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1.1. This policy is recommended to all schools by Oldham Council as part of its 

commitment to employee welfare and as part of a strategy to ensure a consistent 
and co-ordinated approach to the management of stress. The policy covers all staff 
of Community, Community Special and Voluntary Controlled Schools but is also 
recommended (subject to acknowledging the shift in employer/governing body 
responsibility) for adoption by Voluntary Aided and Foundation Schools. 

 
1.2. This document has been drawn up in consultation with the recognised professional 

association   and trade union representatives for both support and teaching staff. It 
should be read in conjunction with other related Council recommended HR policies 
/ advice; Improving Attendance, Disability Discrimination; Dignity at Work. This 
policy complements the principles enshrined in the Council’s corporate stress 
policy but has been written with a school context in mind.  

 
1.3. The purpose of this policy and guidance is to: 

 

• acknowledge stress as an issue; 

• define stress; 

• outline the responsibilities of the employer, school managers and employees;  

• advise on risk assessment and the causes of stress; 

• identify support for individuals experiencing difficulties; and 

• recommend management and individual strategies for minimising work related 
stress. 

 
 

2. Policy Statement 

  
By adopting and implementing this policy, your school demonstrates that it places a 
high value on maintaining a healthy and safe working environment for all its 
employees and that it recognises its duty of care extends to mental health as well 
as physical health at work.  Dealing with stress is an important factor in achieving a 
work-life balance for all staff and the Governing Body should be committed to 
implementing this policy. This includes: effective and consistent management; 
enabling individuals to cope successfully with their work; and providing support for 
employees whose health and well being are affected by stress. Governors must be 
committed to take all reasonably practicable steps to address stress related issues 
in the school including those identified below. 

 

 
3. Implementation 

 
To the best of their ability, governors will ensure that: 

 
a) all staff are aware of this policy; 
 
b) risk assessment in the school includes a review of stress factors; 

 
c) a culture is established in which stress is regarded as a serious issue rather 

than a personal weakness; 
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d) through good recruitment and selection practices and ongoing training, 
every effort will be made to establish and promote effective and supportive 
management and individual strategies for minimising stress factors (see 
Appendix C); 

 
e) all staff are encouraged to talk openly about stress factors in school and to 

be consulted meaningfully on the identification of solutions; 
 

f) where an individual is experiencing problems every effort will be made to 
provide support and remedy the situation as far as the school is able; 

 
g) where an individual experiences a traumatic incident at work he/she is given 

support and assistance; 
 

h) appendix F of this document is displayed on the school staff notice board to 
enable individuals to access help; 

 
i) there is a regular review of school’s arrangements and response to stress 

related issues; 
 

j) all notified instances of stress related sickness absence are reported to the 
Local Authority, and; 

 
k) as requested, data is provided on a confidential basis to the Council to 

enable an Authority wide review of stress risk assessment, prevention 
strategies and support in cases where particular issues have been 
identified.   

 

     
4. Guidance 

  
4.1 Accepting Stress as An Issue 

 
The term ‘stress’ is often misused and misunderstood. Many people do not accept 
that stress exists at all and those who do have a wide range of perceptions of what 
it actually is. It is not a matter that is always discussed openly or when it is, the 
word ‘stress’ is often used casually and carelessly . Very few people may admit to 
difficulties if stress is perceived to be a personal weakness or failing. 

 
Ill health, absenteeism, poor performance and litigation where they occur are all 
costs to children’s education entitlement. They are all symptoms that may result 
from unmanaged work related stress.   
 
This policy is part of the Council’s strategy for the management of stress.  Stress is 
an issue that must be accepted, defined, identified and controlled for the good of 
all staff and in the interests of maximising children’s educational entitlement. It 
recognises that the Council as the employer, school managers, individual 
employees and their union representatives all have their role in this management 
process. 

 
 

4.2 A Definition of Stress 
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Stress in the context of work can mean the pressures exercised on a person 
through the demands of the organisation, the job itself or the ways in which a 
person carries out the job; or it can be physical stress in the sense of the effort 
required to carry out hard physical work. Stress indirectly related to work can also 
be caused by external factors, such as travelling conditions to and from school. 
Further causes of stress can arise from personal and domestic circumstances, for 
the alleviation of which the Council or the school may have little or no influence or 
responsibility although support is till recommended as out of work issues may 
impact on work place performance. 

 
There is no one accepted definition of stress. It has come to mean both the causes 
and the effects of feeling pressure. Whilst it is perhaps misleading to define any 
level of stress as acceptable or productive, it is clear that one individual’s reaction 
to pressure can be very different to another’s.  People tend to adapt and react in 
different ways depending on their life experiences, health, personal circumstances 
and personality. It is possible that a situation or set of circumstances could be 
stressful for one person but energising for another. 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 that can be a positive state if managed correctly and 
stress that can be detrimental to health. 

 
Stress involves a reaction to situational demands and may result in a physical 
and/or psychological response.  Where these responses are short lived, there is 
unlikely to be lasting harm. Where pressure is intense or continues for a long 
period, the effects of stress can be damaging (distress), leading to longer term 
psychological problems and physical ill health. Equally there are situations where 
too little demand is made of employees and as a result of boredom or feeling 
undervalued they too can experience tension or stress. 

 
There may be a situation where a member of staff experiences or witnesses an act 
of violence, aggression or a disastrous event. The situation could be in or out of 
school. This may lead to the medical condition Post Traumatic Stress Disorder 
(PTSD). Simple action to minimise the potential effects of PTSD as soon as 
possible after the event will reduce the possibility of damage to the individual and 
any potential for long term absence from work.  Appendix  G contains some advice 
to ensure appropriate support is given. This is a simple common sense approach 
only and is not a full ‘Crisis Response’ as practised by the emergency services 
who are formally and professionally trained in this.  
 
 

 
4.3 Employer, School Management and Employee Responsibilities 

 
 
 The Council (as the Employer) 
 
 In Community, Community Special and Voluntary Controlled Schools the Council 

is the employer and has a duty to make sure that staff are not made ill by their 
work. In discharge of this responsibility, the Council: 
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• recommends that all schools adopt a policy on work related stress; 

• requires school governors to undertake annual risk assessments (including 
stress) on its behalf; 

• offers advice and support on the risk assessment process as required; 

• offers advice and support on any agreed action plans arising from risk 
assessment; 

• offers advice and support to individual experiencing stress related ill health; 

• offers advice and support to school managers in the management of stress 
related ill health; 

• monitors policy implementation; 

• monitors sickness absence due to stress and how it is managed; 

• meaningfully consults local branch union representatives on policy 
development, its implementation and outcomes; 

• reports progress to the Departmental Health and Safety Committee; 

• reports instances of post traumatic stress to the Health and Safety Executive 
(RIDDOR’95). 

 
 

The School Governing Body and Head teacher 
 

Governors and Head teachers have delegated staffing responsibilities and as such 
have the following responsibilities, to: 

 

• carry out stress risk assessments; 

• form a strategy and action plan in light of a risk assessment, implement and 
monitor it; 

• encourage a school culture that acknowledges stress as an important issue 
to be addressed rather than a personal weakness; 

• support anyone manifesting signs of distress; 

• ensure work related stressors are pro-actively managed; 

• meaningfully consult staff (and any school based union appointed Health 
and Safety Representatives) on measures to manage stress; 

• bring to the Council’s attention cases of notified sickness absence due to 
post traumatic stress (for employees of the Council). 

 
  

Individuals 
 

It is the responsibility of individual employees to: 
 

• report any incidents of unnecessary or unreasonable stress-inducing work; 

• contribute to a judgement free environment where all members of staff can 
openly discuss stress; 

• take responsibility for  good personal lifestyle  management; 

• be prepared to undertake personal development opportunities in support of 
management of stress strategies. 
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4.4 How to Identify if Stress is Unreasonable and/or Unnecessary  
 

 
 Some pressure is inevitable in every job and may lead to motivation, a sense of 

achievement and job satisfaction. It is a key management task, however, to 
attempt to identify and eliminate unreasonable and unnecessary workplace 
pressure. The first step towards managing stress is to identify the hazards by: 
looking out for symptoms of stress; undertaking formal risk assessment; talking 
with staff; monitoring sickness absence (including return to work interviews); and 
by conducting exit interviews.   

 
 Undoubtedly good leadership and management is significant in preventing and 

minimising work related stressors. The role of managers and management 
competencies are therefore a focus for the Health and Safety Executive when 
advising on and inspecting arrangements to safeguard against work related stress. 
Workload, pupil behaviour, poor communication and conflict at work can all lead to 
unreasonable levels of stress if not well managed. 

 
4.5 Looking Out for Symptoms 
 

The ability to deal quickly with any symptoms of stress if they become evident is 
vital to a well managed and healthy workplace. Timely action may prevent a 
situation becoming unmanageable. Anxiety, depression, withdrawal, poor 
concentration, insomnia, low self-esteem, increased dependency on drugs or 
alcohol and deteriorating personal relationships may result from unmanaged stress 
resulting in sickness absence and disruption to the workplace. There is a legal 
requirement for an employer to actively respond where any employee displays 
symptoms of work related stress. Symptoms may include: excessive working 
hours; behaviour towards colleagues which appears to be increasingly erratic; a 
failure to take identified breaks/holidays; increasing impatience with colleagues, 
including outbursts of temper; general irritability; lack of concentration; declining 
willingness to communicate or delegate; excessive fatigue; being accident prone, 
as well as high levels of sickness absence (see below).  Appendix E is a list of 
some of the characteristics that may be displayed by a distressed person. Once a 
work related stress problem has been identified, ways to discharge the duty of care 
must be explored and support put in place. A risk assessment focused on the 
individual’s circumstances would be appropriate in such circumstances. 

 
 

4.6 Risk Assessment 
 

To only respond when stress manifests itself in a physical or visible way is a very 
reactive approach and only addresses the issue once it is a problem. Reactive 
intervention may be too late for the employee experiencing health difficulties due to 
stress. The priority for a good manager must be the identification and eradication 
of stress inducing factors to prevent problems arising in the first place.  A proactive 
approach is required as the onus is on the employer to demonstrate that a stress 
related condition is unforseeable and therefore preventable.  
 
The variety of school circumstances and local management responsibility  
necessitates the delegation of responsibility for risk assessment to headteachers 
and governors i.e. to: identify the stress inducing factors in school, the extent to 
which people are exposed to them and the harm they may be causing. Once an 
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assessment has identified any specific causes of stress, governors must determine 
what control measures need to be put in place and how these will be implemented 
and monitored. It may be that an assessment records known stressors and current 
practice in relation to control measures and monitoring arrangements. Undertaking 
an assessment does not imply that there is currently nothing being done but it 
does enable a review of arrangements and formally documents that review. 
Appendix B provides a framework for undertaking a whole school risk assessment. 

 
 
 

4.7 Consulting Staff 
 

In order to facilitate two way communication and encourage an environment where 
all members of staff feel empowered to report any incidents of unmanageable 
stress inducing work, it is recommended that governors consult staff on their 
experience, thoughts and recommendations on stress management. There are a 
number of ways of doing this. A questionnaire, feedback via a working party, 
discussion groups, individual interviews and regular and frequent discussions in 
health and safety committees are all useful methods. The best may be a 
combination of these. Whatever approach is taken, there must be respect for the 
sensitivity of the subject under discussion and scope for staff to talk freely and in 
confidence. The results of such an exercise may be used to inform a risk 
assessment. It should be recognised that one outcome of such an exercise may 
result in an individual disclosing an inability to cope and effective support 
strategies will need to be put in place. Appendix D suggests how staff might be 
consulted in the process. If you are consulting staff in a formal way and have a 
union appointed Health and Safety Representative or a health and safety 
committee in school, you must consult them on the process you intend to follow, its 
purpose and how the information will be used.  
 
 

4.8 Sickness Absence Monitoring 
 
 Utilising regular sickness absence monitoring data in a proactive way is a key 

aspect of identifying problems with stress at an early stage. If a particular team or 
individual demonstrates a high level of absence, school management should 
investigate the causes and conduct return to work interviews. This approach is in 
accordance with the agreed procedures for handling absences due to ill health. 

 
 

4.9 Reporting Cases to the Health and Safety Executive  
 

All incidents of post traumatic stress must be reported to the Health and Safety 
Executive and advice can be sought from the Council’s Health, Safety and 
Wellbeing Service. 
 
 
 
 
 

4.10 Exit Interviews 
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 A good opportunity to engage in an open and honest dialogue is when an 
employee is leaving the school. S/he may be prepared to share his/her views on 
workload or stress inducers within the school and how they impact on staff.   
 
 

4.11 Employee Support 
 
 Support can take many forms: good management intervention; staff development; 

discussion groups; working parties; medical advice and/or counselling (General 
Practitioner, Occupational Health); LEA personnel /welfare advice and support; 
telephone help lines; Professional Association/Union advice and support. 
Individual needs will vary. Often it is a combination of support that is most 
successful. The best kind of support is preventative. 

 
 Some times support can be just knowing who is available to talk things through. 

Some staff may feel they would like support in relation to stress but they do not 
know how to get it. It is therefore important that staff are made aware of the 
support available in school and where they can get help outside of school as 
required. Appendix F is a list of contacts which may usefully be displayed in 
school.   

 
 In cases where medical advice would be beneficial, a referral for occupational 

health advice should be made. Any individual who feels this support would be 
beneficial should speak to their Head teacher, a nominated HR Adviser or their 
trades union / professional association representative. Medical assessments are 
confidential except that, as appropriate, the school will receive advice on any work 
related matters that should be addressed to enable the person’s health to improve.  

 
 Once an employee who has been absent due to work related stress is fit to return, 

a structured risk assessment should be undertaken. The assessment should focus 
on which obstacles would continue to have an adverse effect on the employee’s 
well being and to identify solutions to minimise their impact. This is important to 
ensure that employees are not subject to excessive demands and pressures 
during their planned return.  

 
4.12 Further Information 
 
 The Health and safety Executive is the national independent watchdog for work 

related health, safety and illness. The management of stress in any organisation is 
a health and safety requirement. The HSE has a comprehensive website  with 
useful links to other sources of information , training and support groups.  

 www.hse.gov.uk 
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APPENDIX A 
  

 

STEPS FOR TACKLING WORK RELATED STRESS 
 
 

Bi - Annual Cycle 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

STEP 1 

 
Identify the potential sources of stress 

Who might be at risk ? 

• Risk assessment 

• Consultation (inc. H&S rep) 

• Collate sickness absence data 

STEP 2 
• Evaluate your findings 

and the risk 

• Draw up an action plan 

• Prioritise 

• Consult staff on the 

plan 

 

 

 
 

STEP 3 
 

Implement the plan and document 

progress. 
 

Eradicate or minimise the risk 

 

STEP 4 
• Monitor and review 

outcomes 

• Use as a basis for the next 

cycle 

 

MANAGEMENT 

AND INDIVIDUAL 

STRATEGIES TO 

MINIMISE STRESS 

ONGOING 



APPENDIX B 
 

PREVENTATIVE RISK ASSESSMENT FRAMEWORK FOR SCHOOLS : STRESS 
 

This document utilises the HSE management standards (see Appendix H) to provide a framework for the identification 
of factors which may lead to work related stress in the following areas: 
 

1. Demands 
2. Control 
3. Support 
4. Relationships 
5. Roles 
6. Change 

 
This risk assessment document should be updated every two years, or whenever the activity, hazard and/or people involved significantly changes, whichever is the 
soonest. The document should be updated by the Headteacher in consultation with staff and approved by the Governing Body. 
 

Activity / Hazard Risk to 
Whom 
? 

Severity 
of Risk 
1= minor 
2= major 
3=risk to 
life 
 

Controls & Precautions Is this adequate in your 
school ? 

Additional controls and precautions 
to be taken. 

1. DEMANDS 
 

     

Demands made on staff 
are unmanageable. 

All staff 2 1. Job demands are assessed in terms 
of quantity, complexity and intensity 
and in relation to people’s skills and 
ability 

2. Staff have the necessary 
competencies to be able to carry out 
the demands of their job 

3. Staff who have high demands are 
given a say over the way they meet 
them and adequate support from 
colleagues 
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4. Repetitive and boring jobs are limited 
(as far as reasonably practicable) 

5. Staff are not exposed to a poor 
physical working environment 

6. Staff are not exposed to physical 
violence or verbal abuse 

7. Workload is assessed and 
reasonable levels maintained 

 

 

2. CONTROL 
 

Risk to 
Whom 
? 

Severity 
of Risk 
1= minor 
2= major 
3=risk to 
life 
 

Controls & Precautions Is this adequate in your 
school ? 

Additional controls and precautions 
to be taken. 

Staff lose control of their 
work 

All staff 2 1. There is an opportunity for staff to 
have a say in the way work is 
undertaken. 

2. Staff receive adequate support when 
asked to undertake new tasks and 
are supported even if things go 
wrong 

3. Staff are able to exert a degree of 
control over when breaks can be 
taken 

4. Staff are able to make suggestions 
to improve their work environment 
and suggestions are given due 
consideration. 

  

 

3. SUPPORT 
 

     

Staff receive inadequate 
information from 
colleagues and 
superiors 
 

All staff 2 1. There are systems in place to keep 
staff informed. 

  
 

  

Systems are inadequate All staff 2 1. There are systems in place to   
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to respond to individual 
concerns 

provide support to staff.  
2. Staff know how to call upon support 

from their managers and colleagues 
3. Staff are encouraged to seek support 

at an early stage if they feel they are 
unable to cope 

4. Staff are provided with mechanisms 
which enable them to raise concerns 
and safety issues (and appropriate 
action is taken). 

5. Staff are encouraged to seek support 

 

4.RELATIONSHIPS 
 

Risk to 
Whom 
? 

Severity 
of Risk 
1= minor 
2= major 
3=risk to 
life 
 

Controls & Precautions Is this adequate in your 
school ? 

Additional controls and precautions 
to be taken. 

Staff are subject to 
unacceptable 
behaviours and there 
are no systems in place 
to respond to concerns 

All staff 2 1. The school has an agreed policy to 
address bullying and harassment 

2. The policy has been widely 
circulated within the school 

3. Team structures and the role of 
leaders is clear and established with 
clear objectives 

4. Individuals are encouraged to talk to 
their manager or union 
representative about any behaviours 
that cause concern 

5. The school has a code of conduct 
and established values covering the 
way people are expected to work 
together  
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5. ROLE 
 

Risk to 
Whom 
? 

Severity 
of Risk 
1= minor 
2= major 
3=risk to 
life 
 

Controls & Precautions Is this adequate in your 
school ? 

Additional controls and precautions 
to be taken. 

Staff are unclear about 
their role and there are 
no systems to address 
individual  concerns 

All staff 2 1. So far as is possible, the demands 
placed upon individuals do not 
conflict 

2. There is an induction programme for 
all new members of staff (to the 
school, to a new post) 

3. Job responsibilities are made clear 
and regularly reviewed 

4. Individuals know how their job 
responsibilities fit into the wider 
objectives of the school 

5. Systems are in place to enable 
individuals to raise concerns about 
their responsibilities and for a 
response to be given 

 

  

 

6. CHANGE 
 

     

Staff are not engaged in 
organisational change 
and systems are not in 
place to respond to 
individual concerns 

All staff 2 1. Staff are consulted on proposed 
change and its impact and the 
timetable for achieving it 

2. There is adequate ongoing  
communication during the change 
process 

3. There is support during the process 

  

  

 



APPENDIX C 
 
MANAGEMENT AND INDIVIDUAL STRATEGIES FOR MINIMISING STRESS 
 
Good management strategies in school would include: 
 

• reviewing  jobs to ensure maximum variety and proper use of skills; 

• reviewing the physical environment; 

• reviewing workloads and working hours; 

• establishing flexible work schedules wherever possible; 

• encouraging participative management and decision making; 

• ensuring employee involvement in personal development; 

• establishing clear, obtainable goals; 

• facilitating social support; 

• building cohesive teams; 

• improving communications; 

• training staff in the recognition of the signs and symptoms of excessive 
stress; 

• helping managers to recognise the impact of their managerial style on staff; 

• ensuring better and more supportive supervision; 

• increasing peer support; 

• discussing the reason for sickness absence with individual members of staff 
and if stress related, identifying reasons and exploring support options; 

• helping staff to develop other tools to deal with stress e.g. assertiveness, 
problem solving skills; 

• encouraging the acceptance of stress as an issue that can be openly 
discussed without fear of criticism of judgement; 

• reviewing pupil behaviour support mechanisms to ensure maximum support 

• knowing the pressures on staff (the ability to be empathetic); and 

• being vigilant and offering support to any employee who experiences stress 
outside school e.g. bereavement or separation. 

 
Strategies led by the individual might include: 
 

• changing internal demands / expectations; 

• reappraising situations more realistically, putting matters into perspective; 

• using time management / assertion and communication skills; 

• avoiding overload / underload whenever possible; 

• establishing social support; 

• varying tasks wherever possible; 

• employing good lifestyle management e.g. leisure time usage, eating healthily 
etc.; 

• using relaxation techniques e.g. meditation, hypnosis, yoga, jogging, walking, 
talking, writing etc.; 

• being prepared to share any concerns at the earliest opportunity; 

• contributing to the school’s commitment to the elimination of unnecessary 
stress; 

• not making unfavourable judgements of others who are prepared to disclose 
they are not coping; and 

• making more time for oneself. 
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APPENDIX D 
 

MEANINGFUL STAFF CONSULTATION AND ANNUAL REVIEW: STRESS 
 
 
 
1.  Arrange a meeting for all staff to discuss stress management. 
 
 
 
2.  Consider who might contribute to the meeting, e.g.  
 

• A member of the school governing body 
 

• Member(s) of Professional Associations/ Unions 
 

• A  Local Authority H&S/ HR  representative  
 

• H&S  (union appointed) representative 
 
 
 
3.  State the school’s commitment to effective stress management. Invite staff to talk in 

confidence. Use a relevant medium to open discussion e.g. a video, the stress 
policy document, the risk assessment framework. 

 
 
 
4.  Encourage a response from staff. 
 

• Their thoughts and recommendations on stress management  

• The identification of any perceived problem areas and possible solutions 
 
 
 
5.  Record response (in general terms and on an anonymous basis) and use information 

gathered to undertake a risk assessment of all key activities in the school . Form 
/review the school’s action plan in relation to stress management. 

 
 
6.  Feedback to Governing Body and confirm the way forward in respect of an agreed 

action plan. 
 
 
7.  Set a date for reviewing arrangements. 
 
 
8.  Feedback to staff.  
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APPENDIX E 
 

CHECKLIST OF SYMPTOMS ASSOCIATED WITH STRESS 
 

Physical Symptoms 
 

Headaches and migraines 
Sweating 

Palpitations 
Lethargy 

General aches and pains 
Muscular tension 

Colds and other respiratory infections 
Asthmatic attacks 

Raised cholesterol level 
Ulcers 

Digestive tract disorders 
Increased blood pressure 

Thyroid disorders 
Diabetes 

Menstrual disorders 
Heart disease 

Increased risk of cancer 
 

Mental Health Symptoms 
 

Irritability 
Depression 
Withdrawal 

Anxiety 
Tearfulness 

Poor concentration 
Forgetfulness 

Disturbed sleep and insomnia 
Low self esteem 

Post traumatic stress disorder 
 

Behavioural Symptoms 
 

Heavy drinking 
Misuse of drugs 

Smoking 
Eating disorder 

Poor time keeping 
Increased sickness absence 

Accident prone 
Deterioration in personal relationships 
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APPENDIX  F 
 

STRESS MANAGEMENT  : MAKING CONTACT 
 

 
In School …….. 
This school is committed to the management of unreasonable and unnecessary pressure 
in the workplace. You are encouraged to discuss any concerns for your own or others’ 
health/welfare due to stress  with  
 
 The Head Teacher and/or The Well Being Team 
 
 
 
 
 

Union Support….. 
 
If you would like support from outside the school, you may wish to contact your 
Professional Association / Union  Representative. 
 
UNISON  0161-770-4008  
GMB   0161-624-5807 
NUT             0161-770-5006 
     
NASUWT  0161-770-8555* 
ATL   07553 375282 
NAHT   0161-633-0527* 
ASCL   . 
 
Union officials can offer advice on individual situations and sometimes also enable you to 
access additional information and/or support. (*contact is via a school switchboard) 
 
 

 
 
 
Teacher Support Network…… 
 
For information, coaching and emotional support call the Teacher Support Line on  08000 
562 561 (you should note that as with all telephone counselling services, confidentiality 
may not be maintained if a caller threatens to commit a criminal act e.g. harm another 
person). There is also a website providing guidance on stress management and other 
issues (www.teachersupport.info). 
 
 
 
 

Council HR and H&S Advice… 
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If you work in a community or controlled or special school and feel you would benefit from 
HR support or advice direct from your employer, you may wish to speak to a Senior HR 
Adviser. There is a named adviser assigned to each school but initial contact can be 
made on 0161 770 4996 /3220 / 4284 / 3969/ 4239. 
 
Alternatively you may contact the Oldham Council Health and Safety and Wellbeing team 
0161 770 3009. 
 
Initial contact can be on a confidential basis although making progress on any concerns 
will require agreement to involve the school.  
 
 
 

 
 
Council Employee Assistance Programme (EAP)….. 
 
This is a confidential and independent counselling, help and advice service for all non-
teaching employees of the Council and their immediate family members. The service is 
available 24 hours a day, 7 days a week, free ‘phone 0800 289316, email: 
support4u@focuseap.co.uk 
   
 
 
 
 
 
 

 
Occupational Health Advice ….. 
 
Your school will have access to specialist occupational health advice and if you feel you 
would benefit from a referral you should discuss this with you Head teacher or direct with 
the Council HR Advisory Service. 
 
 
 
 

                
 

 
 
 

APPENDIX G 

mailto:support4u@focuseap.co.uk
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SUPPORTING STAFF AFTER A TRAUMATIC INCIDENT 
  

 
STEP ONE - IDENTIFYING THAT AN INCIDENT HAS OCCURRED 
 
• The individual or a close colleague may identify the incident 

• The line manager / headteacher / Chair of Governors may know first hand of the 
incident 

 
 
The line manager / Headteacher / Chair of Governors (if it is the headteacher who has 
had the traumatic experience) should establish and record the details of the incident 
concerned and determine who is the most appropriate person to be responsible for 
providing support (“Supporting Manager”).  
 
The Supporting Manager should ensure that the employee is able to carry on and/or 
make appropriate arrangements for him/her to be relieved from duty as soon as is 
reasonably practicable, taking account of the employee’s wishes and the circumstances 
of the incident.  
 
 

STEP TWO - A CHANCE TO TALK 
 
The employee should be provided with the opportunity to discuss the incident with the 
Supporting Manager as soon as possible after the incident, allowing for the following: 
 

• Is there someone else he/she would rather speak to; 

• To listen to and encourage the employee; 

• What does he/she feel needs to be done in the short-term;  

• What other support may be beneficial, e.g. an appointment with his/her own G.P., 
contact with the relevant Professional Association / Trade Union representative, a 
referral for Occupational Health advice. 

 
The Supporting Manager should record the discussion and any agreed outcomes / action. 
 
 

STEP THREE - ADVISE COLLEAGUES 
 
Subject to the degree of confidentiality agreed with the employee, the Supporting 
Manager should ensure that other colleagues have sufficient knowledge about the 
employee’s experience to enable them to be sensitive and supportive.  
 
 

STEP FOUR - FOLLOW UP 
 
After approximately one and then four weeks (a critical time period) have elapsed the 
Supporting Manager should  talk to the employee and as sensitively as possible establish 
if he/she is experiencing any continuing difficulties  e.g. nightmares, flashbacks. Any 
continuing problems would require a review of support mechanisms as in step 2.  Unless 
continuing problems are having an unmanageable impact on the work situation, the 
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employee’s preferences are paramount when determining what next. A record of any 
outcomes should be kept. 
 
Sometimes an individual may not recognise or accept they need help or advice. Having 
monitored the work situation and knowing what aspects of the employee’s continuing 
difficulties are unmanageable, the Supporting Manager should inform the employee that 
further discussion and action would appear appropriate. There should be a further 
attempt to identify appropriate support (a return to step 2). At this stage, occupational 
health advice is most likely.  HR advice would be beneficial in such cases.  
 
 
 

STEP FIVE 
 
Any further steps will be subject to the circumstances of the case and HR advice is 
recommended.  
 
Cases of post traumatic stress must be referred to the H.S.E (see section 4.9) 
 
  
 
  

 
 
 

 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX H 
 

What are the Management Standards for work related stress? 
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The H.S.E. Management Standards define the characteristics, or culture, of an 

organisation where the risks from work related stress are being effectively managed and 

controlled. They represent a set of conditions that, if present, reflect a high level of health 

well-being and organisational performance. 

The Management Standards cover six key areas of work design that, if not properly 

managed, are associated with poor health and well-being, lower productivity and 

increased sickness absence. In other words, the six Management Standards cover the 

primary sources of stress at work. These are: 

• Demands – this includes issues such as workload, work patterns and the work 

environment.  

• Control – how much say the person has in the way they do their work.  

• Support – this includes the encouragement, sponsorship and resources provided by 

the organisation, line management and colleagues.  

• Relationships – this includes promoting positive working to avoid conflict and 

dealing with unacceptable behaviour.  

• Role – whether people understand their role within the organisation and whether the 

organisation ensures that they do not have conflicting roles.  

• Change – how organisational change (large or small) is managed and 

communicated in the organisation.  

The Management Standards: 

• demonstrate good practice through a step by step risk assessment approach;  

• allow assessment of the current situation using surveys and other techniques;  

• promote active discussion and working in partnership with employees to help 

decide on practical improvements that can be made;  

• help simplify risk assessment for work related stress by:  

• identifying the main risk factors for work related stress;  

• helping employers focus on the underlying causes and their prevention; and  

• providing a yardstick by which organisations can gauge their performance in 

tackling the key causes of stress.  

http://www.hse.gov.uk/stress/standards/demands.htm
http://www.hse.gov.uk/stress/standards/control.htm
http://www.hse.gov.uk/stress/standards/support.htm
http://www.hse.gov.uk/stress/standards/relationships.htm
http://www.hse.gov.uk/stress/standards/role.htm
http://www.hse.gov.uk/stress/standards/change.htm

