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Introduction  
 
Stress is defined by the Health & Safety Executive as "the reaction people have to excessive pressure 
or other type of demand placed on them. It arises when they worry they can't cope". Stress is rarely 
caused by an individual event and may have work and personal causes. On request stress surveys can 
be accessed. Please contact the HR Team for more details. 

Transform Trust is committed to promoting and securing the good health of employees and recognises 
that stress could affect any employee's health. The provisions in the policy apply to all staff and all 
leaders are responsible for the implementation of this policy. 

Work involves pressures and demands that often have a positive effect on employees' performance 
at work. However, where pressures are excessive, stress can result as a negative effect to cope with 
pressure.  Everyone has a point at which, subject to enough pressure, they will start to suffer stress. 
To suffer from stress does not reflect any degree of personal weakness and all employees are 
encouraged to be open and honest in discussing stress with colleagues, managers and trade union 
representatives.  
 
Transform Trust employees work in many complex and challenging situations. Due to the very nature 
of this work it will not always be possible to remove all factors which cause stress to our employees. 
However, we will ensure as far as possible that the effects of these stressful situations are minimised 
through appropriate training, management and support. Reasonable adjustments will also be 
considered where relevant. 

A November 2023 study by the mental health charity Education Support found that teacher wellbeing 
is at a five-year low, with stress, insomnia and burnout all rising. In 2017, 67 per cent of teachers were 
reporting feelings of stress – by 2023, that figure had risen to 78 per cent. 
 
There are potentially significant benefits from reducing work-related stress in schools: improved 
morale, performance and productivity, reduced workplace disputes, fewer sickness absences, as well 
as increasing the attractiveness of the school to job seekers. 
 
This policy supplements the policies and initiatives that Transform Trust already has in place for, or 
associated with, managing employee stress.  

These include:  

• Risk assessments 

• procedure for dealing with sickness absence 

• Harassment and Bullying procedure  

• Appraisal systems and CPD programmes through Transform Applied 

• EAP employee counselling service through Vivup. 

• Occupational Health Service 

• Working Time Regulations  

• Wellbeing Policy and Tool-kit 

 

The aim of this policy is to establish a consistent and effective framework for managing employee 
stress and consequently to reduce the exposure and effects of excessive stress within the workplace 
to acceptable levels wherever reasonably practicable. It will sit alongside the principles outlined in the 
Trust Wellbeing Policy. 
 



 

                                                                                                                                 3 

 

 Transform Trust Stress Policy 

 
Policy Statement  
 
Transform Trust accepts its legal duty under Section 2(1) of the Health and Safety at Work etc. Act 
1974 to ensure, so far as is reasonably practicable, the health, safety and welfare of its employees at 
work. This duty includes seeking to protect employees from undue stress at work.  
In order to reduce to the lowest level reasonably practicable the risk to the health of its employees 
from undue stress at work, the Trust will:  

• provide appropriate guidance and support to any employee who suffers through undue stress at 
work. Individual can support by conducting regularly reviewed risk assessments with the 
employee to eliminate or control stressors.  
 

• monitor, both at a Trust and local level, levels of stress within the organisation on a regular basis 
to identify areas which may require stress control strategies to be implemented. This can be done 
by reviewing absence rates as well as referrals to Vivup EAP. These figures will be shared with 
Trade Union colleagues as a way of being transparent and open about ways to minimise and 
reduce issues. 
 

• benchmark between different areas of the Trust and with other organisations to identify and learn 
from best practice. Trust will consider the HSE Standards.  
 

• so far as is reasonably practicable introduce changes to work practices and procedures where 
unacceptable risks of undue stress are identified. 
 

• ensure managers are able to recognise the signs and symptoms of stress and understand the 
practical approaches they should adopt to identify and minimise stress. 
 

• provide information to all employees, and development where appropriate, to raise their 
awareness and enable them to recognise the symptoms of stress and the measures they may 
adopt to manage personal stress.  
 

• evaluate and review the effectiveness of the Policy and the procedures for the management of 
stress on a regular basis.  

 
It is recognised that identifying and managing stress needs the co-operation and involvement of 
employees. In particular employees should:  

• raise any concerns about work or home pressures with their line manager or other appropriate 
person, i.e. headteacher, Trade Union or HR.  
 

• co-operate and assist line managers in helping to identify any causes of stress at work.  
 

• where stress hazards are identified, play an active role in helping to identify workplace changes 
to reduce the risk from stress.  
 

• minimise their own risk of stress related ill-health by undertaking their work in a safe and healthy 
manner i.e. not working excessively long hours, taking prescribed rest breaks etc.    
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Implementation  
 
Each Headteacher shall be responsible for ensuring that this policy is effectively implemented in their 
schools. The Trust HR team are responsible for ensuring this policy is consulted on with recognised 
Trade Unions and also going through the Wellbeing Groups once established. 

All Trust leaders should conduct and implement recommendations made within risks assessments. 
They also commit to the following;  
 

• Ensure good communication between management and staff, particularly where there are 
organisational and procedural changes. 

• Ensure staff are fully trained to discharge their duties 

• Ensure staff are provided with meaningful developmental opportunities. 

• Monitor workloads to ensure that people are not overloaded. Monitor working hours and 
overtime. Monitor holidays to ensure that staff are taking their full entitlement. 

• Ensure that bullying and harassment is not tolerated. 
 
Individual employees can also take responsibility by: 
 

• Raising issues of concern with your Union Representative, line manager or occupational health. 

• Accept opportunities for counselling when recommended. 

• Being supportive when a colleague is suffering with stress or signposting them to services like this 
policy, their manager, TU etc 

 
Monitoring  
 
The Policy will be monitored through the following mechanisms:  

• Human Resources will review the suitability, implementation and effectiveness of 

this policy annually with recognised Trade Unions. 
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Supporting Guidelines 
 
1. Introduction  
 
Transform Trust has stated its commitment to reducing the risks to the health of employees from 
stress at work. These guidelines are intended to assist in the implementation of that policy and will 
consider the HSE Management Standards approach to tackling work-related stress.  
 
2. Workplace Factors which may Cause Stress  

 
The following are some of the factors that may lead to stress at work. Occupational stressors may be:  
 
Job related factors:  

• long hours  

• changes in responsibility  

• dealing with challenging behaviour / confrontational situations  

• lone working  

• high / unpredictable workload  

• multiple priorities  

• perceived high risk of injury or infection  

• exposure to verbal / physical violence   
 

Environmental factors:  

• excesses of temperature / ventilation 

• inadequate lighting  

• inadequate space  

• poor ergonomic layouts  

• change   
 
Organisational factors  

• management style  

• lack of involvement in decision making  

• lack of autonomy / control over work content  

• poor feedback of performance  

• inadequate training and support   

 

Personal factors  

• home / work interface  

• relationship with colleagues  

• harassment and bullying  

• inadequate training  

• job security   

   

3. Identifying Workplace Stress  
 
The following tools and techniques may assist in identifying workplace stressors:  

• by asking employees if they feel they may have any work-related stress problems using existing 
management supervision processes and / or a stress action plan as a tool to aid discussion; 

• by analysing sickness absence information; 
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• by analysing management information from other sources such as the Occupational Health and 
Counselling Service; 

• by engaging with Trade Unions as part of the Trust JCC and having H&S as a standing item. 
 

4. Identifying Stress in Others  
 

Some employees may be reluctant to offer and discuss information about their health and well-being, 
particularly in relation to stress. Therefore, line managers should respond appropriately to noticeable 
changes in an employee's performance, such as:  

• a sudden loss of motivation or commitment  

• erratic or poor time keeping  

• a reduction in work performance  

• poor decision making  

• increase in sickness absence levels  

• signs of irritability or aggression  

• resentment of advice  

• a reduced willingness to co-operate  

• becoming withdrawn or unsociable  

• other significant changes in behaviour.    

 

Other tools can be used such as the HSE “stress indicator tool”. Staff in Trade Unions can also report 

stress levels annually via the surveys each Union runs with their members. Where issues flag, the 

Union will inform the Trust there are some concerns which need resolving. This is always done 

confidentially. 

 

5. Risk Assessment  
 

Transform Trust is legally obliged to carry out risk assessments to ensure that any risks of injury or ill-
health arising from our work activities are identified and properly controlled.  Stress risk assessments 
should always be conducted as soon as issues are raised and with the employee. 
 
Within the Trust there are a range of factors, such as exposure to conflict situations, which could lead 
to stress and ultimately ill-health for employees.  Some of these stress factors, or so-called stressors, 
are listed in Section 2 of this guidance. Staff can report stress issues confidentially via the wellbeing 
contact email (wellbeing@transformtrust.co.uk)  
 
When conducting or reviewing a risk assessment for employee work activities, it is important to check 
whether any factors in Section 2 may be present. Where stressors are identified you should consider 
how the risk of ill-health associated with them can be reduced as part of the stress action plan process. 
Section 7 of this guidance suggests how some typical stress factors may be tackled. Staff who are 
members of a Trade Unions are encouraged to seek support on completing the risk assessment and 
resolving issues. 
 
If you are unsure how to go about carrying out risk assessments then speak to a member of the HR 
team who can liaise with a recognised Health and Safety Adviser. Your advisor will be able to direct 
you to appropriate training and offer support and assistance.    

 
 
 

http://intranet.nottscc.gov.uk/hidden/wellbeing/helpadvice-occupationalhealthservice/
mailto:wellbeing@transformtrust.co.uk
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6. Resolving Stress Issues  
 

Many issues related to workplace stress may be solved through discussions and agreement between 
the manager and employee. Where any significant changes are proposed these should be 
documented. A copy of this policy and other applicable information / documentation should also be 
shared. 
 
However not all issues can be resolved easily. Managers should not feel that they must always come 
up with a quick fix solution. It is important to take time to listen to your employees, acknowledge their 
problems and offer support.  
 
Where the manager and employee are unable to resolve the issue further help and advice are 
available. These sources are detailed in Section 9.  
 
Where stress is identified as an issue for a group of employees instead of just an individual then a 
focus group with the employees, or a selection of them, may help to fully explore the particular causes 
of the stress. To encourage honesty and openness it is preferable for focus groups to be facilitated by 
someone seen as external to the school concerned, for example, an employee counsellor. Trade 
Unions can also be involved if relevant. 
 
These guidelines principally refer to workplace stress. However, pressures or stress factors may also 
arise outside the workplace.   
 
Employers do not have a legal duty to prevent ill-health due to stress arising from circumstances 
outside work. However, stress and pressures unrelated to work but associated with it (such as pupil, 
parent or community issues) may make employees more vulnerable to stress at work as well as 
affecting their performance and judgement.   
 
In these circumstances access to internal support facilities, such as the Counselling Service, may assist 
together with understanding and flexibility on the part of the manager.   

 
7. Workplace Changes  

 
The following may assist in identifying steps to reduce workplace stress for the stressors identified. 
Matters should be actioned quickly to aid reduction in stressors and avoiding later issues:  
 
Job related factors  

• changes in responsibility - ensure appropriate training and support is given.  

• dealing with challenging behaviour / confrontational situations - ensure risk assessments have 

been carried out and appropriate training given. Implement arrangements for post incident 

support. 

• lone working - ensure risk assessments have been carried out and measures are in place to protect 

the employee in line with Trust guidelines. 

• high / unpredictable workload - examine the organisation and distribution of work. Assist to 

determine priorities.  

• multiple priorities - provide direction as to key priorities.  

• perceived high risk of injury or infection - provide appropriate training and information regarding 

risks (along with risk assessment), appropriate work practices and protective equipment.  

• exposure to verbal / physical violence - ensure safe working practices are in place, appropriate 

training given and offer post incident support. Incidents like this should be reported to the Trust 

using the Personal Contact Incident reporting form. 
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Environmental factors  

• excesses of temperature / ventilation - consider steps that can be taken to maintain a comfortable 

working environment.  

• inadequate lighting - consider recommendations for specific tasks e.g. VDU work, otherwise 

ensure illumination is sufficient for the task being undertaken.  

• inadequate space - consider the layout of the work area to ensure adequate personal space 

• poor ergonomic layouts - ensure workstations and equipment are positioned to suit the needs of 

the employee as far as possible.  

 

Organisational factors  
Employees work best where:  

• they are involved in the decision-making process and kept up to date with changes  

• the management style is open, consistent, competent, communicative and caring 

• they have responsibility for their work  

• they have control over work content  

• effective performance is recognised and valued.  

 
Personal factors  
Home / work interface - consider changes to work patterns and use policies already in place e.g. flexi-
leave and urgent domestic leave, etc.  

• relationship with colleagues - identify the source of the problem and take appropriate action. 

• harassment and bullying - refer to the Trust procedure for dealing with these issues. 

• inadequate training - ensure training and development needs are considered on a regular basis.  

• job security - where changes are to be considered employees should be kept informed on a regular 

basis.   

 
This list does not cover all issues and is only a guide. For more detailed help refer to Section 9.    
 
8. Training / other considerations 

 
Managers should be aware of the causes of stress, understand how to recognise it and know how to 
manage it. Managers training and development needs in this respect should be considered as part of 
the Employee Performance Review. Any stress risk assessments should be a 2-way process and school 
leaders should be clear on how to effectively complete such a risk assessment with an employee which 
is a supportive process. 
 
Similarly, employees training and development needs should be considered as part of their 
Performance Review. Where employees are suffering stress then personal development may help to 
develop coping strategies in addition to the introduction of management controls.   
 

Other proactive steps managers can take; 

• carry out a stress audit. Senior leaders can ask staff to list the particular causes of stress in the 

school. This ensures that any action taken is relevant and will directly address the pressures staff 

face. It makes sense to involve trade union representatives and emphasise management 

commitment to making the school less stressful. Trade Unions also have exemplar surveys that 

can be used. 

• Discuss the situation in a way that emphasises the strength of the school team while 

acknowledging the challenges it faces. The tone should not be ‘poor us’, but rather ‘this is hard, 

but we’re going to stick together and get through it’.  
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• Make it clear that if a member of staff is experiencing a difficult period that it is ok to share feelings 

of anxiety, fatigue or frustration (in an appropriate way). Acknowledge the value of professional 

counselling and encourage staff to always get whatever help they need. 

• Inform employees what you are doing and why. Employees may feel better knowing you are 

working on their behalf. 

• Give feedback – positive and constructive feedback can improve employees’ confidence. Be quick 

to praise good thinking and initiative. 

• Focus on creating positive team spirit and get all staff involved and engaged; for example, 

organising (socially distant where appropriate) wellbeing lunches. 

• Plan regular stress busters; stress-reduction workshops; or motivational speakers. 

• Consider training for staff on managing stress, and also training for management so that they are 

prepared to proactively help and support a colleague with stress. 

• Consider school/class wide initiatives on physical activity and healthy eating, in which both staff 

and pupils are actively encouraged to participate.  

 
9. Further Help  
 
Vivup Employee Assistance Programme  
Wellbeing services under the scheme include: 

• 24/7 counselling helpline 

• Home life support 

• Work-life assistance 

• Physical and emotional health resources 

• Wellbeing resources and videos 

• Health plans and checks 
 
HR Advice  
Trust HR can provide advice on all HR issues, e.g. grievance, harassment, discipline, sickness absence 
etc.  All policies and procedures are available through  
 
Harassment Complaints Procedure  
This procedure is available to all employees of the Trust, who are experiencing harassment, 
intimidation, bullying, unfair treatment, discrimination or victimisation.  
 
Trade Unions  
Trade Unions may be able to provide employees with help, support and advice on a wide range of 
personnel and health and safety issues.  
 
External Sources of Help  
ACAS (the workplace information and advice service) has also produced useful free guidance on stress 
and mental health in the workplace, including on ‘Dealing with Stress in the Workplace’. 
 
No Smoking Quitline  tel: 0800 002200  

Alcohol problems advisory service  tel: 0115 941 4747  

Relate (marriage guidance)  tel: 0300 100 1234  

Alcoholics Anonymous  tel: 08457 697 555  

Rape Crisis Centre  tel: 0115 941 0440  

Teacher Stress Line  tel: 08000 562 561  
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What is your view of the current 
situation? 

Please try to provide evidence of 
specific examples  

Planning for the future 

The most significant issues that the 
individual wishes to be addressed 

Individual’s proposals about how each 
of these issues should be addressed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

Individual Stress Action Plan  
 

Part 1 – For completion by the employee 
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Summary of actions proposed 
by employee 

Actions to be taken by 
management 

Explanations of reason for any 
inaction 

Review date for each action 
and details of progress at that 
date 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Individual Stress Action Plan 
 

Part 2 – For Completion by the Employee’s Line Manager, or Their Manager 
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Employee signature: 
 

Date:  Manager signature  Date:  

To validate this assessment and make it compliant with policy, it must be signed and dated by the both the employee and manager.    
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Individual Stress Action Plan – Guidance for Completion 

Criteria for Use 
The individual Stress Action Plan is a tool which enables employees to identify the issues which have caused them to experience increased levels 
of stress, and to work with their Manager toward solutions which help reduce this risk. The circumstances in which this tool must be used are; 

• If an individual reports difficulties in coping with their work and/or personal life 

• If the individual is absent from work and reports experiencing increased stress, or stress related illness 

• If the Manager identifies a pattern of sickness absence, and feels that this may be stress related 

• If the Manager is concerned about the individuals performance at work and feels that this may be stress related 

NB: If the Manager does have concerns that the individual may be experiencing increased stress, this must be confirmed with the 
employee before initiating use of the Stress Action Plan.  Where a concern remains, it is recommended managers seek advice from 
HR. 

 

Notes for Managers 

The overall aim of the Stress Action Plan process is for individual employees and their manager to investigate the causes of (and solutions to) 
stress together.  It is not a blaming opportunity, but rather a chance to reflect upon the situation within the workplace and the circumstances 
around it, and to identify how to reach a satisfactory outcome (e.g. if individuals are off work - that they are able to return to work).   

Approaching stress in this way means that employees can play a major part in clearly identifying the issues involved, and how these issues could 
be addressed. 

Where it is not appropriate to return the form back to their manager, a nominated person must be formally identified to whom this form will be 
returned. 

The first stage of the Stress Action Plan process is for the individual concerned to complete Part 1 of the Stress Action Plan Form.  They should 
not complete it with their line manager, but either complete it alone or with the support of another person (e.g. Safety or Trade Union 
Representative, etc.).     

It is important that individuals using this tool are as specific as possible with the information and examples they provide. 

Employee’s Perceptions of Stressors 
Individuals should write down their perceptions/feelings about the situation (e.g. no one listens to me, can’t cope with workload, no one interested, 
no support from manager, etc.).  Simple statements such as ‘I feel stressed’ will not enable the ‘Stress Action Plan’ approach to be successful. 

Employees are encouraged to seek advice and support from their Trade Union Health & Safety Representative. 
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Evidence of Perceptions 
Individuals should provide examples of how they have arrived at their perceptions (e.g. instances that have led them to feel that they have no 
support from their manager). 

The future 
Individuals should then write down the most significant issues in their work situation that they would want to see addressed (using examples from 
the evidence column), and how they would like these issues to be resolved.   

Non-work factors 

Individuals should also document any non-work issues that are causing / contributing to their stress and how the organization may be able to 
help them with those issues. 

 

Notes for Line Manager’s or Employee Representative 

Summary of actions proposed by employee  
Each of the actions requiring action and identified by the employee needs to be summarised and put in order of importance 

Actions to be taken by management 
Using the actions proposed, each action needs to be individually considered and comment on what action will be introduced and has been 
introduced to address the concerns raised. 

Explanations of reason for any inaction 
Identify specific reasons for why actions are not going to be resolved or addressed 

Review date for each action and details of progress at that date. 
Identify a suitable review date for each of the actions identified and then at the review date, identify the actions that have been introduced. 

If the actions are not completed, identify what further actions are proposed with review date 
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Appendix 1 

Policy Date  Summary of Change Contact Version/Implementation 
Date 

Review Date  

01/09/2022 

 

Approved as final Rachel Hannon / 

Tanya Davies 

01/09/2022 01/09/2023 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 


