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1 Executive Summary 
 
1.1 The Trust recognises that a broad-based approach is required to ensure that 

employees are valued, can contribute to the best of their potential and take some 
responsibility for their working environment. The Trust is fully committed to 

identifying causes, prevention and managing stress in line with the Health & 
Safety Executive (HSE) standards and promoting good mental health. 

1.2 Work related stress, depression or anxiety is the highest cause of sickness absence 
both nationally and locally. The Trust is committed to supporting employees off sick 
because of mental health problems and assisting them to return to work. 

1.3 The Trust will promote positive mental health for all employees to minimise sickness 
absence and presentism cultivating a working environment that results in a healthy 
and contented workforce. 

2 Introduction 
 

The HSE has set targets for the reduction of work related ill health. 
 

2.1 Organisations are tasked with implementing the recommendations of the Boorman 
Review 2009 and National Institute for Health and Care Excellence (NICE) public 
health guidance putting staff health and wellbeing at the heart of their work. Focusing 
on prevention and working with wider public health policies and initiatives leads to 
improved Trust performance, better patient outcomes, and lower infection rates e.g. 
MRSA and lower sickness rates for employees including absence due to mental 
health issues. Improving attendance reduces the pressure that highly committed 
teams experience in trying to maintain high standards of care.  
Workplace health: management practices (2015 updated 2016) NICE guideline NG13 
provides advice on how to develop the culture of an organisation to create a positive 
environment. Dame Carol Black, the Department of Health’s Expert Advisor on 
improving the welfare of working people, said: “When its’ influence eventually comes 
to be measured – in terms of the quality of service and product, workplace efficiency 
and productivity, and staff morale – this new guidance from NICE might well prove to 
be the most significant ever. “There is abundant evidence that the health, especially 
the mental health, and overall wellbeing of employees depends greatly on their 
relationships at work. That means their relationships with each other but particularly 
their relationships with employers, from line managers to the most senior executive 
and board member. These relationships are encapsulated in the concept and practice 
of engagement – a concept that reflects the culture of an organisation” 

 
2.2  This Policy is designed to actively promote the health and wellbeing of all staff 

and for recruitment and retention of employees who experience mental health 
problems. It is supported by other policies and procedures (see section 11). 
 

2.3 This policy commits the Trust to identify workplace stressors and defines how risk 
assessments will be conducted to help reduce stress or control the risks from 
stress that may contribute to mental health problems. 
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2.4  This policy involves working with employees and consulting with Trade Union 
Safety Representatives on all proposed action relating to the prevention of 
workplace stress. It identifies employee responsibilities for self-help as well as 
duties and responsibilities of the Trust. 
 

2.5 This policy promotes the provision of high quality management training for 
managers, team leaders, supervisory staff and employees. This will include 
management style; leadership skills development; team building; flexible working; 
identification and management of stress and sickness absence management. The 
Leadership Development Framework and Workplace health: management 
practices (2015 updated 2016) NICE guideline NG13 outlines guidance for this. 

 
2.6 The Trust encourages its employees to discuss and contribute to the definition 

and scope of their role and job with their line manager / employer so that they are 
actively and creatively participating in its design and delivery including change. 
 

2.7  The Trust provides an Employee Assistance Programme for staff who are affected 
by either work or external factors. 

3 Definitions 
 

3.1 Mental wellbeing is defined in Healthy workplaces: improving employee mental 
and physical health and wellbeing (2017) NICE Quality standard QS147: “Mental 
wellbeing relates to a person's emotional and psychological wellbeing. This 
includes self-esteem and the ability to socialise and cope in the face of adversity. 
It also includes being able to develop potential, work productively and creatively, 
build strong and positive relationships with others and contribute to the 
community”. 
 

3.2 The Health and Safety Executive defines stress as “the adverse reaction people 
have to excessive pressure or other types of demand placed on them’. This 
makes an important distinction between pressure, which can be positive if 
managed correctly, and stress, which is likely to be detrimental to physical or 
mental health if it is prolonged” (HSE, 2017). 

 
3.3 Emotional health is a subjective state and will be affected when other needs are 

not being adequately met. 
 
3.4 Pressures that an individual can respond to effectively are likely to lead to job 

satisfaction. However, pressures at a level the employee cannot cope with are 
likely to result in stress for the individual whether over or under-challenged. Stress 
overload can lead to psychological and physical ill health. Stress can be managed 
by controlling the effects of excess pressure, understanding how stress can affect 
the mind and body and recognise symptoms when they arise both in one self and 
others. 

 
3.5 Primarily this policy is concerned with stress arising from the working 

environment, however, it should also be recognised that the strands of 
employees’ lives are often interwoven and that no one cause may be identified. 
Therefore the Trust’s approach will be to help employees who are experiencing 
stress, whatever the cause. 
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4 Scope 
 

This policy applies to all staff and workers. It is recognised people may be affected by 
stressors in the workplace and stressors outside the work environment may also impact 
on the individual’s ability to cope in the workplace. 

5 Purpose 
 

The purpose of this policy is to: 
 

 Provide assistance and support for all staff experiencing stress and mental health   
problems 

 Promote positive mental health and wellbeing for all staff in the workplace 

 Tackle workplace factors that may negatively affect mental health 

 Promote equality for the employment of people with a history of mental health 
problems 

 Encourage all employees to understand and be aware of what constitutes 
emotional wellbeing and to take an active role in promoting it in one’s own life and 
addressing factors which are preventing it with the appropriate support. 

 
This policy aims to: 
 
5.1 Ensure the highest level of emotional wellbeing possible for employees  
 
5.2 Reduce the number of days lost through mental health related absence in line 

with national targets by early contact with Occupational Health (OH), offer of 
support services and investigation into root causes as appropriate. Monitoring 
mental health related absence on a monthly basis through long term sickness 
reviews by Occupational Health, Health & Safety and Human Resources, 
identifying potential trends at department level. To report outcomes through the 
Staff Health & Wellbeing Group and agree action plans. 
 

5.3 Develop training programmes for all levels of staff to aid effective management of 
stress and mental health related issues, this will include stress awareness, 
resilience, dignity at work and management development programmes for those in 
leadership roles. 
 

5.4 Develop an ethos that prevention and intervention is a shared employee/employer 
responsibility and promote healthy lifestyle messages to all staff through regular 
workplace initiatives. 
 

5.5 Provide a supportive working environment that maintains and promotes the health 
and wellbeing of all its employees through Trust policies and procedures, the Staff 
Health Wellbeing Strategy, Equality, Diversity and Inclusion framework and links 
to other policies as stated in section 11. 
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6 Roles and Responsibilities 
 
6.1 Isle of Wight Trust Board Responsibilities 
 
6.1.1 The Trust Board is responsible for actively promoting the health and wellbeing of all 

staff and for recruitment and retention of employees who experience mental health 
problems. It has a legal and moral responsibility for ensuring that employees do not 
discriminate directly, indirectly or by way of victimisation.  

 
6.1.2 The Trust has a responsibility to meet its statutory obligations as defined in the 

statutory frameworks relating to Health and Safety at Work and the Equality Act. 
  
6.1.3 The Trust Board has a responsibility to ensure that recruitment and selection of 

employees is in accordance with the NHS Recruitment Checks Standards as defined 
in the organisations Recruitment and Selection Policy.  

 
6.1.4 The Trust Board is responsible for ensuring that risk assessments are undertaken to 

identify and manage risk relating to stress at work.  
 
6.1.5 The Trust is committed to ensure that the organisation has a Staff Health and 

Wellbeing Strategy and support decisions made by the Staff Health and Wellbeing 
Group to promote proactive, preventative and reactive strategies. 

 
6.1.6 The Trust Board has a responsibility to ensure that Occupational Health Services and 

other support mechanisms are available for staff to promote emotional wellbeing 
including but not limited to counselling services, support via an Employee Assistance 
Programme (EAP), the Hospital Chaplains, employee self-referral to a range of 
services for example IAPT (Improved Access to Psychological Therapies) who may 
be able to offer Cognitive Behaviour Therapy(CBT) and Eye Movement 
Desensitisation and Reprocessing (EMDR).  

 
6.1.7 The Trust Board is responsible for ensuring that the results of the Annual NHS Staff 

Survey are analysed and action is taken in relation to the stress related questions 
contained within the survey along with other indicators such as staff turnover, trends 
in sickness absence and employee relation cases are acted upon to seek to promote 
and improve employee wellbeing.  
 

6.2 Executive Management Team Responsibilities 
 
6.2.1 Executive Directors and their deputies will be responsible for the implementation of 

this policy within their portfolios. This includes: 
 

 Ensuring that managers and staff receive appropriate training in relation to the 
management of stress at work 

 Ensuring that employee wellbeing is monitored  

 Ensuring the Trust risk assessment is completed at departmental level to identify and 
mitigate risks in relation to stress. 

 
6.2.2 The Director of Human Resources & Organisational Development is the named 

Executive lead responsible for Staff Health and Wellbeing in the Trust. 
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6.3 Manager Responsibilities 
 
6.3.1 Managers/supervisors have a responsibility to be aware of the legal duty to manage 

stress at work and should be fully conversant with this policy and the tools available 
to them.  

 
6.3.2 They are responsible for monitoring the workplace, identifying hazards and risks and 

taking steps to eliminate or reduce these risks as far as is reasonably practicable. 
This will be undertaken using the mandatory department risk assessment (HSE 
Return to Work Stress Assessment found on the intranet) and any factors or 
concerns highlighted must be raised with Health & Safety and Occupational Health. 
 

6.3.3 Managers must ensure as far as is reasonably practicable their areas of work are free 
from bullying and harassment and must act immediately to address any concerns that 
are raised in accordance with the Bullying and Harassment Policy and/or Disciplinary 
and Dismissal Policy or Conduct, Capability, Ill Health and Performance for Medical 
Staff Policy.  

 
6.3.4 Managers have a responsibility as far as is reasonably practicable to be aware 

of/identify early signs of stress in team members and assist and support employees 
who are known to have mental health problems.  

 
6.3.5 All managers should undertake the ‘e’ learning module on Managing Stress in the 

Workplace and ensure that all staff has access to relevant training to support their 
individual needs. 
 

6.3.6 Managers are responsible for ensuring the consistent application of the Attendance 
Management Policy seeking advice and guidance from the Occupational Health 
Team as outlined in that policy.  

 
6.3.7 Managers are responsible for monitoring extra hour’s staff work and examining the 

root causes and need for this practice. Managers must seek to eliminate the need for 
working excessive working hours. 

 
6.3.8 Managers must manage the annual leave of staff in accordance with the Rostering 

Policy for all Clinical Staff and ensure that individuals take leave appropriately to 
promote a positive work/life balance. 

 
 

6.3.9 It is the responsibility of managers to ensure that the Appraisal Policy is consistently 
applied and that every employee has an annual appraisal. This will include an annual 
review of the job descriptions to ensure that it correctly reflects the needs of the 
service. 
 

6.3.10 For new starters, Managers must ensure that a workplace assessment is completed 
and that a local induction is completed in line with the requirements of the 

Management of Corporate and Local Induction Policy. 
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6.4 Employee Responsibilities 
 
6.4.1 The Trust encourages employees to take reasonable responsibility for themselves, 

promoting two way communications, helping to facilitate change and not to wait for 
someone else to do something about an issue. 
 

6.4.2 Each employee has responsibility for identifying stressors in their workplace for 
themselves and others and to bring these to the attention of their line manager. 
 

6.4.3 It is the responsibility of each employee to recognise the importance of training and 
development as a means of improving competence and wellbeing in the job and to 
utilise opportunities to develop their skills. All employees are encouraged to 
undertake the ‘e’ learning module on Managing Stress in the Workplace. 
 

6.4.4 When an employee perceives that they are struggling with work-based duties or 
symptoms of stress might be impacting on their work, it is their responsibility to 
discuss concerns with their line manager and ideas for possible solutions on a 
temporary or permanent basis. If a matter remains unresolved for an individual and 
they do not feel able to approach their line manager, it is their responsibility to contact 
the next or subsequent layer of management.  

 
6.4.5  To actively participate in stress audits and/or team development initiatives to support 

the identification, prevention and reduction in stress at work. 
 
6.4.6  To consider contacting Occupational Health, a Freedom to Speak UP Guardian 

(FTSU) for support or advice or speak to the next or subsequent layer of 
management. 

 
6.5  Shared Employee/Managerial and Team intervention to reduce 

Stress 
 

6.5.1  The responsibility for stress reduction is shared between manager, an individual and 
across the team. To this end, the HSE stress management tool can be employed to 
identify major stressors within the team. This can be facilitated with support from the 
Occupational Health Unit, Health and Safety and the Education, Training & 
Development Department. More information is available from Occupational 
Health/Human Resources. The link for the HSE Return to Work Stress Assessment 
can be found on the Occupational Health homepage. 

7 Policy detail/Course of Action 

 
7.1 To establish preventative measures for stress and promote health and wellbeing 

at an organisational level, the Executive team will establish, promote and maintain 
a culture of consultation, participation and open communication throughout the 
Trust, endorsing the ideology that promoting health and wellbeing and stress 
reduction is everyone’s responsibility. 
 

7.2 The Executive lead for Staff Health and Wellbeing will act as board level 
champion linked to the Staff Health and Wellbeing Group and will review the Staff 
Health & Wellbeing Strategy. This is a live document requiring ongoing monitoring 
of the action plan. This may include temporary or permanent initiatives such as 
the OH helpline to enable managers to discuss cases with an OH Advisor before 
making a referral and gaining advice on the appropriate action required. 
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7.3 Training programmes will be available to promote good management and team 
building skills for those with management and supervisory responsibilities to link 
with stress reduction.  
 

7.4  Opportunities will be provided for employees to maintain and promote health and 
wellbeing, through workplace initiatives with support from Occupational Health 
and other teams as appropriate. Periodic healthy work and lifestyle events will be 
organised providing a range of advice and information, including BMI, obesity and 
smoking as well as mental health factors. 
 

7.5 “Trigger events” may occur such as the death of an employee, adverse patient 
incidents/events such as suicide in a mental health unit or suspension and 
investigations within an area that may lead to staff going off work following a 
traumatic incident. Post-incident support through OH will be made available and 
known to the employee by the manager as appropriate to reduce stressful 
outcomes. 
 

7.6  Investigations and suspension of staff will be dealt with in a timely way to help 
minimise stress to those involved. Facilitated meetings or mediation will be 
considered where appropriate to resolve potential difficulties between staff. 
 

7.7  The Trust will comply with the Working Time Directive 2003 and will ensure that 
the work patterns of staff do not require individuals to work additional hours on a 
regular basis. Managers/Supervisors should monitor extra hours worked and 
should determine strategies to dissuade employees from working additional hours 
and remove the need for them to do so by the proper consideration of priorities 
and resources. 

8 Consultation 
 

8.1 Consultation for revisions of this policy will be undertaken through the Staff Health 
& Wellbeing Group, Health and Safety Committee and Partnership Forum 
(CUPAC). 

 
8.2 Any significant dissent against this policy that is flagged during the Consultation 

process should be highlighted to the Lead Director and documented in the Staff 
Health & Wellbeing meeting’s minutes. 

9 Training 
  
9.1 This Emotional Wellbeing Policy does not have a mandatory training requirement but 

the following non mandatory training is highly recommended:- 
 
9.2 A minimum advised level of training for managers is to undertake the e-learning on 

Managing Stress in the Workplace. This will enable managers to recognise any signs 
of stress in their staff and how to manage it. 
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9.3 The Leadership Development Framework will be reviewed to include different 
modules. Health and Wellbeing of staff will be developed as one of these modules 
so managers can consider and address the health and wellbeing needs of their 
staff. 

 
9.4 It is advised that all employees undertake stress awareness training through the e-

learning module Managing Stress in the Workplace. 
 

9.5 Education, Training and Development will support employees with appropriate 
training needs to help reduce symptoms of stress when required for an existing 
job or when moving to a new or changed role. The identification of appropriate 
training activities should be agreed at the start of a new post and reviewed 
annually in line with the Appraisal process. 

10 Monitoring Compliance and Effectiveness 
 

10.1  Each employee is responsible for notifying their manager of any specific incident 
that may cause or has caused undue pressure. Monitoring of potential stressful 
incidents for staff will be by Quality Governance through incident reporting, and 
brought to the attention of the Health and Safety Committee. Occupational Health 
will monitor sickness absence, individual cases and trends which will be brought 
to the attention of HR and managers. Managers are responsible for ensuring that 
appropriate assessments are undertaken as required to monitor their own areas. 
 

10.2  The Staff Health and Wellbeing Group (Appendix A) will be responsible for 
monitoring and feeding back appropriate information and concerns that are 
brought to the attention of the group, both to the Director of Human Resources & 
Organisational Development, Health and Safety Committee via the Head of 
Health and Safety and Security, and the Head of Corporate Governance as 
appropriate. 
 

10.3  The Staff Health and Wellbeing Group will be kept informed by Human Resources 
representation of short-term and long-term sickness levels due to stress, periods 
of non-attendance associated with stress or areas of particular concern. 
 

10.4  The Staff Health and Wellbeing Group will be responsible for monitoring 
compliance of areas undertaking stress audits, whether by choice or indicated by 
risk factors. Managers will be supported and monitored through the process until 
their responses to the action plans are completed. 
 

10.5  The Staff Health and Wellbeing Group will be responsible for providing 
appropriate feedback to the board via the Director of Human Resources & 
Organisational Development nominated as the Board Champion for health and 
wellbeing. The group will additionally provide feedback to managers/employees 
about issues relating to stress. Membership of the Health & Wellbeing Group 
includes key members involved in the management of sickness absence, linking 
Occupational Health, Human Resources, the employee and the manager. 
Additionally the Education, Training and Development team will inform the group 
of the results of the Staff Survey that may highlight areas of potential concern 
 

10.6 Education, Training and Development will act as a monitoring facility by reviewing 
the staff survey results in more depth and formulating action plans. 
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10.7  The full range of tasks and demands of a post should be set out clearly in the job 

description and risk assessment post outline and be available to the prospective 
employee at the recruitment stage so they are fully aware of the job expectations 
and their potential ability to cope with the demands. 
 

10.8  All references must seek information about the candidates’ sickness and absence 
records for the previous two years. All references prior to interview are checked 
by the Human Resources Department and should only be checked after the 
appointment has been offered. A work health assessment will be undertaken after 
the job offer and candidates are invited to inform Occupational Health of any 
health condition they have that may impact on their ability to undertake the role 
plus any adjustments they consider they may need to support them. 

 
10.9 For posts where it is recognised that a higher than normal level of pressure and 

stress exists, it is vital this is outlined in the job description risk assessment for 
prospective candidates to be aware of. They can then make an informed decision 
about their ability to undertake the role and consider what adjustment they may 
need if necessary. 
 

10.10 All employees must attend the Corporate Induction programme and be locally 
inducted into their jobs. Starting a new job can be a challenging time and a 
planned induction process will help reduce potential sources of stress and clarify 
expectations and integration into the new team. 
 

10.11  Attendance Management is part of regular meetings with employees. All episodes 
of non-attendance should be monitored and discussed at a return to work 
discussion with the staff member and underlying reasons identified. Advice should 
be sought from Occupational Health when this will aid the management process. 
 

10.12 Managers should arrange appropriate communication mechanisms with an absent 
employee upon receipt of a GP certificate which identifies stress related illness, to 
discuss any underlying causes and to arrange support and assistance if the 
absence is likely to continue. This is a very sensitive issue and it is the 
responsibility of the Manager to seek advice from the Human Resources 
Department and Occupational Health if appropriate. 
 

10.13 Following a stress related sickness absence, it is the responsibility of the manager 
to meet with the employee and agree a plan for their return to work in conjunction 
with Occupational Health and/or Human Resources. 

11 Links to other Organisational Documents 
 
Include all relevant documents that should be read in conjunction with the document e.g. 
legal, guidelines etc.  

The following policies and procedures link to possible stress related issues in the 
workplace and work with this policy to provide an integrated management approach to 
staff support. They can be found on the Trust Intranet. 
 
 
Policy / Procedure  
Appraisal Policy      
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Attendance Management Policy 
Bullying and Harassment Policy 
Capability Policy 
Conduct, Capability, Ill Health & Performance for Medical Staff Policy 
Disciplinary & Dismissal Policy & Procedure  
Equality, Diversity and Human Rights Policy 
Health and Safety Policy 
Incident Management Policy  
Management of Corporate and Local Induction Policy 
Staff Health and Wellbeing Strategy  
Recruitment and Selection Policy 
Rostering Policy for all Clinical Staff 
Security Policy 
Rapid Access to NHS services for Trust Staff Policy 
Volunteers Policy 
Flexible Working Policy  
Working time Directive (2003) 
Stress Audit Tool (Appendix E)  
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Appendix E HSE Stress Audit Tool 
Appendix F Financial and resourcing impact assessment on policy implementation 
Appendix G Equality impact assessment screening tool 
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Appendix A 

 

ISLE OF WIGHT NHS TRUST 
STAFF HEALTH AND WELLBEING GROUP 
TERMS OF REFERENCE  

 
Overview  
 
The Operating Framework recognises the health and wellbeing of NHS staff as a key driver 
for improvement to quality, innovation, productivity and prevention in services. NHS 
organisations are tasked with implementing the recommendations of the Boorman Review, 
the NICE public health guidance for the workplace, incorporating relevant parts of the 
Government’s Responsibility Deal and NHS Employers’ best practice guidance to deliver 
sustainable improvements to the health and well-being of staff.  
The Staff Health and Wellbeing Group will have authority to make recommendations and 
determine health and well-being actions to be taken, thus ensuring the Trust can evidence its 
progress in achieving the above objectives and to provide periodic reports to the Trust Board.  
 

Specific responsibilities  
 

• Annually review the Trust’s Staff Health and Wellbeing Strategy and agree an action 
plan with two main objectives each year to support this, ensuring that the focus is on 
the right areas and is sufficiently challenging to deliver tangible and sustainable 
health improvements  

• Review progress against the action plan including evaluation data, where available  
• Ensure that systems are put in place to promote the effective reduction of stressors 

throughout the organisation 
• Review progress against the Staff Survey Action Plans  
• On an agreed cycle, review Trust data such as rates and reasons for sickness 

absence, Occupational Health referrals, Staff Physiotherapy referrals, use of 
Employee Assistance scheme, participation in Trust health and wellbeing activities 
etc. and identify any areas or staff groups that may need more targeted health and 
wellbeing interventions  

• Celebrate successes and share current good practice 
• Review of the website and supporting communication strategies to ensure this is up 

to date and is reaching the widest possible audience.  
 

Accountability 
 
The Staff Health & Wellbeing group will be accountable to the “HR Performance Group”. This 
is chaired by the Executive Director of Financial and Human Resources who is accountable 
to the Trust Board for Staff Health & Wellbeing. 

 
Membership Group membership will be as follows:  
 

• Executive Director of Finance & Human Resources (accountable to Trust Board 
for HWB) 

• OH Manager with responsibility for health and well-being 
• HR Manager with responsibility for health and well-being 
• Health, Safety & Security & Back Care Team  
• Education Development & Training  
• Chaplaincy 
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• Staff Side Representative 
• Listening into Action Representative 
• Staff Activities Co-Ordinator 
• Communications Representative  
• Clinical Business Unit Representatives 
• Core Directorate Representatives  

 
Meetings 
 
Meetings will be held every two months and agenda items will include health and 
wellbeing, stress/emotional wellbeing and sickness absence updates. 
 
Working Practices 

 Agenda papers will be circulated seven days prior to meetings 

 Agenda items need to be sent to the Chair/Secretary in advance of the 
agenda being released 

 Meeting minutes will be produced and normally circulated to the group 
within two weeks of the meeting 

 Minutes of the meetings will be put on the health and wellbeing site on the 
Intranet. 

 A quorate will consist of four members. 
 
Examples of Work undertaken to be periodically reviewed 
 

 To benchmark the organization on stress-related issues. 

 To review the annual staff survey and link actions to issues and areas of concern. 

 To undertake reviews of the organisational and cultural systems that may be a 
cause of stress where appropriate. 

 To establish effective channels of communication with employees so they are fully 
informed of the work of the group. 

 To establish a robust mechanism for informing employees of actions and 
outcomes of work carried out with the aim of stress reduction 

 Telephone sickness absence triage/helpline service to support managers and 
employees off sick and managers of areas with high absence rates. 

 Staff Health &Wellbeing Strategy with annual action plan. Action lab group to 
specifically drive actions forward and progress initiatives. 

 Evolve the Workplace Wellbeing Charter standards to improve health and 
wellbeing in the organisation 

 
 
September 2002 
 
Revised: April 2003, September 2007, August 2008, February 2010, August 2011, 
January 2013, January 2016. 
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Appendix B  
 

EMPLOYING PEOPLE WITH MENTAL HEALTH PROBLEMS 
 
Introduction  
 
The Trust has made a commitment to encourage applicants who have experienced or 
are experiencing mental health problems and will undertake to provide practical and 
emotional support in the following ways:  
 
1. Supporting people to apply for posts  
The aim of the Trust is:  
 

 To increase access and support to posts within the Trust for people with 
experience of mental health problems by communicating the Trust Charter and 
promoting the service.  

 To provide confidential, non-clinical support and advice to individuals and 
managers through the recruitment process  

 To provide one to one support and group support to look at issues relevant to 
returning to work and working in mental health services  

 To develop work placements and volunteering opportunities within the Trust  

 To eliminate unintentional discrimination against people who experience mental 
health problems in the recruitment process  

 To work with Occupational Health to facilitate a smooth transition into work  
 
It is not the intention to identify specific posts to suit this target group, but to assume all 
posts are suitable if the individual meets the person specification. Positive discrimination 
will not occur i.e. individuals will be subject to open competition. (Equality Act 2010)  
 
1. Supporting managers when recruiting  
 
Recruitment and selection training is available in the core training programme for level 
four managers and above who are involved in the recruitment process. Training will be 
tailored to provide support to managers in respect of employing people with mental 
health problems. The following steps should be considered as part of management 
responsibilities:  
 

 To ensure that, as far as possible, posts and working environments enable people 
to remain mentally healthy  

 To consider any recommendations for adjustments to the work place/work 
practices, hours, etc. and decide if they are ‘reasonably practicable’.  

 To access support via Occupational Health, Human Resources and the 
employment service coordinator. An Occupational Health referral form is available 
in the Absence Management Policy  

 
2. Supporting new recruits with mental health problems who are making the 
transition into employment  
 
This support is provided by the employment service coordinator and includes:  
 

 Offering practical and emotional support to new staff  
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 Offering a mediation service between individual and manager to help with job 
retention  

 Offering work experience on a voluntary basis as an introduction to full 
employment  

 Support individuals to plan and develop their career  
 
3. Providing ongoing support  
 

 Through the provision of focus groups  

 Via the employment service coordinator  

 Providing expert advice  

 Conducting regular reviews through the management line  
 
The role of Occupational Health  
 

 Provides a confidential service to staff  

 Carries out individual, impartial health assessments for specific 
jobs/placements/training posts  

 Liaises with specialists, GP, support workers and managers as appropriate  

 Makes recommendations for adjustments in accordance with the Equality Act 
2010 – to work place, work patterns/practices, hours, travel, likely sickness 
absence and its duration.  

 Provides continuing support for the employee and their manager  

 Provides rehabilitation advice to help staff back to work after periods of sickness 
or changes in health.  

 Ensure that all staff are made aware of how to access the service and understand 
its role.  

 
The role of other staff  
 

 Need to have awareness of the needs of colleagues with mental health problems 
i.e. via training at induction, during other forms of training or as part of 
professional development planning.  

 Need to be aware of how their behaviour/attitudes may affect colleagues and 
increase stigmatization  

 Need to alert their manager if they identify a risk to staff or clients in relation to a 
colleague’s mental health problems.  

 
The role of the employee  
 
If a member of staff develops a mental health problem during employment, they are not 
required to disclose this information, unless it affects their fitness to practice. Where 
fitness to practice is in question longer term, this may lead to referral to the appropriate 
professional body, where relevant.  
If staff become in need of adjustments in relation to their condition, they are advised to 
inform either their manager or the Occupational Health department so that the Trust may 
fulfil its obligations under the Equality Act.  
An employee who is experiencing mental health problems will be assured of 
confidentiality of services to encourage disclosure of their problems. They may, in the 
first instance, approach their manager who will refer on to the appropriate advisory body 
if considered necessary. Support facilities are available through the following channels:  
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 Working Towards Wellbeing 

 Occupational Health Department  

 Workplace Options (Employee Assistance Programme) 

 IAPT Primary Care Mental Health Team via GP or self-referral 

 HR advisors  

 Trade Union representatives, if staff are union members.  
 
Staff may access help through any one of these channels and will not be judged in 
relation to how they approach this support.  
 
If things go wrong  
 
Some individuals will not manage to sustain a level of attendance or performance 
required, despite support being offered. In those circumstances managers are required 
to take advice from HR in terms of managing the exit process. 
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Appendix C  
 

GUIDANCE NOTES FOR STAFF AND MANAGERS 
 

1. Stress – some basic facts  
 
What is stress?  
 
Stress is what we experience when we perceive we cannot cope with the pressures and 
demands placed upon us. All work has its pressures and we all vary in our capacity to 
cope with different types of pressure. Some levels of pressure, even when high, can be 
motivating and a challenge and when we can respond effectively to pressure we are 
likely to achieve job satisfaction. However, pressures at a level we cannot cope with, or 
even in some cases too little pressure or challenge, are likely to result in stress for the 
individual. This document is concerned with the negative aspects of stress.  
 
2. Recognising signs of stress in the individual  
 
The physical and psychological effects are caused by the “fight or flight” response which 
is the mechanism designed to get us away from a perceived threat or danger.  
Some common signs of stress are listed below, however, be aware that experiencing any 
of these for short periods does not necessarily indicate that you are stressed. This is only 
likely to be indicated when one or more of these signs linger and you have some difficulty 
making adjustments to cope.  

 Persistent or recurrent signs – aches and pains, raised heart rate or palpitations, 
increased sweating, headaches, dizziness, blurred vision, skin, disturbed sleep 
pattern.  

 

 Changed behaviour – difficulty in concentrating or remembering things, unable to 
switch off, anxious, tearful, loss of creativity, making more errors, double checking 
everything, loss of interest in sex, change in eating habits, increasing use of 
tobacco, alcohol, coffee, drugs.  

 
When stress is experienced over long periods other signs can develop, for example, high 
blood pressure, heart disease, ulcers, anxiety, long term depression.  
 
3. Recognising signs of stress in the workplace  
 

 Be aware of the following possible signs:-  

 Increase in overall sickness absence – particularly frequent short term absences  

 Poor work performance – less output, lower quality, poor decision making, poor 
time-keeping, working longer hours but with diminishing effectiveness. Not taking 
annual leave.  

 Relationships at work – conflict between colleagues, poor relationships with 
clients, complaints  

 Staff attitude and behaviour – change in usual behavior, not being themselves or 
acting out of character, loss of motivation or commitment.  

 
4. Possible sources of stress in the workplace  
 
An individual can experience stress and deterioration in mental well-being when the day 
to day pressures or perceived demands upon them are greater than their ability to cope.  
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The following can be sources of stress in the work situation which can present a hazard 
to mental well-being.  

 Poor physical working conditions or job design  

 Excessive or uncontrollable workloads and/or conflicting work demands  

 Inconsistent and poorly communicating management  

 Tasks inappropriate to ability  

 Bullying and harassment  

 Organisational change and job insecurity  

 Lack of opportunities for personal growth  

 Lack of clarity or confusion about ‘role’  

 Poor working relationships  
 
Stress can also arise from the pressure people experience in their home and personal 
lives, e.g. bereavement, relationship or family problems, financial difficulties. These 
factors make people more vulnerable to stress at work. Often, the harmful effects of 
stress are caused by a combination of work and home stress.  
 
5. Getting help – self help and other support networks  
 

 Exercise – one of the best strategies as it uses up the chemistry your body 
produces for the very physically demanding response of running away or fighting 
– “Fight or Flight response”. So taking regular exercise that increases your 
heartbeat and breathing rate such as walking, swimming, playing sport, cycling 
and jogging will help to clear your body chemistry to a more normal balance 
again.  

 

 Relaxation – also very helpful as relaxing by doing something you enjoy will 
stimulate the para-sympathetic part of your nervous system and help restore 
balance again. Yoga, meditation, breathing techniques such as the 7/11 (see 
appendix D), and taking time for yourself. Enjoy leisure activities, hobbies and 
interests, socializing with friends or family, humour is helpful too!  

 Good health – eating healthily and sensibly avoiding quick “sugar fixes”, getting 
enough rest and avoiding the harmful effects of alcohol and tobacco  

 

 Talking – talking things through with friends or relatives can help. If problems do 
become too much, talking to your GP, Occupational Health or counselling 
services may help.  

 

 Time to think – giving yourself thinking time each day can help you manage your 
time and priorities, plan your time for the day or week ahead, prioritise what is 
important and work around this. Visualise what you need/want to happen and 
then consider where, with who and when to help you guide your plan.  

 

 Take a break - Taking short breaks at work throughout the day will make it easier 
for you to wind down at the end of the day. Plan regular holidays with at least one 
break of two weeks each year. This will help you regularly “service” yourself and 
allow time for renewal.  
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Other support options  
 
Most of us get help informally from family, friends and colleagues, but sometimes we 
may need to talk to someone who is outside the situation. If you are feeling under stress, 
it is better not to wait for the problem to build up, but to talk to someone straight away. A 
number of options are open to you:  
 

 If it is a work problem or a home problem affecting your work discuss it with your 
manager. He/she will then know the situation and treat the matter in confidence 
wherever possible. He/she may also recommend the involvement of Occupational 
Health or human resources.  

 

 If you do not wish to approach your manager you can contact Occupational 
Health 01983 534209, or the HR department on 01983 822099, or Staff 
Counselling Service, number available on the intranet or via OH.  

 

 Discuss how you feel with your GP or they can give you details of how to access 
the IAPT service for support and CBT if helpful.  

 

 You may have to deal with violent or distressing events in your work. The Trust is 
has in place critical incident stress debriefing arrangements which may be 
accessed through your manager.  

 

 If you are experiencing bullying and harassment at work you may refer to the 
Harassment and Bullying at Work (Dignity at Work Policy) and you may contact 
the Occupational Health Department, or Human Resources Department.  

 
If you belong to a trade union or staff association they may be able to provide support 
and advice  
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Appendix D  
7/11 BREATHING TECHNIQUE 

 
This is an effective, simple breathing exercise that can help to lower levels of anxiety or 
excessive emotional feelings. 
 
When we become emotional or anxious, the body responds with the “fight or flight” response 
releasing certain chemicals that heighten feelings of discomfort. This is a perfectly normal 
response to incoming information when our senses perceive something we might need to be 
cautious of, but is sometimes triggered by an inappropriate “pattern Match” and may happen 
in spite of our wish to stay in control.  
 
Sometimes the more we worry about something or focus on negative thoughts, the more it 
tends to control our emotions resulting in feeling anxious, panicky or even faint. Our 
imaginations can sometimes get the better of us by picturing something that might happen in 
the future, or going over something again and again that has already happened. The “fight or 
flight” response is also stimulated by excessive breathing in and can speed up the 
discomfort. 
 
By concentrating on your breathing and lengthening your “out breath” to be longer then your 
“in breath”, it can immediately have a relaxing effect on the part of your nervous system 
controlling the “fight or fight” response. By taking just a few moments to focus your attention 
on your breathing, notice how quickly you can feel more positive and calm, regaining a level 
of control over your physical and emotional well being. You can grade your level of anxiety or 
stress before you start on a scale of 1 – 10 (10 being worse) and then notice how you are 
able to lower this yourself by doing the breathing exercise. 

 
Sit somewhere preferably where you will not be disturbed whilst practising this, then in your 
mind count from one up to seven (quite quickly) as you breathe in. Then as you breathe out, 
count this time more slowly in your mind from one to eleven, so that the out breath lasts 
longer than the in breath. Repeat this five to ten times. 
It is helpful to practice this regularly at least 2-3 times a day at times when you are not feeling 
particularly anxious, this will help reinforce the process and build on feelings of being relaxed 
whilst doing the breathing technique. 

 
As you are breathing out and counting up to eleven, start to notice how your shoulders begin 
to drop down and your arms relax more into your lap, be aware of feelings of comfort. It is 
helpful also to picture in your mind somewhere special, like a favourite place such as a 
garden or beach, somewhere you know or just imaginary. Picture the colours and textures, 
sounds, smells and all the comforting things you like about the place. This image will help 
you be able to return to a more relaxed state and lower feelings of anxiety, particularly if you 
attach it to the breathing technique. 
Sometimes it is hard to just physically “relax” on demand and to make this easier you can 
first tense muscles and then let them go, such as clenching your fists and then letting them 
open and relax, next raise your shoulders and then let them drop back down and so on. 
The brain will quickly learn to pattern match this exercise with feeling more relaxed and with 
practice you can have more control over reducing feelings of worry and anxiety.  
 
Do it at times of difficulty such as before getting off to sleep, waking in the night or early 
morning, or before doing or going somewhere that is challenging for you.
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HSE STRESS AUDIT TOOL – RESPONSE ACTION PLAN BY DEPARTMENT MANAGER  Appendix E 
 

Please document all actions from your focus group report and complete the columns to state how and when these will be taken forward, email this form to Connie Wendes in 
Health Safety & Security within four weeks of receiving the outcome report. When you have completed all actions, inform Connie who will sign off the final column which will 
complete your audit. Please contact Connie if you require support with this. 
 

MANAGERS NAME:…………………………………..FOCUS GROUP REPORT AREA & DATE:…………………………… 
 

Action number. 
 

Recommended action from Focus 
Group 

Practical Solutions Who will take the 
work forward 

When Date staff 
will receive 
feedback 

Date action 
completed 
(C Wendes  

to complete) 

1. 
 
 

      

2. 
 
 

      

3. 
 
 

      

4. 
 
 

      

5. 
 
 

      

6. 
 
 

      

7. 
 
 

      

8. 
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Appendix F 
 

Financial and Resourcing Impact Assessment on Policy Implementation 
 
NB this form must be completed where the introduction of this policy will have either a 
positive or negative impact on resources. Therefore this form should not be completed 
where the resources are already deployed and the introduction of this policy will have no 
further resourcing impact. 

 

Document 
title 

Emotional Wellbeing Policy 

 

Totals WTE Recurring  
£ 

Non 
Recurring £ 

Manpower Costs nil nil nil 

Training Staff  nil nil nil 

Equipment & Provision of resources  nil nil nil 

 
 
Summary of Impact:  
 
There are no additional manpower, training or equipment and provision costs, the only 
resource required would be time spent on e-learning or seeking support from Occupational 
Health, Human Resources or other support services such as counselling which are already 
in place. 
 
Risk Management Issues:  

There are risks associated with not having this policy and the benefits are likely to reduce 
the need for sickness absence to stress or psychological reasons. 
 
Benefits / Savings to the organisation: 
 
Promoting emotional wellbeing has been shown to have positive effects on individuals, 
teams and patient care and reduce costs of sickness absence. 
 
Equality Impact Assessment 
 
 Has this been appropriately carried out?    YES  
 Are there any reported equality issues?    YES 
 
If “YES” please specify:  
 

Use additional sheets if necessary. 
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Please include all associated costs where an impact on implementing this policy has been 
considered. A checklist is included for guidance but is not comprehensive so please ensure 
you have thought through the impact on staffing, training and equipment carefully and that 
ALL aspects are covered. 

Manpower WTE Recurring £ Non-Recurring £ 

Operational running costs Nil Nil Nil 

     

Totals:  Nil Nil Nil 

 

Staff Training Impact Recurring £ Non-Recurring £ 

    

Totals: Nil  Nil  

 

Equipment and Provision of Resources Recurring £ * Non-Recurring £ 
* 

Accommodation / facilities needed Nil Nil 

Building alterations (extensions/new) Nil Nil 

IT Hardware / software / licences  Nil Nil 

Medical equipment Nil Nil 

Stationery / publicity Nil Nil 

Travel costs Nil Nil 

Utilities e.g. telephones  Nil Nil 

Process change Nil Nil 

Rolling replacement of equipment Nil Nil 

Equipment maintenance Nil Nil 

Marketing – booklets/posters/handouts, etc Nil Nil 

   

Totals: Nil  Nil  

 

 Capital implications £5,000 with life expectancy of more than one year. 
 

Funding /costs checked & agreed by finance:                     N/A 

Signature & date of financial accountant:        

Funding / costs have been agreed and are in place:  

Signature of appropriate Executive or Associate Director:  
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Appendix G  

 
Equality Impact Assessment (EIA) Screening Tool 

 

 
1. To be completed and attached to all procedural/policy documents created within 

individual services. 
 

2. Does the document have, or have the potential to deliver differential outcomes or affect 
in an adverse way any of the groups listed below?  
 
If no confirm underneath in relevant section the data and/or research which provides 
evidence e.g. JSNA, Workforce Profile, Quality Improvement Framework, 
Commissioning Intentions, etc. 
 
If yes please detail underneath in relevant section and provide priority rating and 
determine if full EIA is required. 

 

Gender 

 Positive Impact Negative Impact Reasons 

Men Yes   

Women Yes   

Race 

Asian or Asian 
British People 

Yes   

Black or Black 
British People 

Yes   

Chinese 
people  

Yes   

People of 
Mixed Race 

Yes   

White people 
(including Irish 
people) 

Yes   

 
People with 
Physical 

Yes   

Document Title: Emotional Wellbeing Policy 

Purpose of document To promote health and positive emotional wellbeing for all staff 

Target Audience All staff 

Person or Committee undertaken 
the Equality Impact Assessment 

Di Eccleston Joint Head of Occupational Health, Staff Health and 
Wellbeing Group 



 

Emotional Wellbeing Policy  
Version No.6.0   Page 27 of 28 

Disabilities, 
Learning 
Disabilities or 
Mental Health 
Issues 

Sexual 
Orientat
ion 

Transgender Yes   

Lesbian, Gay 
men and 
bisexual 

Yes   

Age 

Children  
 

Yes   

Older People 
(60+) 

Yes   

Younger 
People (17 to 
25 yrs) 

Yes   

Faith Group Yes   

Pregnancy & Maternity Yes   

Equal Opportunities 
and/or improved 
relations 

Yes   

 
Notes: 
 
Faith groups cover a wide range of groupings, the most common of which are Buddhist, 
Christian, Hindus, Jews, Muslims and Sikhs. Consider faith categories individually and 
collectively when considering positive and negative impacts. 
 
The categories used in the race section refer to those used in the 2001 Census. 
Consideration should be given to the specific communities within the broad categories such 
as Bangladeshi people and the needs of other communities that do not appear as separate 
categories in the Census, for example, Polish.  
 
3. Level of Impact  
 
If you have indicated that there is a negative impact, is that impact: 

  YES NO 

Legal (it is not discriminatory under anti-discriminatory law)   

Intended   

 
If the negative impact is possibly discriminatory and not intended and/or of high impact then 
please complete a thorough assessment after completing the rest of this form. 
 
3.1 Could you minimise or remove any negative impact that is of low significance?   Explain how 
below: 

 
 

3.2 Could you improve the strategy, function or policy positive impact? Explain how below: 

 
 

3.3 If there is no evidence that this strategy, function or policy promotes equality of opportunity or 



 

Emotional Wellbeing Policy  
Version No.6.0   Page 28 of 28 

improves relations – could it be adapted so it does?  How? If not why not? 

 
 

Scheduled for Full Impact Assessment Date: 

Name of persons/group completing the full 
assessment. 

 

Date Initial Screening completed  

 


