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1.0 INTRODUCTION

Merthyr Tydfil County Borough Council is committed to protecting the health, safety and welfare at work 

of all its employees.  The Council recognises that workplace stress is a health and safety issue and 

acknowledges the importance of identifying and reducing workplace stressors.

This policy sets out how the Council will go about managing work related stress.  It incorporates the 

‘management standards’ approach developed by the Health and Safety Executive and applies to 

everybody employed by the Council.

Managers at all levels are responsible for its implementation.  This includes school Headteachers.

2.0 DEFINITION OF STRESS

The Health and Safety Executive define 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, which can be a positive state if managed correctly, and stress which can be detrimental to 

health.

3.0 WHY WORKPLACE STRESS IS A PROBLEM

While some workplace stress is normal, excessive stress can interfere with productivity and performance 

as well as negatively impact the physical and emotional health of employees.  High levels of stress in the 

workplace can lead to:

 poor decision making;

 an increase in mistakes;

 increased sickness and absence;

 high staff turnover;

 poor employee / employer relations.
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4.0 POLICY STATEMENT

a) The Council will consider the issue of workplace stress and identify any workplace stressors 

when conducting risk assessments, so that it may eliminate or otherwise control the risks arising 

from work related stress.

b) The Council will provide training for all managers and supervisory staff in good management 

practices.

c) The Council will consult with trade union and employee appointed safety representatives on all 

proposed action relating to the management of workplace stress.

d) The Council will periodically conduct work related stress surveys in order to identify Council 

departments or sections where stress may be a concern.

e) The Council will offer confidential counselling for staff affected by stress caused either by work or 

by external factors.

5.0 LEGAL POSITION

5.1 Employer’s general duty

Under the Health and Safety at Work etc. Act 1974, the Council has a general duty to ensure, so far as is 

reasonably practicable, the health, safety and welfare at work of all its employees.  This includes 

managing the risks associated with workplace stress.

5.2 Disability Discrimination

Under the Disability Discrimination Act 2005, the Council has a duty not to discriminate against 

employees on account of their disability as defined in the Act.  This can involve making reasonable 

adjustments to the workplace or to the way that work is done, for example, if existing working 

arrangements place the disabled person at a substantial disadvantage.

Long-term ill-health arising from, or exacerbated by workplace stressors, may constitute a disability 

under the Disability Discrimination Act.
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6.0 ROLES & RESPONSIBILITIES

6.1 Councillors

a) Maintain an ongoing commitment to reducing the risks associated with work related stress by 

ensuring the Council complies with this policy.

b) Ensure that work related stress matters brought before them receive appropriate attention.

c) Ensure that sufficient resources are identified and made available for workplace stress related 

issues.

6.2 Managers and Supervisors (all levels)

a) Conduct risk assessments and implement recommendations within their areas of 

jurisdiction.  The online system ‘Assess Net’ should be used for this purpose.

b) Ensure that workloads are controlled and realistic and do not conflict with other demands.

c) Ensure that job roles are clear and unambiguous.

d) Communicate clearly to their teams exactly what is expected of them, and how their work 

fits in to the Council’s overall vision.

e) Match employee’s abilities to appropriate work tasks.

f) Ensure staff are fully trained to do their job properly.

g) Ensure procedures are in place to prevent bullying, harassment and discrimination.

h) Monitor sickness absence levels and patterns with a view to identifying when workplace 

stress is a causative factor.

i) Scrutinise work performance for signs of lower output or poorer quality.

j) Ensure work conditions and job design are appropriate and that they reduce rather than 

exacerbate workplace stress levels.

k) Analyse their own management style and the effect it has on employees within their 

department.

l) Encourage a team approach to working.

m) Ensure good communication between management and staff, particularly when there are 

organisational and procedural changes taking place.

n) Ensure staff are provided with meaningful developmental opportunities.

o) Monitor working hours and overtime to ensure that staff are not overworking.

p) Monitor holidays to ensure that staff are taking their full entitlement.

q) Attend training as required in good management practice and health and safety.

r) Be vigilant and offer additional support to a member of staff who is experiencing stress, 

whether inside or outside of work.
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6.3 Health & Safety Staff

a) Provide specialist advice and information on stress.

b) Support managers with undertaking risk assessments.

c) Support individuals who have been off sick with stress and advise them and their management 

on a planned return to work.

d) Refer to workplace counsellors or specialist agencies as required.

e) Monitor and review the effectiveness of measures to reduce stress.

f) Inform Council of any changes and developments in the area of work related stress.

6.4 Human Resources Staff

a) Give guidance to managers on the implementation of this policy.

b) Help monitor the effectiveness of measures to address stress by collating sickness absence 

statistics.

c) Advise managers and other individuals on their relevant training requirements.

d) Provide continuing support to managers and individuals in a changing environment and, where 

appropriate, encourage referrals to the Council’s Occupational Health service.

6.5 Employees

a) Report any signs or symptoms of stress to their supervisor / line manager.

b) Accept opportunities for counselling when recommended.

c) Attend and participate in any training offered on recognising and dealing with stress at work.

d) All employees are to deal professionally with clients and work colleagues in order to foster dignity 

and respect at work.

6.6 Safety Representatives

a) Safety Representatives must be meaningfully consulted on changes to work practices or work 

design that may give rise to an increase in workplace stressors.

b) Safety Representatives must be able to consult with their members on the issue of workplace 

stress, including conducting any workplace surveys.

c) Safety Representatives must be meaningfully involved in the risk assessment process.
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Appendix A:   Common workplace stress factors

Answering ‘yes’ to any of the following questions may indicate that the role includes work-related 

stressors.

1. Does the department or team offer a service?

 Does the role involve dealing with ‘customers’ or ‘service users’?

 Do relatives/ family members of those customers have direct access to employees?

 Does third-party violence, or the threat thereof, present a problem to employees?

 Do employees deal with complaints as a large percentage of their role?

 Is the work reactive, ie does workload depend on customers and their individual issues?

2. Is the work reactive, ie does workload depend on customers and their individual issues?

3. Are employees issued mobile equipment that makes them contactable out of normal working 

hours?

4. Do customers (think they) have a right to the service, benefit or product?

 Will customers be worse off if they do not receive the service?

 Are you imposing the service on customers?

 Does this limit the customer’s freedom of action in some way?

 Is the employee’s intervention unwelcome?

5. Are changes imposed on the work of the employee by outside regional or national bodies or 

authorities?
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6. Is the department, team or service subject to periodic external scrutiny or inspection of 

performance?

7. Does the department, team or service have a ‘macho’ approach to stress or mental ill-health?

8. Has the department, team or service recently been subject to changes that have:

 increased the workload;

 reduced the size of the workforce but not the amount of work;

 resulted in areas being understaffed;

 changed the type or rate of work;

 changed the way in which the work is completed?



Appendix B:   The Stress Management Standards

The HSE’s Stress Management Standards cover six key areas of work design that, if not properly 

managed, are associated with poor health, lower productivity and increased sickness absence.  In other 

words, the six management standards cover the primary sources of stress at work.

These sources are:

It is Council policy to make use of these management standards whenever risk assessments are carried 

out or control measures are being implemented.

There now follows a breakdown of the standards, including lists of relevant questions and suggested 

control measures.

1. Demands – workload, work patterns and the work environment.

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

3. Support – encouragement, sponsorship and resources
provided by the organisation, line management and
colleagues.

4. Relationships – promoting positive working to avoid conflict and
deal with unacceptable behaviour.

5. Role – whether people understand their role within the
organisation and whether the organisation ensures that they
do not have conflicting roles.

6. Change – how organisational change (large or small) is
managed and communicated within the organisation.



Merthyr Tydfil County Borough Council

Stress Policy 2017
11

1 Demands
The following guidance can be used to help allocate resources.  It is not exhaustive.  Further stages may 

be required for your team or some listed may not be relevant or could be combined into a single step.

The standard Employees indicate that they are able to cope with the demands of their jobs

What should be 
happening

 The department provides employees with adequate and achievable demands in 

relation to the agreed hours of work

 People’s skills and abilities are matched to the job demands.

 Jobs are designed to be within the capabilities of employees.

 Employees’ concerns about their work environment are addressed.

Ways to achieve the standard

Workload  Develop personal work plans to ensure staff know what their job involves.

 Hold weekly team meetings to discuss the anticipated workload for the forthcoming 

week (and to deal with any planned absences).

 Hold regular meetings with individuals to discuss their workload and any anticipated 

challenges.

 Adjust work patterns to cope with peaks and staff absences (this needs to be fair 

and agreed with employees).

 Ensure sufficient resources are available for staff to be able to do their jobs (time, 

equipment etc).

 Provide training (formal or informal) to help staff prioritise, or information on how 

they can seek help if they have conflicting priorities.
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Competency  Devise a system to keep training records up to date to ensure employees are 

competent and comfortable in undertaking the core functions of their job.

 Consider implementing personal development / training plans which require 

individuals to identify opportunities which can then be discussed with management.

 Link training to performance monitoring arrangements to ensure it is effective and 

sufficient.

Working patterns  Review working hours and shift work systems – have these been agreed with staff?

 Consider changes to start and end times to help employees to cope with pressures 

external to the Council (eg child care, poor commuting routes).

 Develop a system to notify employees of unplanned tight deadlines and any 

exceptional need to work long hours.

Physical environment 
and violence

 Ensure your risk assessments for physical hazards and risks are up to date.

 Assess the risk of physical violence and verbal abuse.  Take steps to deal with this 

in consultation with employees and others who can help, eg the police.

 Provide training to help staff deal with and defuse difficult situations, such as difficult 

phone calls or aggressive customers.
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Do:

 allow regular breaks, especially when the work is complex or emotionally demanding;

 set realistic deadlines;

 design jobs that provide stimulation and opportunities for workers to use their skills to keep 

staff motivated and interested in their work;

 attend to the physical environment – take steps to reduce unwanted distraction, disturbance, 

noise levels, vibration, dust etc where possible;

 assess the other inherent risks of the work, eg physical and verbal abuse, musculoskeletal 

disorders and take steps to deal with them;

 provide support to those less experienced or under pressure;

 if you’re a team leader, learn to say no to work if your team is already at full capacity.

Don’t:

 ask people to do tasks that they are not capable of or trained to do;

 allocate more work to a person or team unless they have the resources to cope with it;

 allow workers to ‘cope’ by working longer hours, starting earlier, finishing later, taking work home 

or working through breaks and lunch;

 contact staff by phone or email (even when they have equipment provided by the Council) 

outside of working hours or when they are on leave or otherwise ‘off duty’.
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2 Control
How much say does the person have over the way they do their work?

The standard Employees indicate that they are able to cope with the demands of their jobs

What should be 
happening

 Where possible, employees have control over their pace of work, eg have a say 

over when breaks can be taken.

 Employees are encouraged to use their skills and initiative to do their work.

 Where possible, employees are encouraged to develop new skills to help them 

undertake new and challenging pieces of work.

 Employees are encouraged to develop their skills.

 Employees are consulted over their work patterns.

Ways to achieve the 
standard

 Agree systems that enable staff to have a say over the way their work is organised 

and undertaken eg through project meetings, one-to-ones, performance reviews.

 Hold regular discussion forums during the planning stage of projects to talk about 

the anticipated output and methods of working. Provide opportunities for discussion 

and input.

 Allocate responsibility to teams rather than individuals to take projects forward:

˜˜ -  discuss and define teams at the start of a project;

˜˜ -  agree objectives and roles;

˜˜ -  agree timescales;

˜˜ -  agree the provision of managerial support, eg regular progress meetings.

 Talk about the way decisions are made – is there scope for more involvement?

 Talk about the skills people have and if they believe they are able to use these to 

good effect.

 How else would they like to use their skills?
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Do:

 allow staff some control over the pace of their work;

 allow and encourage staff to participate in decision making, especially where it affects them, 

eg decisions about the way they work;

 negotiate shift-work schedules that do not impose on staff.

Don’t:

 monitor employees’ movements in detail (including breaks);

 monitor working style, unless necessary (eg where there are child-protection needs);

 ask staff to stay late without notice.
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3 Support
Includes encouragement, sponsorship and resources provided by the Council, line management and 

colleagues.

The standard Employees indicate that they receive adequate information and support from 
their colleagues and management.

What should be 
happening

 The department implements Council policies and procedures to adequately support 

employees.

 Systems are in place to enable and encourage managers to support their staff.

 Systems are in place to enable 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 the required resources to do their job.

 Employees receive regular and constructive feedback.

Ways to achieve the 
standard

 Hold regular one-to-one and team meetings to talk about any emerging issues or 

pressures.

 Include ‘work-related stress/ emerging pressures’ as a standing item for staff  

meetings and/ or performance reviews.

 Seek examples of how people would like to, or have, received good support from 

managers or colleagues – can these be adopted across the team?

 Ask how employees would like to access managerial support, eg ‘open door’ 

policies or agreed times when managers are able to discuss emerging issues or 

pressures.

 Introduce flexibility in work schedules (where possible) to enable staff to cope with 

domestic commitments.
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 Develop training arrangements and refresher sessions to ensure training and 

competencies are up to date and appropriate for the core functions of employees’ 

jobs.

 Talk about ways the department could provide support if someone is experiencing 

problems outside work.

 Disseminate information on other areas of support (Human Resources department, 

occupational health, trained counsellors, charities).

 Offer training in basic counselling skills/ access to counsellors.

Do:

 ensure staff receive sufficient training to undertake the core functions of their job;

 provide constructive, supportive advice at annual appraisals;

 provide flexibility in work schedules, where possible;

 allow phased return to work after long-term sickness absence;

 hold regular liaison/ team meetings;

 provide opportunities for career development;

 deal sensitively with staff experiencing problems outside work.

Don’t:

 trivialise the problems of others;

 discriminate, or allow other to discriminate, against people for any reason.
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4 Relationships
Includes promoting positive working to avoid conflict and dealing with unacceptable behaviour.

The standard
Employees indicate that they are not subjected to unacceptable behaviours, 

eg bullying at work.

What should be 
happening

 The department promotes positive behaviours at work to avoid conflict and ensure 

fairness.

 Employees share information relevant to their work.

 The department follows Council policies and procedures to prevent or resolve 

unacceptable behaviour.

 Systems are in place to enable and encourage managers to deal with unacceptable 

behaviour.

 Systems are in place to enable and encourage employees to report unacceptable 

behaviour.

Ways to achieve the 
standard

 Make use of Council policies for dealing with unacceptable behaviour, grievances 

and disciplinary procedures – communicate these to staff.

 Follow Council procedures for reporting unacceptable behaviour.

 Follow Council procedures for preventing, or quickly resolving, conflict at work – 

communicate this to staff.

 Encourage good communication and provide appropriate training to aid skill 

development (eg listening skills, confidence building).

 Select or build teams which have the right blend of expertise and experience for 

new projects.

 Discuss how individuals work together and how they can build positive 

relationships.

 Identify ways to celebrate success (eg informal lunches).
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Do:

 encourage good, honest, open communication at all levels in work teams;

 provide opportunities for social interactions among workers;

 provide support for staff who work in isolation;

 create a culture where colleagues trust and encourage each other;

 agree which behaviours are unacceptable and ensure people are aware of these and how to 

report incidents.

Don’t:

 allow any bullying behaviour or harassment.
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5 Role
Do people understand their role within the Council?  Do you ensure the person does not have conflicting 

roles?

The standard Employees indicate that they understand their role and responsibilities.

What should be 
happening

 The Council / department ensures that, as far as possible, the different 

requirements it places upon employees are compatible.

 The department provides information to enable employees to understand their role 

and responsibilities.

 The department ensures that, as far as possible, the requirements it places upon 

employees are clear.

 Systems are in place to enable employees to raise concerns about any 

uncertainties or conflicts they have in their role and responsibilities.

Ways to achieve the 
standard

 Hold team meetings to enable members to clarify their role and discuss any role 

conflict.

 Display team/department targets and objectives to help clarify team and individual 

role.

 Agree specific standards of performance for jobs and individual tasks and review 

periodically.

 Introduce personal work plans which are aligned to the outputs of the team.

 Introduce or revise job descriptions to ensure the core functions and priorities are 

clear.

 Hold regular one-to-one meetings to ensure individuals are clear about their role 

and know what is planned for the coming months.

 Develop suitable induction arrangements for new staff – make sure all members of 

the team understand the role and responsibilities of the new recruit.
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Do:

 provide a clear job description and define work objectives (eg through a personal work plan);

 define work structures clearly, so that all team members know who is doing what, and why;

 give all new members of staff a thorough induction to your department;

 avoid competing demands, such as situations where it is difficult to meet the needs of the Council 

and the customer

Don’t:

 make changes to the scope of someone’s job, or their responsibilities (eg at promotion) without 

making sure that the individual knows what is required of them, and accepts it.
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6 Change
How is organisational change, large or small, managed and communicated?

The standard
Employees indicate that the Council engages them frequently when 

undergoing an organisational change.

What should be 
happening

 The Council provides employees with timely information to enable them to 

understand the reasons for proposed changes.

 The Council ensures adequate employee consultation on changes and provides 

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.

Ways to achieve the 
standard

 Ensure all staff are aware of why the change is happening – agree a system for 

doing this.

 Define and explain the key steps of the change.

 Ensure employee consultation and support is a key element of the programme.

 Establish a system to communicate new developments quickly.

 Agree methods of communication (eg meetings, notice boards, letters, email, 

feedback forums) and frequency (eg weekly, monthly).

Ensure staff are aware of the impact of the change on their jobs.

 Provide a system to enable staff to comment and ask questions before, during and 

after the change, eg for staff who want to raise their concerns.

 Review team and individual work plans after the change to ensure objectives are 

clear and workloads are appropriately distributed.
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Do:

 explain what the organisation wants to achieve and why it is essential that the change(s) takes 

place;

 consult staff at an early stage, and throughout the change process;

 involve staff in the planning process so that they understand how their work fits in;

 explain timescales and how changes will impact directly on them.

Don’t:

 delay communicating new developments;

 underestimate the effects of minor changes.
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Appendix C:   Competency framework for line managers

Management competencies for preventing and reducing stress at work

Management Standard Competency Examples of positive 
manager behaviour

Examples of negative 
manager behaviour

Demands Managing workload and 
resources

• bringing in additional  
resource to handle workload

• aware of team members’ 
ability

• monitoring team workload

• refusing to take on 
additional work when team is 
under pressure

• delegating work unequally 
to team

• creating unrealistic 
deadlines

• showing lack of awareness 
of how much pressure team 
is under

• asking for tasks without 
checking workload first

Demands Dealing with work 
problems

• following through problems 
on behalf of employees

• developing action plans

• breaking problems down 
into parts

• dealing rationally with 
problems

• listening but not resolving 
problems

• being indecisive about 
decisions

• not taking problems 
seriously

• assuming problems will sort 
themselves out

Demands Process planning and 
organisation

• reviewing processes to see 
if work can be improved

• asking themselves ‘could 
this be done better?’

• prioritising future workloads

• working proactively

• not using consistent 
processes

• sticking too rigidly to rules 
and procedures

• panicking about deadlines 
rather than planning

Control Empowerment • trusting employees to do 
their work

• giving employees 
responsibility

• steering employees in a 
direction rather than imposing 
direction

• managing under a 
microscope

• extending so much authority 
employees feel a lack of 
direction

• imposing ‘my way is the 
only way’
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Management Standard Competency Examples of positive 
manager behaviour

Examples of negative 
manager behaviour

Control Development • encourages staff to go on 
training courses

• provides mentoring and 
coaching

• regularly reviews 
development

• helps employees to develop 
in role

• refuses requests for training

• not providing upward 
mobility in the job

• not allowing employees to 
use their new training

Support Accessible / visible • communicating that 
employees can talk to them 
at any time

• having an open-door policy

•making time to talk to 
employees at their desks

• being constantly at 
meetings or away from their 
desk

• saying ‘don’t bother me 
now’

• not attending lunches or 
social events

Support Health and safety • making sure everyone is 
safe

• structuring risk assessments

•ensuring all health and 
safety requirements are met

• not taking health and safety 
seriously

• questioning the capability of 
an employee who has raised 
a health or safety issue

Support Feedback • praising good work

• acknowledging employees’ 
efforts

•operating a no-blame culture 
passing positive feedback 
about the team to senior 
management

• not giving credit for hitting 
deadlines

• seeing feedback as only 
‘one way’

• giving feedback that 
employees are wrong just 
because their way of working 
is different

Support Individual consideration • provides regular one-to-
ones

• flexible when employees 
need time off

•provides information on 
additional sources of support

•regularly asks ‘how are you?’

• assuming everyone is okay

• badgering employees to tell 
them what is wrong

• not giving enough notice of 
changes

•no consideration of work-life 
balance
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Management Standard Competency Examples of positive 
manager behaviour

Examples of negative 
manager behaviour

Relationships Managing conflict • listening objectively to both 
sides of the conflict

• supporting and investigating 
incidents of abuse

•dealing with conflict head on

•following up on conflicts after 
resolution

• not addressing bullying

• trying to keep the peace 
rather than sort out problems

• taking sides

•not taking employee 
complaints seriously

Relationships Expressing and managing 
own emotions

• having a positive approach

• acting calmly when under 
pressure

•walking away when feeling 
unable to control emotion

•apologising for poor 
behaviour

• passing on stress to 
employees

• acting aggressively

• losing temper with 
employees

•being unpredictable in mood

Relationships Acting with integrity • keeps employee issues 
private and confidential

• admits mistakes

• treats all employees with the 
same importance

• speaks about employees 
behind their backs

• makes promises, then 
doesn’t deliver

• makes personal issues 
public

Relationships Friendly style • willing to have a laugh and a 
joke

• socialises with team

• brings in food and drinks for 
team

• regularly has informal chats 
with employees

• criticises people in front of 
colleagues

• pulls team up for talking / 
laughing during working 
hours

• uses harsh tone of voice 
when asking for things

Role and change Communication • keeps team informed of 
what is happening in the 
organisation

• communicates clear goals 
and objectives

• explains exactly what is 
required

• keeps people in the dark

• holds meetings ‘behind 
closed doors’

• doesn’t provide timely 
communication or 
organisational change
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Management Standard Competency Examples of positive 
manager behaviour

Examples of negative 
manager behaviour

General leadership and 
management

Taking responsibility • leading from the front

• steps in to help out when 
needed

• communicating ‘the buck 
stops with me’

• deals with difficult 
customers on behalf of 
employees

• saying ‘it’s not my problem’

• blaming the team if things 
go wrong

• walking away from problems

General leadership and 
management

Knowledge of job • able to put themselves in 
employees shoes

• has enough expertise to 
give good advice

• knows what employees are 
doing

• doesn’t have the necessary 
knowledge to do the job

• doesn’t take time to learn 
about the employee’s job

General leadership and 
management

Empathy • takes an interest in 
employees’ personal lives

• aware of different 
personalities and styles of 
working within the team

• notices when a team 
member is behaving out of 
character

• insensitive to people’s 
personal issues

• refuses to believe someone 
is becoming stressed

• maintains a distance from 
employees – projects a sense 
of ‘us and them’

General leadership and 
management

Seeking advice • knows when to seek help 
from health and safety and/or 
occupational health 
specialists and is willing to do 
so

• seeks advice from other 
managers with more 
experience

• uses HR when dealing with 
a problem

• already knows best

• believes that asking for 
advice shows weakness
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Appendix D:   Stress management competency indicator tool

Use the following questionnaire to assess your behaviour

The ‘Stress management competency indicator tool’ in this appendix is designed to allow you to assess 

whether the behaviours identified as effective for preventing and reducing stress at work are part of your 

management repertoire or not. The aim is to help you to reflect upon n your own behaviour and 

management style.

The next four pages look in turn at four behavioural areas identified as being important for managers to 

prevent and reduce stress in their staff. You are asked to consider a range of specific manager 

behaviours and put a tick in the column that most closely represents your level of agreement with each 

statement. You can then use the instructions at the end of each table to calculate your score on the 

behavioural area covered by that table. (NB the term ‘team members’ is used to refer to people who 

report directly to you or who you manage.)

The assessment process allows you to use the scores from the questionnaire to assess your 

effectiveness in preventing and reducing stress in your staff. It allows you to identify whether any of the 

areas are ‘Development Needs’ for you, or whether you are ‘Reasonable’ or ‘Effective’ in each area.

Some tips and ideas on how you can use your assessment to improve your effectiveness in preventing 

and reducing stress at work are provided on page 35.  Page 36 provides a summary of the 

competencies required to prevent and reduce stress at work.

How effective are you at preventing and reducing stress
in your staff?
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AREA 1
RESPECTFUL & RESPONSIBLE:    Managing emotions and having integrity
Behaviour / Competency Strongly 

disagree Disagree Slightly 
agree Agree Strongly 

agree

Integrity

I am a good role model

I treat my team members with respect

I am honest

I do what I say I will do

I never speak about team members behind
their backs
Managing Emotions

I act calmly in pressured situations

I take a consistent approach to managing

My moods are predictable

I don’t pass on my stress to my team

I approach deadlines calmly

I welcome suggestions for improvements

Considerate Approach

I allow my team to plan their workloads

The deadlines I create are realistic

I give more positive than negative feedback

I deal with problems myself rather than relying on others

I allow my team to approach their work in their own way

I show a consideration for my team’s work life balance

Note down the total number of ticks in
each column

Now multiply each column total by the number 
indicated to calculate your column score

x 1

=

x 2

=

x 3

=

x 4

=

x 5

=

Add the column scores together and note the total 
score (maximum score is 85)

Now divide your total score by 85 and multiply by 
100

(…………/85) x 100 =
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AREA 2
MANAGING AND COMMUNICATING EXISTING AND FUTURE WORK
Behaviour / Competency Strongly 

disagree Disagree Slightly 
agree Agree Strongly 

agree

Proactive work management

I clearly communicate job objectives to my team

I develop action plans

I monitor my team’s workload on an ongoing basis

I encourage my team to review how they organise their 
work
When necessary, I stop additional work being taken on 
by my team

I work proactively

I see projects/tasks through to delivery

I review processes to see if work can be
improved

I prioritise future workloads

Problem solving

I deal rationally with problems

I follow up problems on behalf of my team

I deal with problems as soon as they arise

I am decisive when decision making

Participative / Empowering
I give employees the right level of job
responsibility
I correctly judge when to consult the team
and when to make a decision

I act as a mentor to my team

I delegate work equally

I help team members to develop in their role

I encourage participation from the whole team

I provide regular team meetings

I give the right level of direction to my
team members

Note down the total number of ticks in
each column

Now multiply each column total by the number 
indicated to calculate your column score

x 1

=

x 2

=

x 3

=

x 4

=

x 5

=

Add the column scores together and note the total 
score (maximum score is 110)

Now divide your total score by 110 and
multiply by 100

(…………/110) x 100 =
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AREA 3
MANAGING THE INDIVIDUAL WITHIN THE TEAM
Behaviour / Competency Strongly 

disagree Disagree Slightly 
agree Agree Strongly 

agree

Personally Accessible
I prefer to speak to my team personally than
use email
I provide regular opportunities for my team
to speak one to one

I return my team’s calls/emails promptly

I am available to talk to when needed

Sociable

I bring in treats for my team

I socialise with the team

I am willing to have a laugh at work

Empathetic engagement

I encourage individuals’ input in discussions

I listen when a team member asks for help

I make an effort to find out what motivates
my team members at work
I try to see things from my team members’
point of view
I take an interest in my team’s life outside
work

I regularly ask team members ‘How are you?’

I treat all team members with equal
importance
I check everyone is OK rather than just
assuming

Note down the total number of ticks in
each column

Now multiply each column total by the number 
indicated to calculate your column score

x 1

=

x 2

=

x 3

=

x 4

=

x 5

=

Add the column scores together and note the total 
score (maximum score is 75)

Now divide your total score by 75 and
multiply by 100

(…………/75) x 100 =
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The final set of behaviours/ competencies refer to how you manage difficult situations in your team such 
as bullying or employee conflicts. If you haven’t experienced situations such as these, it may not be 
useful for you to complete this section. However, please do remember to refer back to this section if the 
need to manage a difficult situation arises.

AREA 4
REASONING / MANAGING DIFFICULT SITUATIONS
Behaviour / Competency Strongly 

disagree Disagree Slightly 
agree Agree Strongly 

agree

Managing Conflict

I act as a mediator in conflict situations

I deal with squabbles in the team before
they become arguments

I deal objectively with employee conflicts

I deal with conflicts head on

I try and resolve issues rather than act to
keep the peace

Use of Organisational Resources
I seek advice from other managers when
necessary
I use HR as a resource to help deal with
problems
I seek help from occupational health when
necessary

Taking responsibility for resolving issues

I follow up team conflicts after resolution

I support employees through incidents
of abuse
I make it clear I will take ultimate responsibility
if things go wrong

I address bullying

Note down the total number of ticks in
each column

Now multiply each column total by the number 
indicated to calculate your column score

x 1

=

x 2

=

x 3

=

x 4

=

x 5

=

Add the column scores together and note the total 
score (maximum score is 60)

Now divide your total score by 60 and
multiply by 100

(…………/60) x 100 =
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OVERALL ASSESSMENT

You have now calculated a percentage score for each of the four behavioural areas (or three behavioural areas if 
you are not measuring your ability to manage difficult situations) that have been identified as important for 
preventing and reducing stress at work. In order to interpret what these scores mean, use the following guidelines:

75% or below = Development Need: This is an area in which you would benefit from some development. Please 
refer back to the questionnaire to explore which of the behaviours you could consider using more often in the 
future in order to be more effective at preventing and reducing stress in your team.

76% to 89% = Reasonable: You show a good awareness of the behaviours needed for effectively preventing and 
reducing stress in others. It may be helpful to refer back to the questionnaire to see if there are any behaviours you 
could add to your repertoire in this area to increase your effectiveness in managing stress in others.

90% and above = Effective: You demonstrate the behaviours that have been shown to be effective in preventing 
and reducing stress in your team.

Your ‘Stress management competence’ profile:
Fill in each of the right hand columns. In the effectiveness column, add ‘Development Need’, ‘Reasonable’ or 
‘Effective’ using the guidance above.

Competency Percentage Effectiveness

Area 1. Respectful and responsible: Managing emotions and having 
integrity

Area 2. Managing and communicating existing and future work

Area 3. Managing the individual within the team

Area 4. Reasoning/Managing difficult situations
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WHAT DO I DO NEXT?

In order to improve your effectiveness at preventing and reducing stress at work, we suggest the 
following steps:

1) Look for the behavioural area in which you received the lowest score and focus on this as top priority. 
If you have identified several Development Needs or areas that you would like to move into the 
‘Effective’ zone, take them one at a time – you don’t have to change everything at once!

2) Look back at the questionnaire to explore what behaviours are relevant to this area. On the following 
page is also a summary of the four behavioural areas, and outlines of the key behaviours in each. 
Identify the ones that you indicated you do least and consider what you need to do in order to show 
these behaviours more often. It may simply be a matter of being more aware of how you are behaving at 
the moment and making small shifts to add the relevant additional (or alternative) behaviours to your 
repertoire.

3) You may find it helpful to check out with your team whether they would find it helpful for you to show 
more of these particular behaviours and how that would be different from what you do at the moment. 
You could ask them to give you feedback on how you are doing.

4) If you feel that it will be difficult for you to make these behavioural changes on your own, consider 
seeking support. For example, informal coaching or support from your own manager and / or from the 
HR department might be helpful; you might find it helpful to get some formal coaching or mentoring; and 
/ or you might want to attend a training course to develop the relevant skills.
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SUMMARY

Competency Sub-competency

Integrity
Being respectful and honest to employees

Managing emotions
Behaving consistently and calmly around the team

Respectful and responsible:
Managing emotions and having integrity

Considerate approach
Being thoughtful in managing others

Proactive work management
Monitoring and reviewing existing work, allowing future 
prioritisation and planning

Problem solving
Dealing with problems promptly, rationally and 
responsibly

Managing and communicating existing and future 
work

Participative / empowering
Listening to, meeting and consulting with the team, 
providing direction, autonomy and development 
opportunities to individuals

Personally accessible
Available to talk to personally

Sociable
Relaxed approach, such as socialising and using 
humour

Managing the individual within the team

Empathetic engagement
Seeking to understand each individual in the team in 
terms of their health and satisfaction, motivation, point 
of view and life outside work

Managing conflict
Dealing with conflicts decisively, promptly and 
objectively

Use of organisational resources
Seeking advice when necessary from managers, HR 
and Occupational Health

Reasoning / managing difficult situations

Taking responsibility for resolving issues
Having a supportive and responsible approach to issues 
and incidents in the team
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Appendix E:   Further help

 National Debt Helpline 0808 808 4000

www.nationaldebtline.co.uk

 RELATE: For relationship problems

Telephone:  0300 100 1234

www.relate.org.uk

 Samaritans: 24 hour national helpline – Call 116 123 from any phone

www.samaritans.org.uk

 Victim Support Helpline: 0808 1689 111

www.victimsupport.org.uk

 MIND Mental Health Charity 

    https://www.mind.org.uk/about-us/contact-us/ 

http://www.nationaldebtline.co.uk/
http://www.nationaldebtline.co.uk/
http://www.nationaldebtline.co.uk/
http://www.relate.org.uk/
http://www.relate.org.uk/
http://www.relate.org.uk/
http://www.samaritans.org.uk/
http://www.samaritans.org.uk/
http://www.samaritans.org.uk/
http://www.samaritans.org.uk/
http://www.victimsupport.org.uk/
http://www.victimsupport.org.uk/
https://www.mind.org.uk/about-us/contact-us/

