
Health, Safety & Environmental Documentation

Prevention of Occupational Stress

Policy and Procedures

POLICY FOR MANAGING OCCUPATIONAL STRESS

This policy statement and accompanying procedure apply to all Divisions and locations within this Company.

The Company recognises that excessive and uncontrolled stress at work is harmful to the health of employees.  To ensure this hazard is controlled to a satisfactory level, the Company will implement a Procedure for Managing Occupational Stress.  The aims of this Procedure are:-

· to ensure managers are aware of occupational stress issues

· to help identify uncontrolled stress in employees

· to encourage an environment where stress issues can be discussed without prejudice in a sympathetic and positive manner

· to help identify measures to be taken to reduce occupational stress to acceptable levels

· to provide guidance when further assistance is required

The Board of Directors shall consider on a regular basis the implementation of this Policy and associated Procedure.  Where deemed necessary, the Board of Directors shall instigate appropriate corrective actions through Divisional and/or Safety Management and shall further ensure that such actions are effective.

Signed: ............................................

Managing Director

1.
WHAT IS OCCUPATIONAL STRESS - BACKGROUND

1.1
Definition - “Stress is the reaction people have to excessive pressures or other types of demand placed upon them.  It arises when they worry that they can’t cope”.  (HSE).

1.2
Stress can involve a wide range of physical and behavioural effects.  These are discussed further in Section 2.  These effects are usually short-lived and cause no lasting harm.  As the pressure recede, there is a quick return to normal.

1.3
However, in some cases where pressures are intense and continued for some time, the effects of stress can be more sustained and lead to longer-term physiological problems and physical ill health.  This type of uncontrolled stress if the major area of concern.

1.4
Every job has it’s own unique tasks, responsibilities, authorities and problems.  The pressures and demands these place on use are an inevitable and unavoidable part of working life.  Some pressure can be a good thing and be a positive help to job performance.  Overcoming challenges can help to motivate, provide a sense of achievement and contribute to job satisfaction.

1.5
However, the ability to cope with work pressures varies from individual to individual and nobody has limitless ability.  There comes a point when any individual feels they can no longer cope.

1.6
The situation may be complicated by pressures which people are experiencing outside work in their home and personal lives. There may be issues such as bereavement, family sickness, marital or relationship problems or financial problems.  Although these factors are beyond employers responsibilities for work-related stress, they may in themselves make employees more vulnerable to stress at work or directly affect work performance.

1.7
There is no specific health and safety law for occupational stress.  However there are three regulations considered to be applicable:-

i. The Health and Safety at Work Act - employers have a general duty to ensure their workplace are safe and without adverse health effects.

ii. The Management of Health and Safety at Work Regulations - employers must assess the nature and scale of risks to health in their workplace and implement suitable control measures.  In this context, occupational stress is considered to be a workplace hazard requiring risk assessment.

iii. The Disability Discrimination Act - employers may be prosecuted if they dismiss employees ‘disabled’ by stress-related illness.

2.
THE SIGNS OF STRESS

2.1
Just as the individual’s ability to control stress can vary, so too can the signs that indicate there may be a stress related problem.  There may be any combination of the following effects, broadly separated into physical and behavioural effects:-


Physical

· Increased heart rate

· Increased sweating

· Migraines and headache

· Dizziness

· Blurred vision

· Aching neck and shoulders

· Skin rashes

· General lowering of infection resistance

· High blood pressure

· Heart disease

· Thyroid disorders

· Ulcers

· Sickness and diarrhoea

· Loss of appetite


Behavioural

· Increased anxiety and irritability

· Increased alcohol or caffeine consumption

· Increased smoking

· Sleeping difficulties

· Loss of concentration

· Inability to deal calmly with everyday situations

· Loss of motivation and commitment

· working increasingly long hours for diminishing returns

· Erratic or poor timekeeping

· Increase in sickness absence (especially frequent short periods)

· Tension and conflict with work colleagues

· Poor relationships with customers and suppliers

· Increased disciplinary problems

· Reduction in work output or quality

· Increase in wastage or error rates

· Poor decision making

· Deterioration in planning, control of work and use of time

· Increased aggression

· Becoming withdrawn, argumentative or unsociable

· Increased resentment of advice or constructive criticism

· Reduced willingness to co-operate

· Changes in personal presentation.

2.2
Most managers are not trained physicians or psychologists.  Therefore we must be careful in reading too much into signs (or not enough) and jumping to incorrect conclusions.  Many of the signs may be caused by factors other than stress.  Factors outside of work may also be very relevant.  We must consider all these factors that may indicate stress is a problem - the person themselves the nature of the job, past performance, company changes, signs of stress, problems out of work, relationships with colleagues and others that their job brings them into contact with and what the person themselves have to say about their work situation.

2.3
However, managers do need to ensure that the problem of work-related stress is understood and taken seriously.  A flippant management approach, “You think you’ve got problems - what about me...” or “Pull yourself together” are more likely to cause even more problems.

2.4
By it’s very nature, stress can be a very personal and sensitive issue.  It is essential that employees do not see excessive stress as their personal problem but as an issue that managers and the organisation as a whole are committed to addressing.  It is important that individuals are not make to feel guilty or inadequate about their stress problems and are encouraged to seek the support they need.  The stigma of ‘cannot cope with the job, cannot work under pressure and therefore unsuitable’ must be moved.

2.5
Employees may find it difficult to talk openly to their immediate manager about stress issues and if so the involvement of a neutral ‘third party’ is to be encouraged.  In some cases this might need to be a trained stress counsellor appointed by the Company.

3.
THE CAUSES OF STRESS

3.1
Just as the symptoms of stress and their effect on the individual are wide and varied, so too are the causes.  The following is a guide to the sort of issues that can lead to uncontrolled stress.  Remember that more than one cause may be applicable and factors outside of work may be relevant.

· The job pressure pile on top of each other and/or are prolonged

· People feel unable to exert any control over the demands placed on them

· People are confused by conflicting demands made on them

· There is uncertainly about their work, their objectives or their job and career prospects

· Work schedules are inflexible and over-demanding

· There is conflict between individuals, including harassment or bullying

· Staff feel they are treated with contempt or indifference

· Staff feel there is a lack of understanding, communication and leadership from managers or 

supervisors

· Physical conditions in the workplace such as excessive noise, vibration, heat, humidity or the 

presence of toxic, dangerous or nuisance chemicals which are not adequately controlled

· Fear of significant organisational and/or job content change

· Fear of down-sizing or redundancy

· Fear of a changing working environment and technological advances

· Excessively boring or repetitive tasks

· Making decisions outside of their perceived limits of authority and responsibility

· Being under or over-trained for their job

· Difficulty in balancing home and work commitments

· A feeling that their work and contributions is under-valued particularly in comparison to their peers

3.2
Employees are different in their tolerance of the factors that cause stress.  Some may find a repetitive job to be ‘comfortable’, others may find it stressful.  Each employee needs to be considered on an individual basis when assessing likely causes of stress.

4.
THE MANAGEMENT OF OCCUPATIONAL STRESS

4.1
A degree of stress in most jobs is unavoidable and the management of stress does not need to crease a ‘stress-free’ workplace.  The management issue is to prevent harmful level of work-related stress for their employees.

4.2
The Company must create the right environment for stress issues to be discussed.  To re-iterate the key points:-

i. Managers must watch and listen for indication of excessive levels of stress in their staff (Section 2).  Where there are indications, or a manager is approached directly by an employee requiring assistance, the problem must be understood, taken seriously and dealt with promptly.

ii. The problem and the employee must be handled in a fair, sympathetic, objective, discrete and positive manner.  Consideration should be given to use of a third party or trained counsellor where this is beneficial.

iii. Managers should be aware of the Company Policy for Managing Occupational Stress and use this Procedure for guidance.

iv. Employees should be encouraged to raise stress problems without feeling guilty and in the knowledge the issue will be taken seriously, examined fully and acceptable remedies implemented.  They should be involved in any decisions about action to be taken.

4.3
The causes of stress (Section 3) provide a good indication of possible remedies and measures for controlling work-related stress to an acceptable level.  Many of the methods for controlling work-related stress could be regarded as normal good management techniques.

4.4
General Management and Culture:-

· clear Company objectives

· good two-way communications

· employee involvement, particularly during periods of organisational change

· management support and suitable training and development of staff

· matching jobs with abilities and motivations of employees

· credit for employees who perform well

· consistent management style

· defined job objectives and responsibilities

· an open management attitude about jobs and problems

· opportunities for staff to contribute ideas, particularly in relation to their own jobs

· careful management of changes to work environment, job content, work pattern and technological advances

4.5
Job Design:-

· well defined tasks and responsibilities

· variety where possible, or consider job rotation

· proper use of individual skills

· workload and pace that are stretching but reasonable

· planned and agreed work schedules

· flexible work schedules where possible

· adequate control of work-related hazards

4.6
Work Relationships:-

· training in interpersonal skills where applicable

· effective systems for dealing with personal conflict, bullying, sexual or racial harassment or any unfair discrimination

· agreed grievance and disciplinary procedures

· proper investigation of employee complaints

4.7
Time Management:-

· training in the effective use of time at work

4.8
The root cause of problems in the workplace may be due to stress caused by factors outside of work.  Section 1.6 discussed some possibilities.  These external causes can only be identified by sensitive and confidential discussions with the employee.  Similar discussions with the employee’s work colleagues may also be beneficial in highlighting external causes of stress.  In these circumstances, the Company may not be able to offer direct assistance but may suggest help from a general practitioner or counsellor.  The Company must remain sympathetic throughout.

4.9
Having identified there is an occupational stress problems and investigate the likely cause(s), the Company must implement, so far as is reasonably practical, suitable remedial action.   The employee should be involved in this process.

4.10
Managers need to monitor the remedial action to ensure it is effective and that levels of stress are reduced to an acceptable level.  The employee should be involved in this assessment.  f the action is not effective, further review and new measures will be necessary.  It may be beneficial to involve third party or external assistance in such cases.

4.11
For severe problems, employees should be encouraged to see their General Practitioner.  Professional counselling may also be considered.

4.12
If a period of sick leave is recommended, try to keep in touch with the employee and their doctor.  With both their agreement, the employee may be able to return to work to do part of their job or work reduced hours before a full return.  Management should be as flexible as possible.

4.13
If work-related sources of stress cannot be controlled, it may be appropriate to move the employee to an alternative job.

4.14
Individual stress management training may be appropriate for particularly vulnerable employees, although this is not mandatory.

4.15
The Company does not have to provide stress counselling, but this may be beneficial in some cases.

4.16
Remember that managers are employees too an dare not exempt from excessive levels of stress.  If you recognise any of the indications in yourself, discuss with your immediate manager.

5.
FURTHER ADVICE

Publications
· Help on Work-Related Stress


INDG281 - HSE

· Stress at Work - A Guide for Employers
HS(G)16 - HSE

· Info Times Stress Manager - www.sundaytimes.co.uk/news/pages/resources/stressmanager
Assistance

· Independent Insurance and First Business Support should be advised of potential problems, particularly if claims, job movement or dismissal are possibilities.

· Employment Medical Advisory Services (listed under HSE) for general guidance.

· The Health Education Authority (0171 413 1991) - advice on mental health.

· EAPA (0800 783 7616) - advice on employee assistance programmes.

· British Psychological Society (0116 254 9568) - advice on choosing counsellors and consultants.

1.
INTRODUCTION

Stress is a major contributor to sickness absence and absenteeism.  The Health and Safety Executive estimates that 91 million working days are lost to mental illness every year.

Stress, in itself however, is not an illness.  Some people thrive on it and find it pleasurable, for example, participants in sport, entertainment, or politics.  However, individuals have different levels of tolerance to stress, and if exceeded, mental distress may result.  Reaction to stress may depend on a person’s social, genetic, cultural, environmental, and physiological factors.

Much chronic ill health and many days lost from work result from stress and this costs money.  Therefore, it makes good business sense to ensure, as far as it is reasonably practicable that excessive stress does not arise in the workplace through the failure of management to provide reasonable working conditions.

Apart from the physical environment, good working practices are important as well as effective grievance procedures.

There are various occupational factors that can cause stress.  It is also worth bearing in mind that problems may be brought into the job from home.

2.
POLICY STATEMENT






is responsible for the provision of a safe and healthy working environment for its employees.  

recognises that it has an obligation to strive to eliminate the risks posed by excessive stress in the workplace.




will therefore:-

a) Endeavour to minimise the risks to employees by providing a safe and healthy working environment, including analysing job organisation and redesigning jobs where appropriate.

b) Provide training facilities for managers and employees to enable them to identify stresses and deal with them effectively.

c) Encourage the development of good personal, professional and industrial relations.

d) Value and give recognition to its employees.

e) Investigate known causes of workplace related stress and implement measures to deal with the problems as effectively as possible.

f) Provide access to counselling facilities through the Occupational Health Scheme.

3.
HOW STRESS DEVELOPS

Stress at work can be caused by a few or several different factors, usually from a combination of the following groups:-


Physical Environment



Type of Work


Noise






Repetitiveness


Space






Relentlessness of pace


Temperature





Inconsistency of pace


Light






Underwork


Health and Safety Standards

The above two groups are easily identifiable.  For example, work on VDU’s can be very stressful when any of the above conditions are not right.  Complying with the Code of Practice on VDU’s ensures that the right conditions are met which in turn reduces the chances of suffering from occupational stress as well as reducing the risk of injury.


Psychological Environment


Financial Security

Historically,


employment has been seen as a secure environment, however, 



for example, has led to insecurity in the employment field for both officers and manual workers.  Insecurity of work tenure leading to financial insecurity is a factor detrimental to health.


Job Definition

With any work it is essential that the requirements of the job be defined with a clear understanding as to whom the person is responsible.  Uncertainty in this are can be a major cause of stress and the results of this may be considered by others to imply inadequacy for the job when the real trouble lies in lack of clarity from higher management.  It is also important that the area of decision making attached to the job be clearly defined via the job description.


Over Promotion

Stress, anxiety or breakdown may follow from duties or responsibilities beyond a person’s capacity.


Lack of Communication and Consultation

This is an all common failing.  Much could be said about the need for developing realistic methods of consultation and communication.  The morale of an organisation is correlated to the quality of concern expressed by senior management for the people they employ


Violence

Some employees spend their working days dealing with violent or potentially violent clients or service users.  Fear of these type of situations can place undue stress on the employee.


Domestic Situation

Recognition that domestic circumstances can add to stress levels in the workplace.

4.
SYMPTOMS

Stress can manifest itself in a variety of symptoms and may include all or some of the symptoms listed below:-


Psychological





Physical


Tension





Headaches


Anxiety





Palpitations


Impaired concentration



Chest pain


Depression





Loss of appetite


Pre-occupation




Disturbance of sleep


Suspicion





Loss of sex drive


Self-criticism





Psychomastic disorder ie., a physical disorder


Actual psychiatric disorder



with psychological overtones such as a duodenal









ulcer or asthma


Behavioural


Individual Symptoms


Withdrawal


Irritability


Alcohol abuse


Poor timekeeping


Accident proneness


Absenteeism


Sickness


Deterioration in quality/quantity of work

Stress can result in problems on others.  This in turn may cause:-


a)
stress amongst staff who have to cover for absent colleagues;

b)
stress amongst staff who have to make up for the reduced efficiency of stress-impaired colleagues.


Group Behavioural Symptoms


Increased sickness absences


Absenteeism


Increased labour turnover


Poor productivity


Frequency of grievances


Increased accident rate

5.
ATTITUDE OF MANAGEMENT

A key problem in the management of stress is diagnosis with many sufferers not admitting they have a problem, partially through fear of discrimination.  Perceived stigma and discrimination still attached to those affected by mental illness in general results in many people being reluctant to disclose such problems to employers.

Many are unlikely to admit suffering since they are concerned that if they leave a job through mental illness and an inability to cope that their chances of returning to work may be very slim.  This underlines the importance of absolute confidentiality on counselling services.

Management must recognise and communicate that pressure of work can trigger illness, that stress and illness can be related and that it does not indicate weakness, incompetence, or laziness.

Managers need to recognise that each individual has a different level of stress management, therefore, each case has to be dealt with individually with no stigma attached to those who are perceived as not being able to deal effectively with stress.

6.
ADDRESSING THE ISSUE

Early recognition of stress if of great importance.  There is considerable evidence that early intervention reduces long term illness.  Intervention prior to a crisis situation, before the individual is regarded as ill or defines themselves as ill, may well have the best results.  Management must appreciate that they have a clear role to play and this can be achieved by considering the following:-

· Improving physical work environment

· Analysing job organisation and re-design jobs where appropriate

· Clarifying job roles

· Overhauling organisational structure

· Reviewing management styles and practices

· Encouraging participation and control in all areas of work

· Assessing co-ordination and communication systems

· Encouraging the development of good personal, professional, and industrial relations

· Valuing and giving recognition to employees

· Making adequate preparation for planned change

There are no easy remedies that can successfully be applied because of differences in personalities, leadership styles, management philosophies and culture.  Each management department


needs to identify and analyse its own problems and develop appropriate action plans with the staff involved.  This may include:-

a) group problem solving to discuss perceived stresses and put forward suggestions for appropriate action.

b) increasing awareness of stress problems so that they are more easily identified

c) developing a supportive culture and improving coping techniques

Group problem solving can help develop co-operation, team spirit and sharing standards and aims; so it needs to be encouraged as a legitimate management practice.  It works best in a relaxed and positive atmosphere in which conflict and resistance can be reduced by using an open and exploratory style.  

an informal context would be preferable to give times to debate problems rather than squeezing further meetings into an already hectic day.  To work well, any problem-solving process should incorporate a number of important features such as senior management commitment to discussing and implementing appropriate changes, emphasis on preventing stressful situations rather than coping with them.

7.
DEALING WITH THE HARMFUL EFFECTS OF STRESS

Advice, either in the form of simple instruction or counselling, can enable an individual to recognise stress symptoms within themselves at an early stage.  As a result, they may be able to take action to lessen the causes of stress.  Self-awareness increases an individual’s tolerance to stress.

With good supervision it may be possible to prevent a full-blown situation.  For this, an organisation must have good communications and an early warning system based on the features as described earlier.

If a situation does become critical it should be remembered that, at work, it is frequently a group reaction although it may be recognisable in only one or two employees.  Calm and patience are required.  It is imperative to be a good listener and advice should not be offered unless it is required.  It may be beneficial to remove the person(s) from the scene or turmoil even for a short period.

Medical advice from the patient’s own GP or through the Occupational Health Doctor may be required in assisting an individual who has been away from work as a result of such an episode to return to work.   An interview prior to recommending work may identify any continuing problems which can hopefully be alleviated.

Proper treatment should be aimed at removal or easing of the causative factors but if this is impossible then it may mean management considering moving the individual concerned to an environment where they are able to function satisfactorily.  This may even entail a change of occupation which will be dealt with through ill health redeployment.


Helping Yourself


Everyone can help themselves in the following ways:-


a)
Try to recognise signs and symptoms of stress in yourself and others.


b)
Identify the stressors.


c)
Organise your time - don’t take on more than you can cope with.

d)
Keep fit.  Take regular exercise.  Regular exercise taken in moderation can release tension and reduce stress.

e)
Avoid over-indulgence in the use of stimulants, ie., alcohol, smoking, eating etc.  Initially, the use of these substances may make you feel better but in the long term they may make you worse.

f)
Try to relax.  Find a sport, recreation or hobby which absorbs your attention without taking over your whole being.

8.
FURTHER ADVICE

Resources on stress are available in the form of packs, books and videos.  These can be borrowed from Health Promotion Units free of charge.

The following lists give a selection of resources available in the Health Promotion Unit based in Halifax.  The unit is part of the NHS Healthcare Trust.

Libraries will have some books on stress but a wider range of materials are available from the Health Promotion Unit, including training packs which can be used with groups.

The following list only has a selection of resources held by the Unit as there are a wide range of overlapping topics such as coronary heart disease, time management, assertiveness, exercise, listening skills, bereavement and many others:-


Prevention of Mental Ill Health in the Workplace

edited by R Jenkins and N Coney


HMSO 1992

a book which gives an overview of current thinking about the causes of stress and what can be done in the workplace to prevent mental ill health.  Gives encouraging data on what can be achieved in reducing sickness absence and improving performance, and ways of putting prevention into practice.


ABC of Mental Health in the Workplace

Department of Health 1995

A resource pack for employers with information about mental health problems including stress and how to prevent it having harmful effects.

The Complete Guide to Stress Management

Dr C Patel


Optima 1989

A useful and easy-to-read book which covers the effects of stress and what individuals can do to protect themselves.

Stress Management

D Clarke and S Palmer


NEC 1994


A recently updated training pack on stress.


Action on Stress at Work

M Jee and M Reason


HEA 1988


Information and ideas on managing stress at work and maximising productivity.


Handling Stress

Open University 1992


A comprehensive teaching pack with activities for groups.


Stress at Work

Heart of the City (Sheffield)


Sheffield 1993


Offers guidance and ideas for planning stress and relaxation work with individuals and groups.


Relaxation Training Pack

Lee Adams and Smith


PH Promotions 1991


A step by step guide for anyone who wants to learn to relax themselves or to teach others.


Living Skills Handbook
A pack which includes a variety of tasks to develop skills for interactions with other people in everyday life.  Useful for individuals or training groups.

Positive Stress at Work

M Sills and A Aris


HEA 1995


Enables individuals and organisations to recognise both the positive and negative potential of stress.


Beating Stress at Work


Ann Woodham


HEA 1995

An examination into the causes of stress at work and in the home and strategies to improve stress management.


Mental Health at Work

M Floyd, M Povall, and G Watson


JKP 1994


A useful book with various articles on employment and rehabilitation.


Action Pack on Mental Health and Employment

MIND Publications 1991

Gives information and advice on good practices for employers on dealing with mental health issues.


For more information about borrowing resources, please contact the resources officer at:-

The first time you borrow resources you will need some form of identification.  Health Promotion Specialists are available to assist in planning a programme of action to reduce stress.


Courses

The Health Promotion Unit also run courses on stress which are suitable for those who have a role in helping others to reduce the harmful effects it can have on individuals and workplaces.  These courses are free at present.


Lesley Hedges, Convenor, Stress at Work Group


Calderdale Health Promotion Unit


Other Sources of Help


Further advice about dealing with stress can be obtained from the following associations:-


The Foundation for the Promotion of Occupational Health



and Mental Health Welfare


Billing Road


Northampton, NN1 5AL


International Stress and Tension Control Society (ITSC) UK Branch


The Priory Hospital


Priory Lane


London, SW1 5JJ


Look After Your Heart - Look After Yourself

Provides information and courses on health topics such as physical activity, diet, alcohol, smoking and stress.  Their contact address is:-


Look After Your Heart



Look After Yourself Project Centre


Christchurch College


Canterbury


Kent, CT1 1QU

The Work Research Unit

This Unit focuses on all the human aspects of work including employees involvement, job design, work stress and what causes it, pattern of working hours and payment systems.  It provides an information service, organises conferences, and monitors developments in the human aspects of change.  It also offers free advice and assistance to both managers, trade unions, professional institutions and researchers.  Their contact address is:-


WRU


ACAS (Advisory Consolidation and Arbitration Services)


27 Wilton Street


London, SW1


Tel: 071 210 3000 (for the information service)


Tel: 071 388 5100 (for general enquiries)

Medical Disclaimer

	I
	
	of
	

	

	

	


Do hereby authorise 



or their representative to disclose details of my 




to my employer




where this may relate to my occupation.

I understand that any medical condition unrelated to my occupation will remain completely confidential.
	Signed
	

	Date
	


PLEASE ARRANGE COMPLETION FOR:

MR/MRS/MISS

NAME IN FULL (including former name if changed since the accident)

DATE OF BIRTH

ADDRESS OF POSTCODE (including former address if changed since the accident)

	

	

	


DATE OF ACCIDENT

HOSPITALS ATTENDED: (record numbers if known)

If a private hospital, the name of the consultant concerned (state if only for physiotherapy or for x-ray at GP request).

	

	


GENERAL PRACTITIONER’S NAME AND ADDRESS

	

	


PATIENT’S TELEPHONE NUMBER OR NUMBER WHERE A MESSAGE MAY BE LEFT:

HOME:





WORK:

There is no question of litigation against the hospital, member of staff or the Area Health Authority.  This also applies to the patient’s GP.

FORM OF CONSENT

I, 

of

hereby consent to disclose of my Hospital records and x-rays concerning my accident to:

	Signed:
	


I consent to disclose of my General Practitioner’s records to:

	Signed:
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