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A Manager’s guide to undertaking an Individual Stress Risk Assessment
The School/Service Wellbeing Assessment identifies a number of ways that workplace stressors can be identified and controlled. However, there may be occasions where individuals suffer from the effects of stress, whether related to work or other factors away from work.  
Recognising the signs of stress 
A manager may become aware of an issue with stress through a number of ways, including; 
· Increase in absence
· Return to work interviews
· Private discussions with staff
· Medical reports
· Feedback at team meetings or one-to- ones
· Individual performance
· Complaints
· Changes in behaviour
· Managing Individual Cases of Stress 

Where a manager becomes aware that an employee is being affected by stress, the manager must determine the exact nature of the issue and, where the cause is work-related, explore potential causes of stress in the individual’s role and working environment. There may be aspects of these that need changing to reduce the employee’s exposure to a particular stressor. In addition, there may be actions that the employee can take or is already taking to improve wellbeing. In order to help with this, the School/Service Wellbeing Assessment should be reviewed, and the Individual Stress Risk Assessment Checklist completed (part of the Wellbeing Assessment and Management of Stress Policy and Procedure).  
Reviewing the School/Service Wellbeing Assessment  
Considering an individual case of stress may identify more actions that can be taken at a School, Service, or team level. There may be issues with a particular aspect of the role or the working environment that require resolution, not just for the individual but also the wider team. Some of the actions may already be documented in the School/Service Wellbeing Assessment and so this should be reviewed prior to completion of the Individual Stress Risk Assessment Checklist.  
Completing the Individual Stress Risk Assessment Checklist  
The Individual Stress Risk Assessment Checklist should be used to structure an evaluation of the individual’s concerns. The process for completing this form will depend on the exact circumstances of the case, such as whether the individual is at work or absent from work. Completion of the document may require the support of Human Resources to benchmark and compare with other similar roles in the School/Service or across the University.  
Step 1 – Assess the individual’s concerns 
The example questions on the Individual Stress Risk Assessment Checklist can be used to help identify and record the areas of concern. It may be that the individual’s issues are all contained within one management standard area (and so the other sections do not need to be completed), or may cross over a number of management standards. For instance, a heavy workload could impact not just on ‘demands’, but also ‘control’ and ‘support’. Record the individual’s concerns to ensure you fully understand the issues. This will require input from the individual member of staff, either directly in a meeting, or retrospectively following a previous meeting. Steps that individuals are taking to manage their own wellbeing should also be recorded.  
Step 2 – Evaluate the need for further action 
Decide whether additional reasonable measures could be implemented which are specific to the individual, keeping in mind the control measures previously identified in the School/Service Wellbeing Assessment.  Additional measures may be easy to implement and have little cost impact. However, it may be that it is not reasonable to go beyond the measures that are already in place. The line manager will have to base this decision on a range of factors including significance of the concern raised, the costs and practicability of additional measures, wider impact on the work of the School or Service, resources available, and the impact on the health of other employees.  If further measures for the individual can be taken, then set out details. Refer to existing, wider measures in place if appropriate.  
Action Plan Summary 
Actions identified should be transferred to the action plan on the front page of the document (this may include continuing actions to reduce/eliminate workplace stress). For each action, the person who will be responsible for implementation and monitoring progress must be identified, along with a clear timescale for completion.  
Support from Human Resources   
Human Resources can provide advice to managers on how best to deal with each particular case. This may include referral to Occupational Health and the consideration of reasonable adjustments. Human Resources may accompany the manager in meetings with the member of staff as well as speaking directly to the member of staff and/or the trade union representative.  Absence from work as a result of stress, as with absences for other reasons, will be managed in accordance with the Sickness Absence Management Policy and Procedure.  
Referrals to the Occupational Health Service
If a manager has concerns about the effects of work-related stress on an employee’s health a referral to Occupational Health can provide clear, impartial, and professional advice. Please refer to the Essential Guide to Managing Sickness Absence, and the ‘Referrals to Occupational Health’ and ‘Managing Stress Related Absence’ documents in particular. An Individual Stress Risk Assessment Checklist must be completed prior to referral to Occupational Health.  All these documents can be found here. 
Employee Assistance Programme (Spectrum) 
As part of our University's commitment to provide a safe and healthy workplace, all members of staff have access to a free, confidential counselling and legal advice service. This is provided by Spectrum. Experienced and qualified counsellors provide 24-hour telephone support to help with a wide range of issues, including work related stress. There are also a range of free online tools, including emotional and fitness advice, nutrition, and health assessments. Please visit the colleague wellbeing pages for more details. 
Further Guidance 
The HSE website www.hse.gov.uk/stress includes a booklet on Tackling Work-related Stress using the Management Standards approach. 
Further information is available on the Wellbeing Assessment and Management of Stress webpage. 
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