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Individual Work Related Stress Risk Assessment Form
Full Name: _________________________________________ Department: _________________________ Dated: ___________

Line Manager’s Name: _______________________________ Signed: _____________________________ Dated: ___________

Guidance for Recognising Stress.
HSE Management Standards for Work Related Stress identify key areas which if not properly managed are associated with poor health and well-being, lower productivity and increased sickness absence.   In support of our wellbeing policy CITB also recognises that life events may cause stress which are not work related but it may be that we are able to offer other help such as access to EAP or perhaps discussing current arrangements, for example altering work start and finish times to support someone who has become a carer for a disabled or sick family member.  
	Demand: CITB  provides employees with adequate, realistic and achievable demands in relation to agreed hours of work. People’s skill and abilities are matched to the job demands, and factors relating to individual differences are considered. Jobs are designed to be within the capabilities of the employees. Employees concerns about their work environment are addressed.


	Control: Where possible, employees have control over their pace of work. Employees are encouraged to use their skills and initiatives to do their work. Where possible, employees are encouraged to develop new skills to help them undertake new and challenging pieces of work. The organisation encourages employees to develop their skills. Employees are consulted when deciding when breaks can be taken. Employees are consulted over their work patterns.  Employees have an input into decisions that affect their job.


	Support: CITB has policies and procedures to adequately support employees. Systems are in place to enable and encourage managers to support their staff and encourage employees to support their colleagues. Employees know what support is available and how and when to access it. Employees know how to access required resources to do their job. Employees receive regular and constructive feedback. Employees are offered appropriate training before commencing a new job or change their existing responsibilities.


	Relationships: CITB promotes positive behaviours at work to avoid conflict and ensure fairness. Employees share information relevant to their work, and have agreed policies and procedures to prevent or resolve unacceptable behaviour.


	Role:  CITB ensures that as far as possible the different requirements it places upon employees are compatible. We provide information to enable employees to understand their role and responsibilities, and ensures that as far as possible the requirements it places upon employees are clear. Systems are in place to raise concerns about any uncertainties or conflicts they have in their role or responsibilities.


	Change:  CITB provides employees with timely information to enable them to understand the reasons for the proposed changes. We ensure adequate employee consultation on changes and provide opportunities for employees to influence proposals. Employees are aware of the probable impact of any changes to their jobs. If necessary, employees are given training to support any changes in their jobs. Employees are aware of timetables for changes. Employees have access to relevant support during changes.
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	The 6 Work Related Stress Factors 
(HSE Management Standards)
	Hazard Identified
	Remedial Action

	
	
	Already Taken
	To Be Taken

	
	
	Action
	Sufficient
Yes / No
	Action
	Date Completed

	1) Demand
Work overload or under-load.

· Pace of work

· Conflicting priorities

Capability / capacity 

· Job satisfaction

Physical Environment

· Violence

· Isolation

· Noise 

· Harmful substances 


	
	
	
	
	

	· Suggested areas for discussion, options and actions                                                                                                                                                                                                                                                                                                                                                                                                                                                           Assist and support in the prioritisation or renegotiate deadlines.
· Cover workload during staff absence, by ensuring multi-skilling of team.
· Ensure a training plan is in place and accessible by all department members.
· Encourage open communication channels by ensuring regular contact with line managers in a one-to-one setting.
· Talk to teams regularly about what needs to be done; involve all team members in sharing responsibility rather than remotely setting tasks to specific people.
· Plan work load within achievable time frame, with sufficient resources available.
· Lead by example and be visible.
· Provide guidance if there are conflicting priorities.


	The 6 Work Related Stress Factors 
(HSE Management Standards)
	Hazard Identified
	Remedial Action

	
	
	Already Taken
	To Be Taken

	
	
	Action
	Sufficient
Yes / No
	Action
	Date Completed

	2) Control
· Staff involvement

· Work / Life Balance

· Problem Solving

· Working Time Regulations

· Pace of work driven by others

· Is work always or occasionally checked to ensure accuracy
	
	
	
	
	

	Suggested areas for discussion, options and actions.

· Give control to individuals by encouraging them to plan their own work load, and to be involved in decision making/prioritising work load   

· Increase understanding of other skills individuals have, and try to encourage utilisation within their job role.

· Ensure the department/organisation aims and objectives are accessible and it is understood how their own tasks fit into the 'bigger picture'.

· Have methods of regularly tracking projects; involve the whole team so everyone knows the key stages of the project and what each other’s role is.




	The 6 Work Related Stress Factors 
(HSE Management Standards)
	Hazard Identified
	Remedial Action

	
	
	Already Taken
	To Be Taken

	
	
	Action
	Sufficient
Yes / No
	Action
	Date Completed

	3) Support
· Clear and up to date job description

· Adequate Training

· Communication

· Social Support


	
	
	
	
	

	Suggested areas for discussion, options and actions.
· Department specific induction programmes must be offered to all new employees, alongside the organisation induction programme.   

· Develop training programmes and refresher sessions to ensure competencies are up to date and are appropriate to the core functions of each individual’s job.

· Hold regular team meetings to ensure information is consistently disseminated

· Encourage work/life balance – is your department using the organisation flexible working policies?

· Ensure all annual leave is taken each year, and planned well in advance so individuals have regular time off

· Encourage staff to take regular breaks.

· Encourage sharing of information and best practice between departments, and to offer suggestions for improvements to their roles. 




	The 6 Work Related Stress Factors 
(HSE Management Standards)
	Hazard Identified
	Remedial Action
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	To Be Taken
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Yes / No
	Action
	Date Completed

	4) Relationships
· Are there issues concerning workplace relationship conflicts

· Bullying and Harassment

· Psychosocial environment

· Are working teams selected with working relationships in mind.


	
	
	
	
	

	Suggested areas for discussion, options and actions

· Ensure the Bullying and Harassment policy is fully communicated to the team.

· Encourage honest and open communication. 
· Ensure the team are aware of confidential routes for reporting unacceptable behaviour, involving department managers and/or HR. 
· Identify ways to celebrate success.      
· Encourage good communication and provide appropriate training to aid skill development.



	The 6 Work Related Stress Factors 
(HSE Management Standards)
	Hazard Identified
	Remedial Action

	
	
	Already Taken
	To Be Taken

	
	
	Action
	Sufficient
Yes / No
	Action
	Date Completed

	5) Role
· Role Conflict

· Role Ambiguity

· Availability and approachability of line manager 

· Induction into new roles even when it’s a promotion
	
	
	
	
	

	Suggested areas for discussion, options and actions
· Hold meetings to discuss any possible role conflict, and ensure individuals are clear about their job role.

· Have team targets and objectives displayed to help clarify unit and individual roles.

· Agree specific standards of performance for jobs and individual tasks and review periodically.

· Develop a suitable department induction programme to make sure all new members of the team understand their role and responsibilities, and to ensure all the team understands the role of the new recruit.


	The 6 Work Related Stress Factors 
(HSE Management Standards)
	Hazard Identified
	Remedial Action
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	To Be Taken
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	6) Change
· Communication prior to any change, during and after

· Involvement

· Support and provision of full understanding of why change is happening

· Are special arrangements needed to help to cope with change.
	
	
	
	
	

	Suggested areas for discussion, option and actions.
· Ensure all are always aware of why changes are happening, even small changes need to be discussed.

· Agree methods of communication – i.e. e-mail, notice boards, and agree frequency.

· Establish a system to communicate new developments quickly.

· Provide a system to enable staff to comment and ask questions before, during and after a change, i.e. suggestion box.

· Managers must have an understanding that change can be stressful, even if delivered for the good of the department.




Jlw/vs2  2/2/15: Page 2 of 8 – Including Comments from HSE Dept


[image: image1.jpg]