Exeter College

Stress at Work Policy
1. Introduction

Being under some pressure can often improve performance and be beneficial, but when demands and
pressures become excessive and/or prolonged they may lead to stress. This may have an adverse impact on
individual wellbeing (both at work and at home), as well affecting their performance, and the wider
working environment.

Exeter College is committed (as far as is practicable) to promoting the health, safety and wellbeing of all our
staff. We recognise that workplace stress is a health and safety issue and acknowledge the importance of
seeking to identify and reduce stressors in the workplace constructively and at an early stage.

This policy is not contractual but aims to set out the way in which Exeter College plans to deal with the
issues of stress at work.

2. Scope of this policy

As stress can affect anyone, at any level in the organisation, this policy applies to all employees, regardless
of grade, contract type, or working pattern. It should be read in conjunction with related College policies
and procedures, as outlined at the end of this document.

3. Aim of this policy

Exeter College aims to provide a positive and supportive working environment where stress is not seen as a
sign of weakness or incompetence, and where employees who believe they are experiencing negative
effects from stress feel able to approach their managers, in confidence, in order that the necessary support
mechanisms can be put in place. In addition, we aim to assist those who may be experiencing adverse
effects from workplace or personal stress by offering confidential support.

This policy therefore seeks to:

set out the College’s approach to preventing, identifying, and managing work-related stress.

clarify responsibilities in relation to stress management.

raise awareness of this issue, and how it can be recognised.

outline what support is available.

4. Definitions

The Health and Safety Executive (‘HSE’) defines stress as "...the adverse reaction people have to excessive
pressures or other types of demands placed on them..."
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Work-related stress arises when the demands of the job exceed a person’s ability to cope with them,
taking into account their skills, experience, and the support available to them. It is a mental health issue
which can affect anyone, and it can be caused by a variety of factors including: heavy (or light) targets and
workloads; insufficient resources; ineffective equipment or tools; long working hours; rapid change and
uncertainty; harassment or bullying in the workplace; and boredom.

The HSE’s Management Standards summarises these factors as: demands, control, support, relationships,
role, and change.

However, stress may also be the result of personal, non-work-related pressures such as ill-health, and/ or
personal, financial or legal problems.

Stress itself is not an illness, but prolonged exposure to unmanaged stress can lead to mental and physical
health problems. The symptoms of stress might include: frequent short-term absences; reduced efficiency;
minor ailments such as headaches/ migraines; reduced appetite; tiredness; sleepless nights; anxiety
attacks; irritability; and increased smoking or drinking. There may also be more serious issues such as heart
disease, raised blood pressure, ulcers, excessive drinking and depression.

It is important to bear in mind that stress may come under the definition of "disability". If, in individual
circumstances, a medical report confirms this to be the case, as with other disabilities, we will take steps to
make reasonable adjustments which may be recommended.

5. Principles

The College’s approach to managing stress at work is based on a number of principles, including:

stress prevention is a shared responsibility between the College, managers, and staff.

- early identification and intervention are key to preventing stress-related illness.

- open communication and supportive management practices are essential, as far as is practicable.

- no member of staff should be treated less favourably for raising concerns about stress or mental

wellbeing.

6. Responsibilities
Legislation requires us to take reasonable steps to look after our employees' mental health and welfare.
This means that we need to ensure that they do not have excessive demands placed on them by their jobs.
As work-related stress may also be caused by bullying, harassment and/or violence, we aim to provide a

working environment that is, as far as is reasonably practicable, free from these influences.

However, we are entitled to assume that all employees can cope with the normal day-to-day pressures of
their job: if this is not the case, they have a duty to inform us.

In applying this policy, we recognise the following responsibilities:
The College
The College will, as far as is practicable:

- provide a safe and healthy working environment.

- identify and assess risks related to work-related stress.
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take reasonable steps to reduce or control identified risks.
provide training, guidance and support for managers and staff.

promote a culture that supports wellbeing and work-life balance.

Managers and Supervisors

Managers are responsible for:

creating supportive and inclusive working environments.

ensuring that workloads, deadlines and expectations are reasonable.

being alert, where possible, to signs of stress in their staff and/or themselves.

responding promptly and sensitively to concerns about stress, to prevent problems from escalating.
carrying out, and reviewing, stress risk assessments where appropriate.

supporting staff who are experiencing stress, including making reasonable adjustments where
appropriate, and signposting sources of support.

Employees

All employees are expected to:

take reasonable care of their own health and wellbeing.
raise concerns about work-related stress at an early stage.
engage constructively with managers and support services.
follow agreed measures to reduce and/or manage stress.

support colleagues who may be experiencing work-related stress, and encourage them to talk with
someone about it.

HR Manager and Health, Safety & Maintenance Administrator

As appropriate, one (or both) of the HR Manager and/or the Health, Safety & Maintenance Administrator

will:

7.

7.1

advise managers and staff on this policy, and related procedures.
support stress risk assessments and case management.

seek to ensure consistency and fairness in the application of this policy.

Procedure

Informal discussion

Any employee who believes they are suffering the negative effects of stress, is encouraged firstly to talk to
their manager. If the employee does not feel able to talk directly to their manager, then the Health, Safety
& Maintenance Administrator, HR Manager, or College Nurse should be contacted.
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7.2 Risk assessment

A stress risk assessment will normally be carried out where we suspect or identify that the individual’s work
may cause stress which could lead to ill-health. This will be undertaken in consultation with the individual
employee(s) involved.

Typically, this process will include identifying pressures at work that could cause high and long-lasting levels
of stress: reviewing the employee’s actual duties against those described in their job description;
identifying who could be affected by these pressures; and taking appropriate steps to deal with them, such
as lessening workload or transferring to other duties where appropriate.

The results of the risk assessments and the steps taken will be communicated to all relevant employees.

7.3 Support and intervention

In all cases, if we are aware that an employee is suffering from stress, we will take such steps as we
consider to be appropriate to try to manage the situation. This may include (but is not limited to)
interventions such as:

adjustments to workload and/or duties

- providing assistance, training or improved equipment

- transferring to other duties (on a temporary or permanent basis), as appropriate
- flexible working arrangements

- additional supervision or mentoring

- mediation to address workplace conflict

The College also offers access to an Employee Assistance Programme (‘EAP’), which is an external
organisation providing confidential support across a range of issues. This may include access to counselling.
For more information, please contact the HR Manager.

In some cases, it may be appropriate for the employee, or the College (in consultation with the employee),
to seek medical advice, particularly if it is thought that work may be causing or adding to the stress.
Employees taking medication to control their condition are advised to inform us of what medication they
take so that these details may be kept on file and made available to any medical or first-aid staff called in
the case of a medical emergency or accident.

8. Non-work problems

We recognise that stress due to circumstances outside of our working environment can also impact on an
employee’s attendance and work performance. Therefore, we would encourage employees to make us
aware of any serious problems that are causing them concern so that we can take this into account when
assessing performance.

9. Absence related to stress

Where an employee is absent due to stress-related illness, we will manage the absence in line with our
Sickness Absence policy, with a focus on support, rehabilitation, and a sustainable return to work.
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10. Confidentiality

We will seek to handle all discussions and information relating to stress and mental wellbeing with
sensitivity and confidentiality, and in line with relevant data protection legislation. Information will
normally only be shared where necessary, and with appropriate consent, except where there is (for
example) a legal and/or safeguarding obligation.

11. Training and Awareness

This policy accompanies our Employee Handbook. A copy may be obtained from the Exeter College
website, or from the HR Manager upon request.

In addition, we may from time to time organise general health promotion activities within the workplace,
and/or we may provide training and resources to managers and staff to enable them to recognise the signs
of stress and understand how to address them effectively.

12. Implementation, monitoring and review of this policy

The Governing Body of the College has overall responsibility for implementing and monitoring this policy. It
will be reviewed periodically by a relevant Committee to ensure that it remains effective, and additionally
whenever there are relevant changes in legislation or to our working practices.

Any queries or comments about this policy should be addressed to the HR Manager and/or to the Health,
Safety and Maintenance Administrator.

Related policies:

e Bullying and Harassment policy

e Drugs, Alcohol and Substance Abuse policy
e Equality, Diversity and Inclusion policy

e Flexible Working policy

e Grievance procedure

e Health and Safety policy

e Sickness Absence policy
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