
Code of Practice For

Managing Occupational Stress

1
Policy Statement
1.1
The Council has an approved strategy with regard to the Management of Occupational Stress. It acknowledges that occupational stress is now recognised as a Major cause of absence from work. It is an issue that the organisation as a whole is committed to addressing with both managers and staff.

1.2
Each service cluster is required to ensure that sound arrangements are in place to prevent and control factors which contribute to occupational stress. (stress management is not the answer, stress prevention is).

1.3
The Council recognises its responsibilities under the Health & Safety at Work Act 1974 and is committed to ensure that the mental health and well being of London Borough of Havering employees is part of health, safety and welfare management.

1.4
All policies and procedures are aimed at making a positive contribution to the well being of our employees and fulfilling job satisfaction.

2
Introduction

2.1
In 1999 the Council approved a strategy for managing organisational stress. The strategy:

· describes the effects of stress on individuals and the organisation.

· details the key findings of the stress audit undertaken in March 1998.

· details a strategy for the future.

2.2
In 2001 a working group was set up to develop a Code of Practice for 

managing occupational stress. The group consisted of representatives of the five service clusters, Occupational Health, Corporate Human Resources and Trade Unions.

3
The Aim Of The Code Of Practice

3.1 The aim of this code of practice is to enable managers and employees 

to ensure that sound arrangements are in place to prevent and control 

factors which contribute to occupational stress. In order to do this 

everybody needs to:

· work together to recognise what occupational stress is
· acknowledge the effect on the individual, the workforce and upon service delivery
· identify and use techniques to minimise the causes of occupational stress
· understand what is required of them to fulfil their responsibilities in managing occupational stress
· undertake a risk assessment to identify occupational stress
· recognise vulnerable people and job roles
· promote a healthy working culture and environment
4
Policies and Procedures Which Support The Prevention And   

 
Management of Occupational Stress

4.1
There are a number of polices, procedures and management 

guidelines available which demonstrate the Council’s intention to promote respect at work. Managers should be aware of these policies and procedures as they are models of best practice; These include:

· London Borough of Havering’s Core Values
· Health and Safety Policy
· Staff Code of Conduct
· Confidential Reporting
· Employee Assault Policy
· Harassment and Bullying Policy
· Personal Development and Performance Appraisal
· Equal Opportunities and Diversity Policy
· Disciplinary Policy
· Grievance Policy
· Alcohol and Drugs Policy
· Induction & Probation Procedure
· Recruitment and Selection Policy and Procedure
· Managing Absence Policy & Procedure
· Special Leave Management guidelines
·      Flexible Working Management guidelines

·      Working Time Regulations Management Guidelines

4.2
Where appropriate managers should ensure that they and their 

employees receive the relevant training.

4.3
School based staff can be employed under different conditions of 

service which are determined by Central Government and Local Management of Schools, therefore policies and procedures for school based staff may differ from the Corporate policies. In practice, there should be comparable model policies for school based staff as those listed in 4.1 above, with the implementation of these tailored to meet the needs of the schools.

5
The Law

5.1
Under the Health and Safety at Work etc Act 1974 employers have a 

general duty to ensure, so far as is reasonably practicable, the health, safety and welfare of their employees at work. This includes taking steps to make sure they do not suffer stress-related illness as a result of their work.

5.2
Similarly all Council employees have a responsibility for the health, 

safety and welfare of themselves and others while at work.

5.3
Additionally employers must take account of the risk of stress-related ill 

health when meeting their legal obligations under the Management of Health and Safety at Work Regulations 1999.

5.4
Under Civil Law employers owe a duty of care to their employees, 

which extends to their mental health.

6
Definition of Stress

6.1
There are several definitions of stress.

6.2
The Health and Safety Executive defines occupational stress as the 

adverse reaction people have to excessive pressures or other types of demand placed on them.

6.3
This makes an important distinction between the beneficial effects of 

reasonable pressure and challenge (which can be stimulating, motivating, and can give a ‘buzz’) and occupational stress, which is the natural but distressing reaction to demands or ‘pressures’ that the person perceives they cannot cope with at a given time.

6.4
Stress is not the same as ill-health, but in some cases where pressures 

are intense and continue for some time, the effects of stress can be more sustained and far more damaging, leading to longer-term psychological problems and physical ill health.

7
Cause of Occupational Stress

7.1
One of the difficulties of dealing with occupational stress is that it is not 

simple to predict what will cause harmful levels.

7.2
People respond to different types of pressure in different ways and 

much depends on people’s own personalities, experience and motivation and the support available from managers, colleagues, family and friends, and their life outside of work.

7.3
Managers need to be aware of what may make staff more vulnerable 

to occupational stress, as well as affecting their performance and judgement.

7.4
The factors that may cause occupational stress are detailed in the risk 

assessment document at appendix A.

7.5
Signs and Symptoms
7.5.1
Occupational stress exists where people perceive they cannot cope 

with what is being asked of them at work. In principle, everyone can experience occupational stress but the signs and symptoms will vary from one individual to another.

7.5.2
It is important to remember that occupational stress is not an illness, 

but if it is prolonged or particularly intense, it can lead to increased problems with ill health. For example:

· 

physical effects - heart disease, back pain, gastrointestinal 

                                      disturbances and various minor illnesses

· 

psychological effects - anxiety and depression
7.5.3
It can also lead to other behaviours that are not helpful to health, such 

as skipping meals, drinking too much caffeine or alcohol and smoking cigarettes.

7.5.4
Occupational stress can also have consequences for organisations. It 

may lead to:

· an increase in sickness absence, which can have a domino 

                effect one person goes off sick which leads to their workload being 

                shared among their colleagues. They in turn may then be unable to 

                cope, which could affect their health, and lead to greater sickness 

                absence.

· reduced morale.

· reduced performance.

· employees seeking alternative employment. Organisations then 

                have the expense of recruiting, inducting, and training new 

                employees.

8
The Risk Assessment Process

8.1
The Management of Health & Safety at Work Regulations 1999 

requires that suitable and sufficient risk assessments are undertaken.

8.2
The process follows the principles laid out in HSE’s publication 5 steps 

to risk assessment. The five steps are:

· identify the hazards.
· decide who might be harmed and how.
· evaluate the risk by:
     - identifying what action you are already taking
     - deciding whether it is enough

     - if it is not, deciding what more you need to do

· record the significant findings of the assessment
· review the assessment at appropriate intervals
8.3
The risk assessment is completed on the role not the individual, but not 

forgetting that ultimately an individual cannot be totally separated from the role.

8.4
The Council’s risk assessment document for identifying role stressors 

can be found at appendix A. The seven risk factors are assessed in this document. Managers who will be required to complete risk assessments should undertake the appropriate training provided.

i) 
Identify the hazards

How to find out if there is a problem


There are seven broad categories of risk factors for occupational 
stress:

Factor 1:
Culture - of the organisation and how it approaches 

                                              occupational stress

Factor 2:
Demands - such as workload and exposure to physical 

                                                  hazards


Factor 3:

Control - how much choice the person has in the way   

                                              they do their work

Factor 4:

Relationships - covering issues such as bullying and         

                                              harassment

Factor 5:
Change - how organisational change is managed and 

                                               communicated in the organisation

Factor 6:
Role - whether the individual understands their role in the 

                                          organisation and whether the organisation ensures    

                                          that the person does not have conflicting roles

Factor 7:
Support - training and factors unique to the individual

                               Support - from peers and line management

                               Training - to ensure an individual is capable of 

                                               undertaking the core training functions required 

                                               of the job, to address possible capability issues 

                                               that could become potential stressors.

                                Factors unique to the individual - catering for individual 

                                                                                    differences

ii)  
Decide who might be harmed and how


Occupational stress can affect any member of your team. In particular, 
it  might affect those exposed to the seven factors mentioned in Step 1.


At particular times, your employees may be more vulnerable to 
occupational stress. For example, those returning to work after a 
stress-related illness, or those who have a domestic crisis, such as a bereavement.

The seven risk factors can affect your employees in different ways. For 

example, some members of your team may feel anxious about the amount of work they have to do, or the way you will react if they tell you they cannot cope. Finding out how the factors are affecting your team requires a partnership approach, based on openness, honesty, and trust, which explores what the main effects of work are on employees and what areas should be targeted first.

iii) 
Evaluate the Risk and Decide if Enough is Being Done


Consider how likely it is that each hazard mentioned in Step 1 could 
ensure harm in your team. In taking action ask yourself:

· 
what action is already being taken?
· 
is it enough?
· 
if not, what more will you do?
Remember that you should try to eliminate the risks as far as possible. You should try to combat risks at an organisational level at source before considering the training (in terms of pressure management) or counselling needs of the individual employee. You should try to take action that protects everyone, rather than just a few individuals.

iv)  
Record Your Findings


Managers must record the main findings of the risk assessment and 
should share the findings with employees.


You should use this document to monitor progress and help you 
keep an eye on particular hazards.

(v)
Review Your Assessment and Revise Where Necessary

Review your assessment whenever significant changes occur in the organisation, or in the way your team handles its business. Do this in consultation with employees. Consider reviewing the assessment regularly.

9
Preventing Occupational Stress

9.1
There are a number of techniques that will assist in minimising the 

causes of occupational stress and the management of stress. The two principal ones are to:

· 
practice good management skills to create a healthy working 
    
environment, and minimise the cause of stress.
· 
use the model of risk assessment to identify the hazards and 
influencing factors associated with work roles and responsibilities, and 
the working environment, and to identify whether the mechanisms in 
place to prevent or reduce stress are adequate.
9.2
The Council will promote good management practice with the aim of 


minimising stress in the working environment as follows:-

9.3
Communication

· 

ensure there is good communication at all levels in the organisation - 

bottom up, as well as top down.
· 

work closely with the recognised union representatives to assist in 
    
communicating with employees.
· 
develop a communication strategy, which improves internal and 
external communication.
· 
put a system in place, which ensures line managers hold regular team 
briefs.
9.4
Recruitment and Selection

· 

enable the appointment of the right person for the job by ensuring the 

Recruitment & Selection Policy & Procedure is followed.
· 
support new employees to the organisation, through the use of a 
planned induction programme.
9.5
Performance Management

· 
set clear and realistic objectives throughout all levels within the Council 
down to each individual team member, ensuring that they are 
adequately linked.
· 
support all employees participation in the Personal Development 

Performance Appraisal (PDPA) scheme.
· 
develop action plans to achieve IIP standards.
9.6
Training and Development

· 
offer appropriate training and development to employees by identifying 

competencies required to undertake their role in the organisation.
· 
establish a management development programme which will be 
derived from the competency framework for the organisation.
· 
promote relevant courses such as: 
           - stress awareness
           - assertiveness

             - time management

· 
require managers and employees where appropriate to attend 
    
compulsory training such as: 

          - PDPA
          - Recruitment and Selection

            - Absence Management

            - Risk assessment

9.7
Policy Development

· 
encourage all employees to adhere to the principles set out in the 
          Council’s Core values.
· 
ensure that all Policies and Procedures are aimed at making a positive 
contribution to the well being of employees and the fulfilment of job 

satisfaction.
10
Sources of Help And Support

10.1
Despite the preventative measures put in place it is recognised that 

individuals may still experience occupational stress.

10.2
Managers

10.2.1
Managers should develop the skills needed to deal with stressed and 

distressed members of their team. They should:

· 
Try not to be panicked by emotion. Acceptance, reassurance and a 
calm, measured response will be helpful. Ask if there is anyone the 
person wants to have contacted (if it seems appropriate).

· 
Ensure that they do not penalise employees for feeling the effects of 
too much pressure.
· 
Positively encourage employees to manage their own well-being at 
work, and provide them with the support they need to do this. 
Managers need to respond helpfully to employees who are going   
           through stressful times. Simply listening to people can help.
· 
Ask how they can help rather than just assuming a particular course of 
action is best. Even in acute distress people can have a clear sense of their own needs.
· 
At a suitable time, explore whether work is a factor and ensure the 
employee knows what kind of support the organisation can offer.
· 
Discuss whether any changes in workload or other adjustments would 
help. Talk about any resources the organisation has that can help, e.g. 
access to counselling, a confidential talk with another employee who is 
not their supervisor.
· 
Try to create a culture and structures that enable employees to seek 
help and manage their own support needs.
· 
Ensure there are arrangements for employees to have a return-to-work 
interview after a period of sickness. At that interview, focus on the 
person rather than on any work problems that arose due to an 
absence.
· 
Make sure that people who have been off sick with a stress-related 
illness feel that they are welcome back.
· 
If work caused, or was part of the cause, of the ill health leading to absence, address the problems and make alterations where possible.
· 
Consider referring the employee to Occupational Health.
· 
Advise the employee of the counselling service.
11
Individuals
11.1
Some of the skills needed for Managers are also appropriate to 


individuals either when dealing with their own stress or helping work 
colleagues. Other practical steps individuals can take are:

· 
Talk to your manager: if they don’t know there’s a problem, they can’t 
help. If you don’t feel able to talk directly to your manager talk to 
Personnel, ask a trade union or other employee representative to raise 
the issue on your behalf;

· 
Support your colleagues if they are experiencing work-related stress. 
Encourage them to talk to their manager, or an appropriate person.

· 
See if the Council’s counselling service can help;

· 
Speak to your GP if you are worried about your health;

· 
Try to channel your energy into solving the problem rather than just 
worrying about it. Think about what would make you happier at work 
and discuss this with your employer.

11.2
Internal Support

11.2.1
Occupational Health


If the health of an employee is causing concern, managers should refer 


the individual to occupational health, via the relevant personnel cluster. 
Employees can also contact occupational health directly for advice 
about stress and other work related health problems.

11.2.2
Counselling


The Council has recently increased its counselling service. Individuals 


can be referred by their line manager or self refer by contacting the 
Occupational Health Unit, 12th floor Mercury House. This service is 
completely confidential.
11.2.3
Trade Unions


Trade Union members can contact their representative or local branch 


secretary who will arrange for help, advice and information on stress at 
work.

11.3
External Support

11.4
Listed below are some of the National Support lines that offer 


confidential help:-


British Association for counselling and psychotherapy - 01788 550899


www.counselling.co.uk


Relate - 01788 573241


Samaritans - 0845 790 9090

MIND - 0345 660163

NO PANIC Helpline - 01952 590545

Bullying Helpline: Andrea Adams Trust - 01273 704900

Alcoholics Anonymous - 0845 7697 555

Al-Anon - 0207 403 0888

British Association of Cancer United Patients (BACUP) - 0207 696 9003

Eating Disorders - 01603 621414
Approved by Committee: October 2002                                                                                                                 1

