraged to look for support.

In the legal framework of health and safety, stressors can be a workplace hazard and should be managed and controlled in the same way as other hazards, and that is through risk assessment.  However, stressors can be hard to spot and their effects are not always easy to predict.

The most important part of managing health risks at work is to make sure you have effective controls.

Identifying hazards and assessing risks are not enough – you must make sure your controls work.

Example of controls are described in Appendix C – Managing Stress.

Appendix A

Typical stressors

An individual’s stress may be due to issues within the workplace or attitudes at work.

While there are some jobs that may seem to be more ‘stressful’ than others, no job is ‘inherently stressful’.  We are all individuals with our own unique personality; and so we will all respond to stressors differently.

The stressors listed below are not in any order of priority.  The purpose of this checklist is to help you identify what may be contributing to your own or someone else’s stress  levels.  Remember that experiencing one or more stressors does not automatically lead to the experience of stress.  When looking at workplace stress it is possible that there will be a range of individual and different responses to the same stressors.

Non Work

· Personal stress events (such as loss, separation, divorce, bereavement)

· Changes in living arrangements (moving house)

· Social isolation

· Long distance travel/commuting

· Ill health

· Lack of support at home (family pressures, conflicting, demands of work and home

· Caring responsibilities

Work based

· Management and style of organisation

· Lack of organisational objectives and values

· Poor communication

· Lack of consultation or involvement in change

· Lack of management support

Role in the organisation

· Unclear

· Conflicting lines of management

· Conflicting objectives and responsibilities

· High level of responsibility for people

Career

· Career uncertainty

· Threat of redundancy

· Lack of recognition

· Frustration of career ambitions

· Insufficient training

· Restructuring of roles.

Decision making or control

· Low participation in decision making

· Lack of control over work

Relationships at work

· Social or physical isolation

· Poor relationships with peers or managers

· Harassment and bullying

Job and workplace design

· Boring or repetitive work

· Constant dealing with peoples problems or complaints

· Fear of technology or responsibility

· Lack of competence

· Significant risks to health or safety.

Workload

· Lack of control over amount and/or pace of work

· Lack of prioritisation

Work schedule

· Unpredictable peak loads

· Inflexible or over-burdensome work schedule

· Unpredictable and/or unsocial work hours

· Shift working

· Excessive overtime

Obviously this list is not exhaustive and there could be many other potential stressors both within and outside of the workplace.  The purpose of the list is to give some idea of issues that managers might need to consider.

Appendix B

What might stress look like?

Listed over-leaf are the possible signs or indicators of stress that managers or staff may recognise at an early stage.

Remember, it is significant changes in patterns or behaviour that may indicate an individual is stressed.

The list gives possible indicators and symptoms of stress which people may experience from any cause – home, work, personal life or any combination of these.  Excess pressure  does not automatically result in ill health.  It is only when the pressures are intense and continue for some time that the effects of stress can cause harm.

Everyone needs to be aware of possible changes in themselves which may alone, or with other changes, indicate stress.  The following information could be given to staff to raise their awareness of physical and emotional changes which may indicate they are at risk of, or actually suffering from, stress. 

Possible signs and symptoms of stress

The London Borough of Barking and Dagenham has a policy of managing stress within the organisation.  The following information is intended as a self-awareness sheet.

Please take time to consider whether you have recently begun to experience any of the following conditions.

Physical signs.

(   headaches

(   tension

(   tearfulness 

(   tiredness

· restlessness

· indigestion

· palpitations

· breathlessness
· skin irritation or rashes

· frequent colds and minor infections

· constipation or diarrhoea

· rapid weight gain or loss

· susceptibility to allergies

· fainting

· nausea

(   chest pains

Emotional signs

· Anger or irritability

· Anxiety

· Nervousness

· Apprehension

· Moodiness

· Loneliness
· loss of confidence

· no motivation

· no job satisfaction 

· reduced self esteem

· sensitivity to criticism  

Behavioural changes

· unsociability

· loss of appetite or overeating

· disturbed sleep

· drinking more alcohol

· smoking more

· taking more work home

· too busy to relax


· unable to relax

· low productivity

· accident prone

· voice tremor

· reduced sex drive

· withdrawn



Intellectual signs

· difficulty in making decisions

· memory lapses or errors

· inability to concentrate

· bad dreams, nightmares

· worrying
· making mistakes

· less intuitive

· hasty decisions

· less sensitive

· muddled thinking

 

If you are experiencing one or more of these problems for a sustained period, it is important you get support.  You can talk about this in confidence to: your supervisor, manager, departmental human resources, welfare officer, trade union representative or your family doctor.

Appendix C



Managing stress

Awareness

and understanding
Improve the level of awareness  of stress:

· Symptoms

· Causes

Make sure all staff:

· are able to recognise problems of stress in the workplace

· are aware of the policy and support available

· take some responsibility for dealing with it and

· have access to appropriate courses, booklets, leaflets and so on.



Recruitment 

and 

Selection
Make sure:

· advertisements give an honest outline of the job and working conditions.

· Applicants are told about potential pressures in the job

Job Design
Make sure there are: 

· Clear objectives.

· well managed work levels.

· Adequate control of hazards, and

· Flexibility and variety.

Job rotation:

· Swap jobs and tasks around team members.

· Provide new challenges.

· Increase variety and interest.

Job satisfaction:

· More challenging or responsible work.

· Recognition.

· Personal development.

Organisation/

team structure
Methods for planning and directing work:

· Make sure performance targets are

· Agreed and understood

· Reasonable

· Stretching 

· Avoid overload or lack of challenge

Resourcing:

· Are resource levels adequate?

· Is there a need to change or improve skills and competence mix?

           Is there a need to change work practices?

· Enable people to work more smartly for example through new technology or revising work methods.

Management Style


Staff Involvement:

· Make sure there is good communication with staff.

· Hold regular team briefings.

· Involve staff in planning and organising their job.

Team work:

· Operate in teams.

· Vary tasks.

· Allow individuals to complete task from beginning to end.

Learning & Development:

· Make sure that staff have the skills, knowledge and confidence required.

· Make sure competence requirements are clear for all jobs and that these are adhered to in selection procedures.

· Provide coaching / learning or mentoring for managers on

Stress awareness and recognition.

Managing pressure

Counselling skills

Assertiveness

Managing conflict

Managing change

Individual

Capability
Helping individuals to cope.  Remember that:

· Individual capability varies.

· An open, positive management style supports coping strategies.

· People and groups who may be at risk from stress may benefit from learning coping skills for example:-

Assertiveness.


Time management.


Knowing when to ask for help.


Avoiding blaming others.


Social support – in or outside of work.


Encouraging an appropriate lifestyle: (exercise, sensible 
eating, relaxation and hobbies).


Others sources of help
· Provide contacts for staff – both inside and outside of work, in times of crisis.

· Provide access to expert and confidential help through  the Councils Welfare Officer, Occupational Health, or an independent agency.

· Provide a readily available list of local sources of advice and help, for example

· local counselling services

· Citizens Advice Bureau

· Victim Support or The Samaritans

· Industrial Chaplin

· Support Groups within the Council such as the Black Workers Group.  Libraries also have details of local agencies.

PEOPLE MATTER
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