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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016 / 679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016 / 679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016 / 679 please see the Information Use 
Framework Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
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1. Introduction 

1.1. Under the Health and Safety at Work Act 1974, the Trust has a duty, so far as is 
reasonably practicable, to protect all of its employees from work-related risks 
including work-related stress. 

1.2. Likewise, the Trust has a duty under the Management of Health and Safety (H 
and S) at Work Regulations 1999 to assess the risk of stress-related ill health 
arising from work activities and take measures to eliminate or control those risks. 

1.3. Therefore the Trust is committed to ensuring, so far as is reasonably practicable, 
the physical and mental wellbeing of its employees and minimising the risk for 
work-related stress through raising awareness, carrying out individual stress risk 
assessments, adopting good management practices and the provision of support 
to all staff and, where necessary, carrying out stress audits in accordance with 
the Health and Safety Executive’s (HSE) Stress Management Standards. 

1.4. It will also make arrangements to provide support for staff members who are 
identified as being at risk from work-related stress. 

1.5. The guidance outlines the Trust’s approach to the management of work-related 
stress (including the process for carrying out individual or service stress risk 
assessments) and the process for supporting staff who are identified as being at 
risk from work-related stress or returning to work following absence due to 
stress. 

1.6. Stress is defined as the adverse reaction people have to excessive pressure or 
other types of demands placed on them. (HSE) 

1.7. The Royal Cornwall Hospitals Trust is committed to providing a safe and healthy 
working environment for all staff. 

1.8. The Trust accepts that the wellbeing and fitness for work of staff are primary 
requirements for the efficient and effective performance of its functions. 

1.9. The Trust recognises that work-related stress exists and is a cause of 
occupational ill health This section should provide an overview of the importance 
and role of the subject covered by the document. If the document is created in 
support of a parent procedure, then this should be referenced. 

1.10. Whilst some pressure, both at work and outside, are normal parts of life and can 
be motivational, excessive pressure can lead to an adverse reaction. It is this 
adverse reaction that leads to stress and possible detriments to health. 

1.11. Accordingly, the Trust undertakes to provide systems of staff management and a 
working environment which actively promote a sound and sustainable approach 
to work and wellbeing. 

1.12. This document outlines the Royal Cornwall Hospitals Trust’s arrangement for 
managing stress in the workplace by providing a framework to ensure 
organisational wide consistency in implementation. Section 4 Guidance, sets out 
the Standards and Operating Procedure for Management of Stress in the 
Workplace which provides managers and individual members of staff with 
detailed guidance including on risk assessments. 
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1.13. This version supersedes any previous Management of Work Related Stress 
Policy versions. 

2. Purpose of this Guidance 

This guidance aims to ensure the following key principles: 

• Applies to all Trust staff and Kernowflex workers and should be complied with at 
all levels of the organisation. 

• Define working practices to prevent, minimise and manage the effects of 
workplace stressors on all staff. 

• Compliance under the Health and Safety at Work Act 1974 to ensure, so far as is 
reasonably practicable, the health, safety and welfare of staff. 

• Compliance with statutory duties under the Management of Health and Safety at 
Work Regulations 1999 and the Health and Safety Executive (HSE) Stress 
Management Standards to provide adequate guidance and training to ensure that 
potential stressors are risk assessed to prevent, control and minimise impacts. 

• Promote the crucial role of both managers at all levels and staff in the effective 
management of stress and to provide adequate guidance, awareness and training 
to undertake risk assessments for stress, prevent, and to control and minimise 
risks. 

• Systems of staff management and a working environment which actively promote 
a sound and sustainable approach to work. 

• Support for staff who are experiencing the effects of stress or dealing with 
stressful or traumatic incidents. 

• Promote and sustain a safe, healthy environment in relation to management of 
work-related stressors to enable individuals and teams to work together and 
achieve organisational positive outcomes on the reduction of stress-related 
sickness absence, increased productivity and performance, and quality patient 
experience. 

3. Ownership and Responsibilities  

3.1. Role of the Chief Executive and Executive Committee 

The Chief Executive is ultimately responsible for:  

• The health, safety and welfare of all staff working in the Trust and to others 
who may be affected by its undertakings and for reduction of risks to the 
organisation. 

• Overall ownership and is responsible to the Trust Board for organisational 
health safety and welfare of staff guidance. 
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The Chief Executive and Executive Committee will: 

• Endorse and support the implementation of this guidance through delegated 
roles and responsibilities. 

• Facilitate an organisation that has a framework of responsibilities which 
supports effective stress management and mental wellbeing. 

3.2. Role of Executive Directors 

Executive Directors will:  

• Promote this guidance when developing Care Group and departmental 
practice and service delivery. 

• Ensure the provision of training on stress awareness and management for all 
staff members with line management responsibilities within the Trust. 

• Seek to understand levels of work-related stress through formalised 
processes i.e. stress risk assessments and Occupational Health (OH) 
reporting and responding with executive support for remedial action where 
necessary. 

• Have individual accountability for reducing and eliminating stress within their 
own areas of responsibility. 

• Promote the values of the Trust and ensure compliance with the behaviours’ 
framework associated with those values. 

• Demonstrate and facilitate a zero tolerance throughout the Trust to behaviour 
that fails to uphold the Trust values and associated behaviours’ framework. 

3.3. Role of the Health and Safety Committee 

The Health and Safety Committee will:  

• Monitor implementation of this guidance. 

• Oversee departmental stress risk assessment in collaboration with the 
Occupational Health and Human Resources People Partners (HRPPs). 

• Oversee any formal external inspections of the workplace and ensure 
environmental stressors highlighted in inspections or departmental Stress 
risk assessments are minimised. 

• Receive information of work-related stress through Occupational Health (OH) 
reporting and surveys and support remedial action plan where necessary. 

• Report to the Executive Committee outcomes of any external inspections of 
the workplace on management of workplace stress. 
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3.4. Role of Care Group General Managers, Clinical Directors and 
Heads of Service 

Care Group General Managers, Clinical Directors and Heads of Service will 
ensure:  

• The principles of this guidance when developing Care Group and 
departmental practice and guidance. Ensuring when implementing Trust 
policies the provision of appropriate management training on stress 
awareness and risk assessments. 

• All managers comply with and promote the values of the Trust and the 
behaviour framework associated with the values. 

• The organisational culture promotes good health and wellbeing and does not 
tolerate harassment and bullying. 

• Managers are competent to carry out the required risk assessments and 
attend stress management training (see Appendix 4). 

• All risk assessments and reviews are carried out in accordance with the 
Trust’s Risk Assessment and Management Strategy and Policy, a copy of 
which can be accessed via the Trust’s document library on the intranet. 

• Risks identified through the risk assessment process are eliminated or 
minimised and managers or supervisors record risk reduction actions. If this 
is beyond their remit or authority of their managers or supervisors the Care 
Group General Managers / Heads of Service must undertake the 
management of the task elimination or reduction themselves or pass it on to 
an appropriate level of authority for implementation. 

• Action plans for implementation following risk assessments within their areas 
are completed; they have responsibility for managing implementation and 
specific interventions. 

3.5. Role of the Managers 

Managers are responsible for:  

• Be responsible for identifying, eliminating or reducing the potential for stress 
within the workplace. 

• Promote and maintain systems of management and behaviour at work which 
adhere to the guidance principles. 

• Apply initiatives to identify and eliminate or reduce the potential for stress 
within the workplace, e.g. monitoring workloads, hours, leave 

• Take steps to ensure their management practices and style model the Trust 
values and associated behaviours framework. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138928
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• Promote mental and physical wellbeing by maintaining open and respectful 
communication and discussion at all times, particularly where there are 
organisational or procedural changes taking place. 

• Ensure staff understand what is expected of them through the provision of 
clear job descriptions, objectives and standards of achievement. 

• Ensure staff have received regular and up to date information, instruction, 
training development opportunities appropriate to their job responsibilities 
and stress reductions activities, for example, attending staff networks. 

• Work with their team to manage workload and work expectation; monitoring 
workloads, hours worked and annual leave. 

• Ensure that appraisal and pay progression reviews incorporate a discussion 
on health and wellbeing. 

• Maintain up-to-date knowledge and skills in stress management through 
attendance at the Mental Health Awareness Training for Managers training 
sessions and ensure that Mental Health first aiders are accessible to their 
teams. 

• Demonstrate zero tolerance to bullying and harassment within the team. 

• Undertake a confidential discussion with a member of staff, where they 
believe stress may be an issue, using the Health and Safety Executive (HSE) 
Talking Toolkit conversation framework as appropriate (Appendix 8) and 
develop a personal resilience plan where required. 

• Undertake regular stress risk assessments and particularly, after discussion 
with an individual or Occupational Health (OH), when they notice changes in 
staff or team behaviour or sickness absence patterns that indicate a stress-
related problem. 

• Ensure members of staff are aware of where to seek help with stress, related 
illness and what support agencies are available. 

• Work collaboratively with OH to address issues and reduce sickness 
absence as a result of stress. 

• Conduct exit interviews to identify any problem areas or departmental hot 
spots and require investigation. 

• Undertake any remedial action. 

3.6. Role of Individual Staff 

All staff members are responsible for:  

• Adhere to the Trust’s values and associated behaviours framework. 

• Acknowledge their responsibility to take care of their own health, safety and 
welfare and of those around them. 
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• Read any information and / or attend any training courses provided to 
increase their awareness of the factors that may contribute to stress and 
actions that can be taken to improve health and wellbeing such as resilience 
training. 

• Ensure they act in such a way that their behaviours do not cause stress to 
others. 

• Be aware of the Trust procedures for reporting concerns and policies on 
stress management at work. 

• Discuss with and escalate any issues of concern immediately to their line 
manager and / or OH, Human Resources Practitioner (HRP), health and 
safety or trade union representative. 

• Seek additional support, if necessary, from colleagues, General Practitioners 
(GP), chaplaincy and existing personal support networks. 

• Help develop and put in place effective plans by taking part in discussions on 
stress risk assessments. 

• Read all communications and make sure they understand the reason for 
decisions and provide feedback if required. 

• Complete a personal resilience plan with assistance of line manager when 
recognising symptoms of stress, anxiety or depression exploring whether 
flexible working, redeployment etc may provide benefit. 

3.7. Role of Human Resources (HR) 

The HR Department will: 

• Promote the principles of this guidance through supporting HR policies and 
operating procedures and in the provision of management training on stress 
awareness including systems of management and behaviour at work which 
adhere to the principles of the guidance. 

• Offer advice and guidance to all levels of management and staff on the 
application of the guidance. 

• Through the learning and development function, ensure appropriate training 
is available for both managers and staff-side representatives (trade union, 
professional body and health and safety representatives). 

• Work with managers and staff-side representatives to identify training needs 
and liaise with learning and development to meet identified needs. 

• Assist and support the implementation of the Management Standards for 
Work-Related Stress (see Appendix 3). 

• Assist and support implementation of the Care Group or departmental stress 
assessments (Appendices 4 and 5). 
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• Support managers to monitor the effectiveness of measures to prevent, 
control or minimise stress through departmental and Care Group risk 
assessments including implementation of related action plans and advise on 
areas of concern. 

• Provide continual support to managers and individuals in a changing 
environment and, where appropriate, encourage referral to Occupational 
Health workplace counselling. 

3.8. Role of Occupational Health and Wellbeing Department 
(OHAWB) 

The OHAWB team will: 

• Drive development and review of the stress guidance. 

• Facilitate co-ordinated provision and implementation of stress and mental 
wellbeing awareness training including resilience building. 

• Provide specialist advice and support managers in implementing stress risk 
assessments. 

• Ensure referrals to Occupational Health (OH) for stress-related sickness 
absence or following traumatic incidents. 

• Support individuals who have been off sick with stress including advising 
them and their managers on a planned return to work. 

• Provide staff counselling support, and psychological services where 
necessary, as appropriate to the circumstances. 

• Monitor and report on trends from OH data on stress-related sickness 
absence and review the effectiveness of measures to prevent, control and 
reduce stress. 

• Support audits and report on feedback. 

• Advise the Trust and the Health and Safety Committee of any changes and 
developments relating to stress at work. 

3.9. Role of Trade Union and Professional Body Representatives 

Trade union and professional body representatives will: 

• Support that stress is prevented and / or minimised within the workplace 
across the Trust. 

• Contribute to initiatives and policies towards staff wellbeing. 

• Where requested by staff members, consult on issues or instances of stress 
and work collaboratively with staff and management to eliminate or reduce 
stress. 
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4. Guidance 

4.1. Intervention Strategies - Primary strategies; to remove the 
hazard or reduce staff members’ exposure to stress / impact on 
them. 

4.1.1. Organisational Culture and Change 

An organisation who talk regularly with their employees and have sound 
systems and procedures in place for dealing with issues like 
organisational change, discipline and absence are much more likely to 
be able to deal with potentially stressful situations when they arise and 
to avoid work-related stress. 

The Trust will:  

• Consider and seek to manage the impact of change on employees. 

• Consult employees and trade unions at the earliest appropriate stage 
during periods of organisational change with a view to setting 
context, encouraging involvement and gaining co-operation. 

• Establish care group and departmental process of two-way 
communication with employees. 

• Engage with, listen to and give consideration to all representations 
from employees, staff trade unions, professional bodies and 
networks. 

4.1.2. Health and Safety Risk Management 

4.1.2.1 Work-related stress may often be a symptom of poor 
employment relations and can seriously affect performance and 
productivity. The Trust is committed to adopting the Health and 
Safety Executive (HSE) Management Standards (see Appendix 
3) as its primary framework for helping to reduce levels of work-
related stress. 

4.1.2.2 The HSE stress risk assessment is used to identify work-
related stress, anxiety and depression across workplace 
employees. Risk assessments derived from HSE Management 
Standards will include job-related demands; control; support; 
relationships; role and change (see Appendix 5 for outline 
details of guidance on stress risk assessment). 

  



 

Management of Work Related Stress Guidance V1.0 

Page 12 of 50 

4.1.2.3 Managers will: 

• Ensure Care Group and departmental completion of HSE 
Stress Indicator survey at least every 24 months using the 
form provided at Appendix 5. More frequent approach to 
departmental stress indicator survey may be required; for 
example in areas where there is high anxiety, increased 
workload or when managers notice changes in staff or team 
behaviour and / or sickness absence patterns that indicate a 
stress-related problem. 

• Analyse completed surveys, which may include the HSE 
Stress Analysis Tool and feedback results to Care Group 
management teams. 

• Discuss the results with the team and develop an action plan 
to help reduce the causes of any identified stress. This will 
provide a structure for the team for on-going discussion and 
a process for managing any work-related pressures. 

• Ensure individual stress risk assessments are completed 
following return to work after a stress-related sickness 
absence or potential traumatic incident or event (see 
Appendix 5). 

❖ For detailed stress risk assessment process and forms 
see Appendices 4 and 5. 

• Take measures to control identified risks. 

• Ensure recruitment processes provide adequate information 
for candidates on working conditions including special 
features of the job such as dealing with trauma and fast 
changing tasks such as in the Emergency Department (ED). 
Select by reference to both specification and a role profile 
which takes into consideration the ability to meet special and 
/ or identified potential risks of the job. 

• Utilise the appraisal and pay progression process to ensure 
employees are adequately trained, developed and reviewed 
to fulfil the requirements of their role. 

• Provide consistent management support including, where 
appropriate, referral to Occupational Health (OH) for support. 

• Monitor effects and trends in work-related stress. 

4.2. Secondary Strategies - To Improve the Organisation’s Ability to 
Recognise and Deal with Stress-Related Problems 

Stress awareness, information and supporting procedures – The Trust will: 

  

https://www.hse.gov.uk/stress/standards/downloads.htm
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• Provide information and training to managers and employees as appropriate 
in recognising the signs of stress and dealing with potential hazards at work in 
relation to stress facilitated by Learning and Development (L and D) and 
Occupational Health (OH). 

• Ensure all line managers undertake stress management training to identify 
the signs and symptoms of stress and develop management techniques to 
support and minimise risk and promote good mental health. 

• Ensure the development, implementation and consistent application of 
relevant policies and procedures for dealing with interpersonal conflicts and 
complaints. 

• Encourage individuals to take personal responsibility for developing a 
balanced, responsible approach to work and their personal lives. To inform 
appropriate management when work is impacting on stress and wellbeing. 

4.3. Tertiary Strategies – To Help Staff Cope with and Recover From 
Work-Related Stress and Problems 

4.3.1 Trust managers will: 

• Seek, through referral to the Occupational Health and Wellbeing 
Department (OHAWB), to enable people who have had work-related 
stress or mental illness to recover and return to work through the 
following: 

❖ Access counselling support. 

❖ Obtain advice on any temporary adjustments that may be 
appropriate. 

❖ Offer access to mediation. 

❖ Conduct individual stress risk assessments for staff returning to 
work following work stress-related illness. 

4.3.2 Individual staff may: 

• Seek advice for personal problems or work-related problems 
through self-referral to the Occupational Health Department (OH). 

• If they believe they are experiencing work-related stress, raise this 
with their line manager in the first instance. If this is not practicable, 
they should contact the next line manager or one of the following 
may be able to help:  

❖ OH or Workplace Counsellor. 

❖ Human Resources Employee Relations Team (HRPP). 

❖ Their trade union / professional body or health and safety (H and 
S) representative. 
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❖ General Practitioner (GP). 

5. Dissemination and Implementation 

5.1. A copy of the guidance will be stored electronically in the Occupational Health 
folder of the Human Resource (HR) section of the Trust’s document library on 
the internet site. 

5.2. A copy of the guidance will be circulated to the HR and H and S Teams to 
enable them to participate in and support the implementation of the guidance.  

5.3. A clear communication will be sent to managers to make them aware that the 
revised guidance has been issued and that they are responsible for cascading 
the information to their line managers and staff members including those who do 
not have regular access to e-mail. 

6. Monitoring compliance and effectiveness  

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

• Element 1 – Risk Assessment. 

• Element 2 - Incidences of work-related stress. 

• Element 3 - Action Plans. 

Lead 

• The Dual Chief People Officer will monitor absence relating to 
stress with this guidance. 

• The Health and Safety Committee will monitor the risk 
assessment process. 

Tool 

Element 1 - Care Group General Managers / Clinical Directors / 
Heads of Service will ensure that all assessments are carried out 
in accordance with the Trust’s Risk Assessment guidance. All 
significant risks identified will be reported on DATIX. 

Element 2 - HSE Stress Indicator Tool – wherever possible, 
Health and Safety, and Staff-Side representatives to be involved at 
appropriate stages of this process. 

▪ Exit interviews / questionnaires where available. 

▪ Staff surveys, local, regional and national data. 

Element 3 - Action Plans - Care Group General Managers / 
Clinical Directors / Heads of Services and Human Resources 
People Partners will ensure that action plans are developed, with 
staff input, and implemented. 
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Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Frequency 

Element 1 - Regular annual review and as incidents are reported. 

Element 2 - Annual survey and review. 

Element 3 - Review and update annually to reflect survey results. 

The Occupational Health and Wellbeing Services 
(OHAWB) will prepare data on the of work-related 
absence due to stress at the quarterly Health and 
Safety Committee meeting. 

Reporting 
arrangements 

Element 1 

• Sickness absence data – Care Group trends in sickness 
absence, which indicate that there may be work-related 
stressors, will liaise OH, HR and OD in order to identify 
potential work-related stressors and develop a strategy to 
minimise them. 

• Where available, exit interviews / questionnaires will be 
recorded by the line manager and any information that 
suggests evidence of work-related stress will be investigated. 

▪ Where available stress indicators from the HSE Stress 
Indicator Tool and / or staff survey results will be reviewed by 
the Senior HR Team as presented at least annually any 
associated actions in line with all Care Groups. Any emerging 
trends and problem areas will be identified and addressed 
through the appropriate committees i.e. at a local and 
executive level including People and Culture Committee for 
assurance. 

▪ Information collected by the Occupational health department 
i.e. management referrals, counselling (anonymous) data will 
be reviewed at least annually by the Occupational Health and 
Wellbeing (OHAWB) Manager who will report any emerging 
trends to local committees including the Health and Safety 
Committee. 

Element 3  

Action plans will be monitored by Care Group General Managers, 
HRPP and the OHAWB Where non-compliance is identified, 
support and advice will be provided by OH and Human Resources 
(HR) and Organisational Development (OD) to improve practice. 

Acting on 
recommendations 
and Lead(s) 

Care Group, General Managers, HR, OD and OHQWB will initiate 
subsequent action planning for assurance and development of 
further recommendations. This may include using the Health and 
Safety Executive (HSE) Analysis tool. Support from Health and 
Safety Team may be available to support this work. 
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Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Change in practice 
and lessons to be 
shared 

OH, HR and Od will ensure any subsequent recommendations are 
undertaken. Any guidance system improvements will be actioned 
in partnership within an agreed timescale. Any lessons will be 
shared with all relevant stakeholders. Guidance. 

7. Updating and Review 

7.1. The Management of Work-Related Stress Guidance will normally be reviewed 
every three years or earlier in view of any developments which take place that 
may include legislative changes, national guidance instruction (NHS or 
Department of Health), Trust Board decision, or request by either management 
or Staff-Side. 

7.2. Where revisions are minor, approval will be sought from the Executive Director 
responsible for signatory approval and will be re-published accordingly without 
having gone through the full consultation and ratification process. 

8. Equality and Diversity  

8.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

8.2. Royal Cornwall Hospitals NHS Trust is committed to a guidance of Equal 
Opportunities in employment. The aim of this guidance is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done. This guidance 
concerns all aspects of employment for existing staff and potential employees.  

8.3. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

  

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: Management of Work Related Stress Guidance V1.0. 

This document replaces (exact 
title of previous version): 

Management of Work Related Stress Policy V4.0. 

Date Issued / Approved: August 2025. 

Date Valid From: August 2025. 

Date Valid To: August 2028. 

Author / Owner: Occupational Health and Wellbeing. 

Contact details: 01872 252770. 

Brief summary of contents: 

This guidance outlines the responsibilities of the 
Trust and its staff in recognising, managing and 
minimising stress at work and promoting good mental 
health. It provides guidance on recognising 
symptoms, accessing help and support, and 
performing a stress risk assessment within the 
workplace. 

Suggested Keywords: 
Stress, Health and Safety Executive (HSE) 
Management Standards, stress awareness, 
managing stress. 

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Chief People Officer. 

Approval route for consultation 
and ratification: 

• Health and Safety Committee. 

• Joint Consultant Negotiation Committee (JCNC). 

• Joint Local Negotiation Committee (JLNC). 

Manager confirming approval 
processes: 

Associate Director of People Services. 

Name of Governance Lead 
confirming consultation and 
ratification: 

Nicole Steinkruger, People, Policy and Risk 
Governance Manager. 
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Information Category Detailed Information 

Links to key external standards: None Required. 

Related Documents: 

• Appraisal and Pay Progression Policy. 

• Attendance Management Policy. 

• Dignity at Work Policy. 

• Equality, Diversity and Inclusion Policy. 

• Flexible Working Policy. 

• Freedom to Act: Raising Concerns Policy. 

• Resolution Policy. 

• Health and Wellbeing Strategy. 

• HSE Stress Management Standards. 

• HSE Talking Toolkit. 

• Organisational Change Policy. 

• Supporting Staff Involved in an Incident, 
Complaint or Claim Guidance. 

• Sexual Harassment Standards. 

Training Need Identified: 

Yes. 

• Training for managers. 

• Awareness for all staff on identifying personal 
stress and reducing the risk for themselves and 
their colleagues. 

• Occupational Health and Wellbeing (OHAWB) will 
liaise closely with Learning and Development (L 
and D) to develop a training programme. 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet 

Document Library Folder / Sub 
Folder: 

Human Resources / Occupational Health 
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Health and 
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2000. 
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All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager.  

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the strategy / policy / 
proposal / service function to be 
assessed: 

Management of Work-Related Stress Guidance 
V1.0. 

Department and Service Area: Human Resources / Occupational Health. 

Is this a new or existing document? New. 

Name of individual completing EIA 
(Should be completed by an individual 
with a good understanding of the 
Service / Policy): 

Dorothy Russell, Associate Director of People 
Services 

Contact details: 01872 252770 

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

Provide guidance to managers and staff on Trust procedures 
for the management of work-related stress. 

2. Policy Objectives 
To ensure all staff and managers understand the process 
and their responsibilities for supporting employees who are 
experiencing work-related stress. 

3. Policy Intended 
Outcomes 

Compliance with national guidance and requirements and to 
implement good practice. 

4. How will you measure 
each outcome? 

Through audits by Occupational Health (OH) and the Health 
and Safety Committee as well as Staff Surveys. 

5. Who is intended to 
benefit from the policy? 

All Staff. 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients / visitors: No 

• Local groups / system partners: No 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals / groups 
who have been 
consulted about this 
policy. 

Please record specific names of individuals / groups: 

• Health and Safety Committee. 

• Joint Consultancy and Negotiation Committee 
(JCNC). 

• Human Resources People Partner Team (HRPP). 

6c. What was the outcome 
of the consultation?  

Approved. 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 

No. 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age No  

Sex (male or female)  No  

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No  

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 

Wherever possible all reasonable 
adjustments will be made for individuals 
who are considered disabled under the 
Equality Act 2010 (as amended). 

Religion or belief No  
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Protected Characteristic (Yes or No) Rationale 

Marriage and civil 
partnership 

No  

Pregnancy and maternity No  

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Dorothy Russell, Associate 
Director of People Services. 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3: Health and Safety Executive (HSE) Management 
Standards for Work-Related Stress 

The Management Standards approach has been developed by the HSE to help reduce the 
levels of work-related stress reported by workers. 

The overall aim is to bring about a reduction in the number of staff absent through 
sickness or who cannot perform well at work because of stress. 

The management standards approach gives managers the help they need to achieve 
these aims. It demonstrates good practice through risk assessment, allows evaluation of 
the current situation using surveys and other techniques, and promotes active discussion 
with staff to help decide upon practical improvements. 

The Standards define the characteristics, or culture, of an organisation where the risks 
from work-related stress are being effectively managed and controlled. 

They cover six key areas of work design that, if not properly managed, are associated with 
poor health and well-being, lower productivity and increased sickness absence. In other 
words, the six Management Standards cover the primary sources of stress at work. 

1. Demands 

1.1. Includes issues like workload, work patterns, and the work environment.  

The standard is that: 

• Staff indicate they are able to cope with the demands of their jobs. 

• Systems are in place locally to respond to any individual concerns. 

1.2. What should be happening / status to be achieved: 

• The organisation provides staff with adequate and achievable demands in 
relation to the agreed hours of work. 

• Staff skills and abilities are matched to the job demands. 

• Jobs are designed to be within the capabilities of staff, considering 
reasonable adjustment. 

• Staff concerns about their work environment are addressed. 

2. Control 

2.1. How much say the person has in the way they do their work. 

The standard is that: 

• Staff are able to have a say about the way they do their work. 

• Systems are in place locally to identify and respond to any individual 
concerns. 
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2.2. What should be happening / status to be achieved: 

• Where possible, staff have control over their pace of work. 

• Staff are encouraged to use their skills and initiative to do their work. 

• Where possible staff are encouraged to develop new skills to help them 
undertake new and challenging work. 

• The organisation encourages staff to develop their skills through training, 
information and supervision. 

• Staff have a say over when breaks can be taken. 

• Staff are consulted over their work patterns recognising that flexible working 
arrangements, which balance the needs of the service and the individual, 
can be a positive rather than negative work arrangement. 

3. Support 

3.1. Includes the encouragement, sponsorship and resources provided by the 
organisation, line management and colleagues. 

The standard is that: 

• Staff indicate that they receive adequate information and support from their 
colleagues and superiors. 

• Systems are in place locally to respond to any individual concerns. 

3.2. What should be happening / status to be achieved: 

• The organisation has policies and procedures to adequately support staff. 

• 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. 

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

• Staff know how to access the required resources to do their job. 

• Staff receive regular and constructive feedback via regular supervision, 
clinical supervision and performance development reviews. 

4. Relationships 

4.1. Includes promoting positive working to avoid conflict and dealing with 
unacceptable behaviour. 

The standard is that: 
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• Staff indicate that they are not subjected to unacceptable behaviours, e.g. 
bullying at work. 

• Systems are in place locally to respond to any individual concerns. 

4.2. What should be happening / status to be achieved: 

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

• Staff share information relevant to their work. 

• The organisation 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. 

5. Role 

5.1. Whether people understand their role within the organisation and whether the 
organisation ensures that the individual does not have conflicting roles. 

The standard is that: 

• Staff indicate that they understand their role and responsibilities. 

• Systems are in place locally to respond to any individual concerns. 

5.2. What should be happening / status to be achieved: 

• The organisation ensures that, as far as possible, the different requirements 
it places upon staff are compatible. 

• The organisation provides information, including time, to enable employees 
to understand their role and responsibilities. 

• The organisation ensures that, as far as possible, the requirements it places 
upon staff are clear. 

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

6. Change 

6.1. How organisational change (large or small) is managed and communicated in 
the organisation. 

The standard is that: 
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• Trust managers will work according to the Trust Organisational Change 
Policy in ensuring that: 

❖ Staff can indicate that the organisation consults with them frequently 
when undergoing an organisational change. 

❖ Systems are in place locally to respond to any individual concerns. 

6.2. What should be happening / status to be achieved and intended timescale: 

• The organisation provides staff and their representatives, with timely 
information to enable them to understand the reasons for proposed changes. 

• The organisation ensures adequate staff consultation on changes and 
provides opportunities for staff to influence proposals. 

• Staff are aware of the probable impact of any changes to their jobs. If 
necessary, staff are given training to support any changes in their jobs. 

• Staff are aware of timetables for changes. 

• Staff have access to relevant support during changes. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10166701
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10166701
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Appendix 4: Risk Assessment Process 

This guidance provides some indication or times at which stress risk assessments should 
be carried out. 

However, it is the responsibility of each departmental manager to decide how often to 
assess risks associated with stress within their department. There is an expectation that 
this will be carried out regularly and at least every 24 months. However, the frequency 
would depend on the workplace stressors present in that particular area combined with the 
processes and staffing levels. In areas where there is high activity, anxiety or increased 
workload, assessments are expected to be far more often than in areas not experiencing 
the same stressors. 

The following are risk assessment steps to be taken as recommended in the Management 
Standards for Work Related Stress (MSWRS) by the Health and Safety Executive  

Step 1: Identifying the hazards 

The six management standards, as described in Management Standards for Work Related 
Stress (MSWRS – see Appendix 3) and should be used as a framework for identifying 
hazards and stressors within the workplace. 

Step 2: Decide who may be harmed and how 

Utilise specific data and relevant information to assist in the identification of groups of staff 
and these will go toward the formulation of the action planning grid, for example: 

• Records of high levels of sickness absence indicate a potential problem area. Checking 
the reasons given for absence may help identify the cause. 

• Records of high levels of sickness absence indicate a potential problem area. Checking 
the reasons given for absence may help identify the cause. 

• Being open and honest about stress helps to reduce the perceived stigma and improve 
the reliability of the reasons staff give for absence. 

• High staff turnover could be an indication of high stress levels. Investigate why people 
are leaving by conducting exit interviews or questionnaires routinely within the Trust. 

• Performance development and review offers an opportunity to have a discussion about 
work and to explore whether people in your team are experiencing excessive pressure. 

• Team meetings and focus groups can help assess current performance. They allow 
you to explore issues in considerable depth and are particularly useful if you want to 
find out what specific groups of people think about their work. 

• Monitor referral rates to Occupational Health that may indicate work-related stress. 

The Health and Safety Executive (HSE) Management Standards includes an indicator tool. 
This tool can be used by the Trust and all the responses gathered can be entered into 
HSE’s Analysis Tool. 

https://www.hse.gov.uk/simple-health-safety/risk/index.htm
https://www.hse.gov.uk/simple-health-safety/risk/index.htm
https://www.hse.gov.uk/stress/standards/index.htm
https://www.hse.gov.uk/stress/standards/index.htm
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The Analysis Tool computes an average figure for each of the five Management Standards 
for the organisation’s workforce or a particular part of the workforce as required 
www.hse.gov.uk. 

Step 3: Evaluate the Risk and Take Action 

The Management Standards for Work Related Stress directs the Trust to both evaluate the 
risk and take action. The Trust should ensure: 

• Open consultation with staff to discuss problems. 

• Partnership working with staff to take action. 

• Issues affecting individuals are addressed where appropriate. 

• The results of the survey are fed back to staff. 

• The assessment findings are recorded and action plans published. 

Post risk assessment, the Trust should try and determine what risk reduction measures 
could be put in place and be most effective and communicate these measures effectively 
throughout the organisation. 

The Health and Safety Executive have produced some information which may aid in 
determining how they can work towards achieving the conditions stipulated in the 
management standards. 

Step 4: Record Your Findings 

The Management Standards for Work Related Stress will, from the indicator tool results, 
identify what the stressors are in areas of concern, together with any other relevant 
information, and assist with the compilation of an action plan to address the issues 
identified as potential stressors by staff groups. The Trust will then take steps to develop 
some solutions and ensure findings are recorded. 

An action plan will: 

• Help the Trust and individual departments to set goals to work towards. 

• Help to prioritise those goals and identify resources required. 

• Demonstrate that the Trust is serious about addressing staff concerns. 

• Provide something to evaluate and review against. 

An action plan is a key part of the Trust’s stress risk assessment and should at least 
include the following: 

• What the identified problem is. 

• How the problem was identified. 

• What actions the Trust will take in response and the resources required. 

http://www.hse.gov.uk/
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• How the decision on solutions are made. 

• Who is responsible for delivery of the plan / target. 

• Some key milestones and a timeframe for their completion. 

• A commitment to provide feedback to staff on progress. 

• A date for reviewing against the plan. 

The action plans need to be agreed with staff, senior management and staff side / Health 
and Safety (H and S) representatives. The final plans should be shared with the staff. 

Step 5: Monitor and Review 

It is critical that the Trust is committed to continuously working with staff to identify and 
address the problems in the workplace that could lead to stress-related ill health. 
Management Standards on Work-Related Stress audits and action plans should be 
regularly reviewed. 

Step 6: Managing Stress and Promoting Good Mental Health 

Minimising stress: 

• Access to the confidential counselling service will be openly advertised to all staff. 

• Health and well-being will be actively promoted throughout the Trust and any stigma 
attached to stress will be actively discouraged. 

• The Trust will provide sufficient notification and briefing on significant organisational 
change to enable managers to support staff during periods of change and 
acclimatisation. 

• Managers will actively monitor and manage staff working hours and will ensure that 
staff rotas enable rest between periods of work. The Working Time Regulations provide 
the statutory framework for working hours, rest breaks and paid leave, which staff 
should not exceed. 

• Line managers have a mandatory obligation to attend stress management and 
awareness courses to identify signs and symptoms of stress and learn how to manage 
stress effectively within the Trust. 

• There will be a zero tolerance to bad behaviour, bullying and harassment throughout 
the Trust. 

• Awareness training on stress will be available to all staff across the Trust with 
information on recognising signs and symptoms and being proactive in promoting 
mental wellbeing and resilience. 

• Resources will be available on the intranet for all staff to access on how to promote 
good mental wellbeing and resilience. 

  

https://www.hse.gov.uk/stress/standards/index.htm
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Managing stress 

• Where staff members, or teams, raise “stress” as an issue the manager will organise a 
discussion with the member(s) of staff as soon as possible. Clarification should be 
sought on the staff perception of stress. The discussion must be conducted privately 
and the member(s) of staff must be reassured regarding the confidentiality of 
information. The stressor may be personal, distressing or embarrassing and therefore 
the discussion must be undertaken tactfully and sensitively. The manager will act in 
accordance with the Trust’s Equality, Diversity and Human Rights Policy. 

• Following the initial discussion with the member of staff, or team, the manager must 
determine what can be done to address the issue presented. If it is an issue of 
workload, team dynamics, performance, job design, hours of work, training, 
communication, managerial support or skill utilisation the manager will develop an 
action plan identified by risk assessment to support the member of staff with a mutually 
agreed timescale for review. They must also consider whether reasonable adjustments 
need to be implemented. 

• For issues that cannot be resolved, or that are not work-related, the member of staff 
must be offered the services of the Trust counselling and Occupational Health services 
or the suggestion made that they see their General Practitioner (GP). The member of 
staff will be given the option of a manager-referral or self-referral to the Occupational 
Health Department (OH). A member of staff who opts to self-refer must be given the 
relevant telephone numbers or documentation to do so. 

• All discussions and actions must be confidentially recorded and reviewed regularly by 
the member of staff and manager. 

• Where the member of staff has not informed the manager that they are experiencing a 
stress-related issue and the manager is alerted on receipt of a sickness certificate 
which refers to stress or a related condition, the Trust’s policy for Attendance 
Management must be followed. The manager will write to the member of staff setting 
out the support available and how to access it, for example the counselling service. 

• When a vulnerable member of staff returns to work the manager should conduct a 
return to work interview to support the individual’s return. For long-term sickness 
absence the OH Department will need to be involved, as set out in the Attendance 
Management Policy and Attendance Management Supporting Documents. 

• Where a programme of adjustments is agreed to support an individual member of staff 
returning to work through a process of phased return, this must be regularly monitored 
to ensure that it is being followed and remains manageable for the individual. 

• Once a member of staff has informed the manager, Human Resources (HR) 
Practitioner or directly approached Occupational Health, then help and support can be 
made available through the OH Department. This may begin with a referral to the 
Occupational Health (OH) Physician for assessment. 

• Informing someone about a stress-related problem will be treated as confidential 
information and, if it is required to involve others to raise the issue and “put things 
right”, such as a manager or colleague, permission will be sought from the member of 
staff. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10268876
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10158760
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10158760
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10367620
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• When it is brought to the attention of a manager that a staff member has symptoms of 
stress, including short-term absences that are affecting their work, there should be a 
joint discussion in the first instance. If the manager, and / or member of staff consider 
that additional professional guidance is required, a referral may be made to the 
Occupational Health (OH) Department. 

• Managers will undergo training to identify the signs and symptoms of stress and how to 
manage them as well as strategies to promote mental wellbeing in individuals and 
teams. 

• To guarantee that a review of stress is as comprehensive as possible, communication 
channels should allow for the contribution of concerned parties such as managers, 
Staff-Side representatives, staff and OH. 

• It should not be assumed that staff will recognise when they have symptoms of stress 
and managers should be aware that if the performance of a member of staff declines 
they should consider the cause may be stress-related. If poor performance continues 
then other reasons should be considered. 

• Ultimately if the manager suspects that stress is the possible cause, as identified by 
staff, then they should approach the issue in a sensitive way with a view to utilising the 
Trust support systems. They should also ensure that a risk assessment or review is 
completed. 

• Records of risk assessments must be kept until a review has been undertaken. All risk 
assessments must be recorded, including actions taken to reduce or eliminate stress or 
improve circumstances. The records must be kept for the required legislative or 
Department of Health (DoH) mandatory periods; such records may include staff 
turnover, sickness absence, overtime levels and incidents. 
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Appendix 5: Links to Stress Risk Assessment Forms 

▪ HSE Individual Risk Assessment Form 

▪ HSE Return to Work Questionnaire 

  

http://www.hse.gov.uk/stress/assets/docs/indicatortool.pdf
http://www.hse.gov.uk/stress/assets/docs/returntowork.pdf
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Appendix 6: Accessing Counselling Support 

1. Referral Procedure 

• Self or managerial referrals may be made to Occupational Health (OH) by any 
member of staff from the Trust. Anyone can refer themselves for confidential 
counselling support either through OH or their General Practitioner (GP), or by 
directly contacting Outlook South West or BeMe counselling services if they do 
not feel able to go through OH. It does not matter how this is done, the important 
thing is that they access counselling although, if the need for this is work-related, 
it would be preferable if this was via OH. 

• Counselling via Occupational Health (OH) will take place at a time agreed with 
the counsellor and will usually be first via the Staff Support Officer at one of the 
Trust’s hospital sites. At this assessment meeting, which will take about an hour, 
there is an opportunity to discuss your difficulties, explore possible options for 
help and treatment. You may then be referred on to another more suitable 
counsellor in your area. You can have up to six hours’ free counselling. 

2. What sort of problems can I discuss? 

2.1. Any that may affect you. They can be directly linked with work, issues in your 
private life or a combination of both. Alternatively, it might be useful to look at 
the resources list to see if you feel that any other organisations may fit better 
with your situation. 

2.2. Examples of appropriate situations: 

• Individuals struggling to cope with perceived work-related stress. 

• Personal issues which are impinging on the individual’s ability to work. 

2.3. Inappropriate referral situations 

Staff with mental illness, e.g. schizophrenia, psychosis. 

3. Referral on 

Where necessary, the Occupational Health Staff Support Officer may refer you for 
other psychological specialist assessment or treatment. However, this is rare, and 
there is limited funding for this within RCHT. 

4. Is it really confidential? 

Clinical information relating to your contact with Occupational Health (OH) or 
counsellor is treated as strictly confidential and protected. There are two guarantees 
of confidentiality and anonymity: 

• Some statistical information is collected from the counsellors via OH in order to 
evaluate the service. However, this is undertaken with your agreements and 
only used in reports to the Trust in a general format which prevents any 
individual being identified. 
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• To maintain confidentiality, the service is unable to act on behalf of, or 
represent, an individual in any disciplinary, legal or other action. 

Note: If a referral is made via the manager, the resultant OH report may touch 
on some of the elements of the perceived stressors with a view for any 
reasonable adjustments, progress, timeframe. However, the content of the 
counselling sessions will not be disclosed. 
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Appendix 7: Potential Causes of Harmful Levels of Stress 
(Stressors) 

There is no simple method by which to predict what factors will result in potentially harmful 
levels of stress. Stress levels will differ for each individual depending on personality, 
experience, motivation and, often most importantly, the perceived support received from 
managers, colleagues, family and friends. The ability to cope with stress at work will also 
be influenced by that being experienced externally such as bereavement, family sickness, 
marital or other inter-personal problems. There is also a correlation between physical well-
being and psychological wellbeing. 

Factors which may influence feelings of stress include: 

• Inflexible and over demanding workloads / long hours / poor job satisfaction. 

• Expectation / demands from managers. 

• Organisational change. 

• Interpersonal conflict. 

• Poor management. 

• Complaints / investigation / discrimination. 

• Career development. 

• Job security / staff cuts. 

• Environmental factors. 

Factors indicating potential staff member stress to a manager: 

• Individual capability. 

• Work performance and organisational skills. 

• A reduction in output or quality. 

• Increased wastage or mistakes. 

• Accidents. 

• Poor decision-making. 

• Attitude or behaviour. 

• Poor motivation. 

• Working longer hours with diminished return. 

• Erratic time keeping. 
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• Aggressive behaviour. 

• Displaying behaviours that can be bad for health such as drinking too much. 

• Skipping meals; reliance on caffeine, alcohol, cigarettes. 

• Absence: increase in overall absence; frequent short absences. 

• Relationships at work. 

• Tension and conflict between colleagues. 

• Poor relationships with colleagues / patients. 

• Increased individual or departmental, disciplinary problems. 

• Mood swings. 

• Aggressive behaviour / lack of communication. 

Physical symptoms 

• Raised blood pressure. 

• Palpitations. 

• Chest pains. 

• Fatigue. 

• Stomach complaints. 

• Muscle tension. 

• Headaches. 

• Backache, unusual musculo-skeletal disorders. 

• Minor illnesses. 

• Psychological symptoms. 

• Anxiety. 

• Frustration. 

• Depression. 

• Fearfulness. 

• Anger. 

• Mood swings. 
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• Helplessness. 

• Sleep disorders. 

• Low self esteem. 

• Irritability. 

• Panic. 

NB: This is not an exhaustive list. 
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Appendix 8: Talking Toolkit – Preventing Work Related Stress 

The law requires employers to protect staff from stress at work to prevent ill health. 

The earlier a problem is tackled the less impact it will have. 

The Talking Toolkit (provided by the Health and Safety Executive) is designed to help line 
managers hold initial, practical conversations with their staff members as one part of an 
employer’s journey towards preventing work- related stress. 

Starting the conversation is an important first step towards preventing work-related stress 
and developing the actions and stress risk assessment needed. 

The toolkit has six templates for six different conversations. Each of these has a different 
theme designed to get line managers and staff members talking about issues which may 
be causing work-related stress or issues which could have the potential to become future 
causes if not managed properly. 

For each conversation there is a series of questions for line mangers to start discussions 
with their staff member about the causes of stress. The second sheet helps the line 
manager to develop ideas for how to begin tacking causes. 

There is no set format and the conversations could focus on just one topic or cover all six. 

Line managers should listen to what’s being said rather than trying to offer excuses or 
explanations. Action points and solutions should be agreed together. The important thing 
is to start talking and then start planning. 

If you discover someone is experiencing stress or a mental health problem, encourage 
them to talk to someone whether it’s their line manager, trade union / professional 
representative, General Practitioner (GP) or the occupational health team. 

Copies of the six conversation templates are available at Appendix 9. 
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Appendix 9: Talking Toolkit Forms 

Preventing Work Related Stress – Talking Toolkit - Conversation One 

Line Manager’s Template for Conversation One 

How your staff member should feel 

• They are able to cope with the demands 
of the job. 

• They are provided with achievable 
demands in relation to the hours they 
work. 

• Their skills and abilities are matched to 
the demands of their job. 

• Concerns about their work environment 
are addressed. 

Go through the following questions with your staff member or team. 

Does your workload feel achievable? Think about which tasks take up the most time 
and how your organisation copes at busy times. 

Click or tap here to enter text. 

Do you feel the deadlines you are given are realistic. Do you often have conflicting 
deadlines? 

Click or tap here to enter text. 

Have you had the right training to carry out the core functions of your job? 

Click or tap here to enter text. 

What improvements or support could be put in place to help with any of the issues 
you have talked about? Think about you, your line manager, the Trust. 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Conversation One 

Line Manager’s Suggestions to Prevent Stress at Work 

Working patterns and flexible working 

• Allow regular breaks especially when the work is complex or emotionally demanding. 

• Consider changes to start and end times to help staff members cope with pressures 
outside work like childcare or commuting. 

Workload 

• Hold regular meetings, both with individuals and as a team, to discuss anticipated 
workloads (and to deal with any predicted busy times). 

• Provide training to help staff members prioritise. 

• Develop a system to notify staff members of unplanned tight deadlines and any 
exceptional need to work long hours. 

• Identify blocks of time to allow for genuine collaborative planning. 

• If you’re a team leader or supervisor, learn to say no to work if your team is already at 
full capacity. 

• Consider the principles of work / life balance. 

Environment 

• Assess the risk and impact of other potential hazards and take steps to deal with them 
by consulting with employees and others. For example, to deal with the potential 
hazard of violence and aggression, you could seek advice from members of the Trust’s 
Learning and Development Management of Aggression Team.  

• Support individuals develop a personal resilience plan. 

Manager’s Action Plan 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Preventing Work Related Stress – Talking Toolkit - Conversation Two 

Line Manager’s Template for Conversation Two 

How your staff member should feel 

• They are consulted over the way their 
work is organised and undertaken, e.g. 
through regular meetings, one-to-ones, 
performance reviews. 

• They have regular opportunities for 
discussion and input at the start of 
projects or new pieces of work. 

• They are encouraged to use their skills 
and initiative to do their work. 

• They are consulted over things affecting 
their work. 

• They are encouraged to develop new 
skills and undertake new and challenging 
pieces of work. 

Go through the following questions with your staff member or team. 

Do you feel involved in how decisions about your job are made? Think about 
whether you feel listened to and trusted, how you are consulted and any 
opportunities for input. 

Click or tap here to enter text. 

Do you feel your skills are used to good effect? How could your existing skills be 
used more effectively? 

Click or tap here to enter text. 

Do you feel you have a say in how your work is organised and undertaken? 

Click or tap here to enter text. 

What improvements or support could be put in place to help with any of the issues 
you have talked about? Think about you, your line manager, the Trust. 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap here to enter text. 
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Conversation Two 

Line Manager’s Suggestions to Prevent Stress at Work 

Communication 

• Help staff members to have a say over the way their work is organised and undertaken 
through project meetings, one-to-ones and performance reviews. 

• Hold regular discussion forums during the planning stage of new work to talk about the 
anticipated methods of working. 

• Allocate responsibility to teams rather than individuals to take projects forward. 

• Allow staff members some control over the pace of their work. 

Decisions 

• Talk about the way decisions are made. 

• Allow and encourage people to participate in decision making, especially where it 
affects them. 

Skills and Training 

• Talk about the skills people have and if they believe they are able to use these to good 
effect. 

• Talk about how people would like to use their skills. 

• Consider personal development / training plans where you ask staff members to think 
about the skills they would like to develop. 

Manager’s Action Plan 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Preventing Work Related Stress – Talking Toolkit - Conversation Three 

Line Manager’s Template for Conversation Three 

How your staff member should feel 

• They receive information and support 
from other staff members and their 
managers. 

• The Trust has systems in place to enable 
and encourage managers to support their 
staff members and for colleagues to 
support one another. 

• They know what support is available and 
how to access it. 

• They know how to access the resources 
they need. 

• They receive regular and constructive 
feedback. 

Go through the following questions with your staff member or team. 

Do you feel that the Trust is a positive place to work and that you are valued? Think 
about the working environment, the support available and the opportunities to talk 
about support you may need. 

Click or tap here to enter text. 

Do you know who to talk to and where to go when you need support? Think about 
where you would go for help if you were experiencing an issue and whether you feel 
comfortable doing so. 

Click or tap here to enter text. 

Do you feel there are enough opportunities to discuss any emerging issues or 
pressures? 

Click or tap here to enter text. 

What improvements or support could be put in place to help with any of the issues 
you have talked about? Think about you, your line manager, the Trust. 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Conversation Three 

Line Manager’s Suggestions to Prevent Stress at Work 

Support 

• Hold regular one-to-one and team meetings to talk about any emerging issues or 
pressures. 

• Include work-related stress or pressures as a standing item for meetings with staff 
members and / or performance reviews. 

• Consider buddying systems or work shadowing to improve understanding of roles 
across the team. 

• Find examples of how people would like, or have received, good support from 
managers or colleagues. 

Resources 

• Share information with your staff members on areas of support such as assistance 
programmes, charities, occupational health and external organisations. 

• Talk about the ways the Trust can provide support if someone is experiencing 
problems outside work. 

Training 

• Regularly consult with staff members to ensure their training is up to date. 

• Offer access to counsellors or training in basic counselling skills. 

Environment 

• Assess the risk of physical violence and verbal abuse by consulting with staff members 
and members of the Trust’s Learning and Development Management of Aggression 
Team. 

• Provide training to help staff members deal with and defuse difficult situations. 

Manager’s Action Plan 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Preventing Work Related Stress – Talking Toolkit - Conversation Four 

Line Manager’s Template for Conversation Four 

How your staff member should feel 

• They are not subjected to unacceptable 
behaviours such as bullying or 
harassment at work. 

• The Trust promotes positive behaviours at 
work. 

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

• The Trust has systems in place to enable 
and encourage managers to deal with 
unacceptable behaviour. 

• The Trust has systems in place to enable 
and encourage staff members to report 
unacceptable behaviour. 

Go through the following questions with your staff member or team. 

Have you experienced or witnessed unacceptable behaviour at work? Do you feel 
satisfied with how this was dealt with? 

Click or tap here to enter text. 

Do you feel that honest, open communication is encouraged in the Trust? 

Click or tap here to enter text. 

Do you feel that you know where to go and what to do if you experience or witness 
unacceptable behaviour? Do you feel confident that steps will be taken to stop this 
behaviour? 

Click or tap here to enter text. 

What improvements or support could be put in place to help with any of the issues 
you have talked about? Think about you, your line manager, the Trust. 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Conversation Four 

Line Manager’s Suggestions to Prevent Stress at Work 

• Have an agreement with staff members and senior leaders on which behaviours are 
unacceptable with reference to the Trust’s values and behaviours framework.  

• Ensure staff are aware of the existence of the Trust’s Dignity at Work Policy for dealing 
with unacceptable behaviour and procedures for reporting incidents.  

• Regularly communicate these policies and procedures to staff members and make sure 
that they are understood. 

• Encourage good communication and provide training to help such as listening skills, 
confidence building and assertiveness. 

• Encourage and provide opportunities for staff members to socialise together. 

• Make sure that you are providing the same level of support and communications for 
staff members who work in isolation like lone workers or those in separate locations. 

• Find ways to celebrate success. 

Manager’s Action Plan 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10168778
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Preventing Work Related Stress – Talking Toolkit - Conversation Five 

Line Manager’s Template for Conversation Five 

How your staff member should feel 

• They understand their role and 
responsibilities. 

• The Trust provides information to enable 
them to understand their role and all of 
their responsibilities. 

• The requirements the Trust places on 
them are clear. 

• They are able to raise concerns about any 
uncertainties or conflicts they have in their 
role and responsibilities through the 
systems that the Trust has in place. 

Go through the following questions with your staff member or team. 

Do you feel clear on what your responsibilities are? 

Click or tap here to enter text. 

Are you clear on what your performance objectives are and what success looks like 
for you, your department and the Trust? Do you feel that they are achievable? 

Click or tap here to enter text. 

Do you feel you understand how work is structured in your department and in the 
wider organisation? Do you know who is doing what, why and how your role fits in? 

Click or tap here to enter text. 

What improvements or support could be put in place to help with any of the issues 
you have talked about? Think about you, your line manager, the Trust. 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Conversation Five 

Line Manager’s Suggestions to Prevent Stress at Work 

New Starters 

Give all new members of staff a thorough corporate and departmental induction into the 
Trust and its policies and procedures. Include details of where to get support or who to 
speak to about stress. 

Communication 

• Provide clear work objectives. 

• Define work structures clearly so that all team members know who is doing what and 
why. 

• Hold regular one-to-one meetings to ensure people are clear about what is planned for 
the coming months. 

• Agree specific standards of performance for individual tasks and review regularly. Hold 
regular team meetings to enable staff members to discuss any issues. 

• Display departmental / organisational targets and objectives. 

• Review job descriptions with the involvement of the staff member to ensure the core 
functions and priorities are clear. 

Role 

• Introduce personal work plans which are aligned to the objectives of the team / Trust. 

• Review job descriptions to ensure the core functions and priorities are clear. 

• Review job descriptions regularly, especially following change, and discuss training / 
retraining regularly too. 

Manager’s Action Plan 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137727
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Preventing Work Related Stress – Talking Toolkit - Conversation Six 

Line Manager’s Template for Conversation Six 

How your staff member should feel 

• The Trust engages with them frequently 
when undergoing change. 

• They are provide with timely information 
enabling them to understand the reasons 
for proposed changes. 

• They are consulted on changes and 
provided with opportunities for them to 
influence proposals. 

• They are aware of the probable impact of 
any changes to their job and, if 
necessary, they are given training to 
support any changes in their job. 

Go through the following questions with your staff member or team. 

Do you feel that the Trust handles change well? 

Click or tap here to enter text. 

Do you feel you are properly consulted when changes are made which affect you 
and your role? Do you feel the reasons for the change are explained well? 

Click or tap here to enter text. 

Do you feel that you are involved in the planning process when changes are made? 

Click or tap here to enter text. 

What improvements or support could be put in place to help with any of the issues 
you have talked about? Think about you, your line manager, the Trust. 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 
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Conversation Six 

Line Manager’s Suggestions to Prevent Stress at Work 

Consultation 

• Refer to the Trust’s policy on Organisational change.  

• Define and explain key steps of changes being made. 

• Consult staff members early and throughout the change process. 

• Build in consultation and support as key elements of any change process. 

• Involve staff members in the planning process. 

• Provide a system for staff members to comment and ask questions before, during and 
after the change. 

• Review how the change will impact on departmental and individual objectives and 
workloads. 

• Include training / retraining needs as part of your change process. 

Communication 

• Start communication early and, as far as possible, make it a two-way conversation. 

• Explain what the Trust wants to achieve and why it is essential that the change takes 
place. 

• Explain the time-scales of changes and how the changes will impact directly on them. 

• Have an agreed system for communicating to staff members why a change is 
happening. As far as possible ensure information is cascaded to affected staff 
simultaneously. 

• Have agreed methods of communication (such as meetings, notice boards, letters, e-
mail and feedback forms) and their frequency. 

• Don’t rely on a single communication route – most people have access to a PC in work 
but what about those who don’t or those who work off-site. 

• Make sure that staff members are aware of the impact of the change being made on 
their jobs. Talk about the potential need for (re)training. 

Manager’s Action Plan 

Click or tap here to enter text. 

Set a date to revisit these proposed changes: 

Click or tap to enter a date. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10166701

