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Work Related Stress – Managers Risk Assessment[image: The Health and Safety Department Colour Logo]

This core risk assessment checklist is provided by the Health and Safety Department in conjunction with the Occupational Health Unit as a template, which provides a framework for managers to complete an assessment for stress related issues which they are required to consider.  It may not address all specific circumstances, but should help to assess areas for help and support.
This assessment risk assessment is primarily for managers to identify and consider sources of stress amongst their staff within their own area of work.
	Title
	Information From School

	School Assessment No.
	

	Title of Activity:
	

	Location(s) of work:
	

	Brief Description of Work:








Hazard Identification: 
Identify all the hazards (stressors) specific to the working activity; evaluate the risks (low / medium / high); describe all existing control measures and identify any further measures required.
If there are any specific hazards e.g., lone working, these should be assessed on a separate risk assessment form and cross-referenced with this document.  See http://www.ed.ac.uk/schools-departments/health-safety/risk-assessments-checklists/risk-assessments for details.
The risk assessment /checklist is spilt into six main areas:-
Demands - being able to cope with the demands of the job. 
Control - having an adequate say over how work is done. 
Support - having adequate support in terms of encouragement, sponsorship, and resources provided by the organisation, line management and colleagues. 
Relationships - includes promoting positive working to avoid conflict and dealing with unacceptable behaviour 
Roles - understanding roles and responsibilities. 
Change - being involved in any organisational change. 
Each question requires a Yes or No answer.  Where you identify a "NO" answer below this may indicate an aspect which may need some attention – assess level as low/medium/High..  N/R - not relevant.
See guidance: http://www.docs.csg.ed.ac.uk/Safety/health/Stress_%20Managers_RA_info_&_guidance.pdf
	DEMANDS
	YES
	NO
	N/R

	Do you organise jobs with realistic demands in mind?
	
	
	

	Are demands matched to staff skills and abilities?
	
	
	

	Is the physical work environment comfortable?
	
	
	

	Is repetitive and monotonous work kept to a minimum?
	
	
	

	Do employees have sufficient resources - time, equipment, expertise?
	
	
	

	Are employees safe from exposure to the threat of physical violence or verbal abuse from the public?
	
	
	

	CONTROL
	YES
	NO
	N/R

	Do employees have a reasonable say about the way they do their work?
	
	
	

	Do employees have reasonable control over their pace of work?
	
	
	

	Are employees encouraged to develop new skills to help them undertake new and challenging pieces of work?
	
	
	

	Do employees feel they are able to air concerns about their work environment?
	
	
	

	Do employees have the right to refuse e.g., to deal with a difficult member of the public?
	
	
	

	Do employees have reasonable control over their work pattern?
	
	
	

	SUPPORT
	YES
	NO
	N/R

	Are staff able to provide support to their colleagues?
	
	
	

	Do staff know how to access managerial support?
	
	
	

	Are staff encouraged to seek support at an early stage?
	
	
	

	Are staff supported when undertaking new tasks?
	
	
	

	Are systems in place to help staff cope with work or home related issues? (flexibility during emergency situations, family leave, etc.)
	
	
	

	RELATIONSHIPS
	YES
	NO
	N/R

	Are procedures in place to resolve workplace conflict?
	
	
	

	Do employees feel able to report their concerns?
	
	
	

	Is there a policy for dealing with unacceptable behaviour at work?
	
	
	

	Are teams organised and selected with working relationships in mind?
	
	
	

	Are openness, honesty and respect encouraged within teams?
	
	
	

	Are people aware of the penalties associated with unacceptable behaviour?
	
	
	

	ROLE
	YES
	NO
	N/R

	Is consideration given to any conflicting demands placed on staff?
	
	
	

	Is the induction procedure comprehensive?
	
	
	

	Are job descriptions clear and accurate?
	
	
	

	Do employees have a clear plan of work?
	
	
	

	Do people understand how their job fits into the wider organisational aims?
	
	
	

	CHANGE
	YES
	NO
	N/R

	Do you ensure that staff understand the reasons for change?
	
	
	

	Is employee consultation part of the change programme?
	
	
	

	Do you ensure that employees understand the likely impact of change on their job?
	
	
	

	Are special arrangements made to support staff through the change process?
	
	
	

	Is the change process communicated to staff?
	
	
	



If you have answered NO to any of the questions above, some possible SOLUTIONS to consider for each of the issues (Demands, Control, Support, Relationships, Role and Change) are available from this link – 
http://www.docs.csg.ed.ac.uk/Safety/ra/stress_managers_solutions.pdf 
Persons At Risk:
Identify all those who may be at risk.
	Type 
	Name 
	Type 
	Name 

	Academic Staff
	 
	Technical Staff 
	 

	Postgraduate Student
	 
	Undergraduate Student
	 

	Maintenance Staff
	 
	Office Staff
	 

	Cleaning Staff
	 
	Emergency Staff
	 

	Contractors
	 
	Visitors
	 

	Others  
	 


Training:
Identify the level of information, instruction and training required (induction, IT, time-management, assertiveness, etc.). 
	Training:
	Yes
	No
	N/A

	Has necessary information, instruction and training been given?
	 
	 
	 

	Expand and clarify, if necessary.
	  
 


Additional Information:
Identify any additional information relevant to the working activity.
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