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The Essentials of Leadership and Management
Session 5 - Supporting Employee Wellbeing
Managers in the faculty of Science, Technology and Arts





· You ensure your people understand what is expected of them
· You manage tools and resources effectively to help your people meet expectations 
· You ensure your people have the right level of autonomy 
· You ensure your people feel treated with dignity and respect
· You ensure your people feel listened to and supported
· You help your people develop their career
· You ensure your people have adequate access to you when they need you and you respond appropriately 
· You manage unacceptable performance and behaviour in a fair and equitable manner
· You take responsibility to resolve problems within your remit
· You are prepared to make and implement difficult or unpopular decisions



Notes 



Notes 





Stress Management Action Plan

This pro forma is to be used in conjunction with the Stress Management Procedure 

Initial Meeting (Date :___________________)

Employee: ________________________ Line manager: ____________________________

1. If stress is an issue, does the individual or their manager consider it to be work related or non-work related stress? _______________
(If the stress is non-work related, explore whether work related support would be beneficial)


2. What are the causes? e.g. Control, Demands, Relationships, Change, Support, Role, Other (The Stress Risk assessment Checklist may be used to provide a structured approach to completing this section. It may be completed and attached to this document or summarised below.)

Please provide brief details (please type here):



3. Details of actions to be taken to provide support or reasonable adjustments. (Actions might include: reviewing work patterns; modifications and/or restrictions of duties; provision of equipment; provision of training and development; seeking resolution of interpersonal issues and/or referral to support services e.g. Occupational Health, Counselling Services, SHUWellness.)

	Action
	By Whom
	Timescale

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



4. Details of any other discussions/agreements made (if applicable): please type here



Date of follow up meeting: _____________________________



I confirm that this is an accurate record of what was discussed and agreed during the meeting.
Signed: Manager _________________________ 
	 Employee _________________________

A copy of the completed form should be given to both the manager and the employee. It should be filed locally and should remain confidential.
Follow up meeting   (Date: _______________)
Employee: _________________________ Line manager: ___________________________
1. Review action plan and detail progress made.
	Action
	By Whom
	Timescale

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





2. Are the levels of stress reduced/ unchanged/ increased? ______________________


3. Is the situation now resolved? _____________________________________________


 4. If not, provide brief details (please type here)





5. Does this issue now need to be escalated? __________________________________

6. If not, detail actions to be carried forward and further actions to be taken.

	Action
	By Whom
	Timescale

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Date of follow up meeting (if applicable):_____________________________


I confirm that this is an accurate record of what was discussed and agreed during the meeting.
Signed: Manager _________________________ 
	 Employee _________________________



A copy of the completed form should be given to both the manager and the employee. It should be filed locally and should remain confidential.
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Appendix 2
Checklist to assist in identifying the type of adjustments that  can be made to meet the HSE Management Standards
Faculty/Directorate /department/Service …………………………… Completed by ………………………………… Date: ……………………………………..
	Description of key factors to consider whether the standard is being met:
	Identification and evaluation of Risk - Please list below any issues requiring consideration
	Potential adjustments to meet the standard:
	 if relevant
	Proposed action/action taken:
	Review
date:

	DEMANDS
Employees are able to cope with the demands of their jobs; and systems are in place locally to respond to any individual concerns.










	Consideration should be given to the pressures and demands that staff experience, any conflicting demands, hours of work and whether they are able to take sufficient breaks.
	Should tasks be redesigned?
	[bookmark: Check1]|_|
	
	

	
	
	Can adjustments (temporary or permanent) be made to working hours or patterns?
	|_|
	
	

	
	
	Can changes be made to the way resources are managed or allocated?
	|_|
	
	

	
	
	Should further training be provided?
	|_|
	
	

	
	
	Can changes be made to the work environment?
	|_|
	
	

	
	
	Other?
	|_|
	




	

	CONTROL
Employees are able to have a say about the way they do their work; and systems are in place locally to respond to any individual concerns.













	Consideration should be given to whether working time is flexible, the discretion staff have in deciding how and what they do at work, when they can take a break etc.
	Should the job design be altered to give more control over the pace, organisation or location of the work?
	|_|
	
	

	
	
	Can adjustments be made to working hours or patterns?
	|_|
	
	

	
	
	Can further training be provided?
	|_|
	
	

	
	
	Other?
	|_|
	
	

	SUPPORT
Employees receive adequate information and support from their colleagues managers and supervisors; and systems are in place locally to respond to any individual concerns.
	
	Are opportunities available to raise and resolve issues?  
	|_|
	
	

	
	
	Are systems in place to give and receive regular feedback? 
	|_|
	
	

	
	
	Do employees know how to access information, policies and procedures relevant to their concerns?
	|_|
	
	

	
	
	Do employees know how to access the resources necessary to do their job?
	|_|
	
	

	
	
	Should further training be provided?
	|_|
	
	

	
	
	Do employees know how to access support systems provided by the University?
	|_|
	
	

	
	
	Other?
	|_|
	
	




	Description of key factors to consider whether the standard is being met:
	Identification and evaluation of Risk - Please list below any issues requiring consideration
	Potential adjustments to meet the standard:
	 if relevant
	Proposed action/action taken:
	Review
date:

	ROLE
Employees understand their role and responsibilities; and systems are in place locally to respond to any individual concerns.












	Consider whether staff are clear what is expected of them, their duties, responsibilities, goals and objectives; and how this fits into the overall aims of the organisation.
	Are opportunities available to raise and resolve issues?  e.g team meetings, 1:1s etc
	|_|
	
	

	
	
	Is the job design clear?

	|_|
	
	

	
	
	Are there conflicting demands which could be  minimised?
	|_|
	
	

	
	
	Are systems in place to give and receive regular feedback? e.g 1:1s, supervision, appraisal meetings
	|_|
	
	

	
	
	Other?
	|_|
	
	




	Description of key factors to consider whether the standard is being met:
	Identification and evaluation of Risk - Please list below any issues requiring consideration
	Potential adjustments to meet the standard:
	 if relevant
	Proposed action/action taken:
	Review
date:

	RELATIONSHIPS
Employees are not subjected to unacceptable behaviours, e.g. bullying and/or harassment at work; and systems are in place locally to respond to any individual concerns.













	Consider whether relationships are strained or whether staff are subject to personal harassment or bullying at work
	Are opportunities available to raise and resolve issues? e.g team meetings, regular 1:1s
	|_|
	
	

	
	
	Is conflict identified and addressed at an early stage?
	|_|
	
	

	
	
	Do employees know where to find information, policies and procedures relevant to their concerns?
	|_|
	
	

	
	
	Do employees know how to access support systems provided by the University?
	|_|
	
	

	
	
	Other?
	|_|
	










	

	CHANGE
Employees are consulted and engaged when undergoing an organisational change; and systems are in place to respond to any individual concerns.
	Consider how staff are consulted with about change and are clear how  this will impact on them and work in practice.
	Are employees consulted on proposed changes in a timely manner where possible?
	|_|
	
	

	
	
	Are employees provided with information to help understand the reasons for change, if required?
	|_|
	
	

	
	
	Are systems in place to provide employees with information on the probable impact of change on their jobs?
	|_|
	
	

	
	
	Are systems in place to make employees aware of timescales for change?
	|_|
	
	

	
	
	Can further training be provided?
	|_|
	
	

	
	
	Do employees know how to access support systems provided by the University?8
	|_|
	
	

	
	
	Other?
	|_|
	
	








Wellness Recovery Action Plan (WRAP)
Developing a Wellness Action Plan (WAP) can help employees to actively support their own mental health by reflecting on the causes of stress and poor mental health, and by taking ownership of practical steps to help address these triggers. This process can also help managers to open up dialogue with employees, understand their needs and experiences and ultimately better support their mental health
Possible questions for the employee to consider and then discuss with you...
(Questions taken from MIND Wellness Action Plan: https://www.mind.org.uk/media/1593680/guide-to-waps.pdf ) 
	1. What helps you stay mentally healthy at work? (For example: taking a lunch break, keeping a to-do list)
	



	2. What can your manager do to support you to stay mentally healthy at work? (For example: regular feedback and supervision, explaining wider developments in organisation)
	

	3. Are there any situations at work that can trigger poor mental health for you? (For example: conflict at work, organisational change, something not going to plan)
	

	4. How might stress /poor mental health difficulties impact on your work? (For example: find it difficult to make decisions, hard to prioritise work tasks)
	

	5. Are there any early warning signs that we might notice when you are starting to feel stressed/ mentally unwell? (For example: changes in normal working patterns, withdrawing from colleagues)
	

	6. What support could be put in place to minimise triggers or to support you to manage symptoms? (For example: extra catch-up time with line manager)
	

	7. If we notice early warning signs that you are feeling stressed or unwell – what should we do? (For example: talk to me discreetly about it, contact someone that I have asked to be contacted). Please include contact names and numbers if you would like your line manager to get in touch with someone if you become unwell.
	

	8. What steps can you take if you start to feel unwell at work? (For example: take a break from your desk and go for a short walk, ask your line manager for support)
	





[bookmark: _GoBack]
	Development Plan

	Goals (linked to Core Expectations)
	Planned action
	Success measures 
(how will I and others know?)

	













	
	




















	Learning Record

	What happened
	What I learned
	Evidence of Success
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