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EMPLOYEES’ GUIDELINES

1
Introduction
In its policy statement, the Governing Body has stated its commitment to reducing the risk to the Health and Safety of its employees from stress at work. The Policy is available in School.
2
Your Role/Responsibility
You or your colleagues may suffer at sometime in your working life from stress at work.  It is important that you are able to recognise factors in the workplace which may cause stress. It is also helpful if you recognise the signs and symptoms of stress in yourselves or others around you in order to be able to take positive action.
You are encouraged and expected to contribute to any approaches adopted by the School aimed at identifying and managing the causes of the potential for workplace stress. Your contribution is vital in identifying  the relevant factors that may cause undue stress and in seeking measures to reduce, avoid or manage the risks.
Legally you have a duty under Section 7 of the Health and Safety at Work Act 1974 and Regulation 12 of the Management of Health and Safety at Work Regulations 1992 to take reasonable care of your own health and safety and that of others who may be affected by your acts or omissions whilst at work.

If you feel your work is causing undue stress then you should talk to your Headteacher or your line manager who will discuss what actions may be taken to help reduce the source of the problem.

3
What is Stress?

Stress is a natural human reaction to excessive pressure; it is not a disease.  It is only when stress is excessive and goes on for a long time that it may lead to mental or physical ill-health.

A reasonable and acceptable degree of pressure often promotes motivation and stimulation at work leading to job satisfaction.  It is only a problem when it is unreasonable and prolonged.

4
The Effects of Stress
Instant Response (Fight or Flight)

This is the reaction to a situation which enables individuals to take appropriate action; sometimes known as the fight or flight response.  Within the body many activities are increased.  The heart beats faster, muscles tense, and extra cholesterol and sugar are found in the blood.  Other activities such as digestion and immune responses slows.  Therefore, energy is diverted to systems which we need to maximise our efforts.  

This response is a reaction to short term crisis and is not intended to be prolonged.  The solution is to get rid of these built up energies on a regular basis, letting the body recover and return to normal, and therefore prevent long term health problems.

Different people perceive different events as stressful.  Therefore stress may be experienced as a result of exposure to a wide range of work demands and in turn contribute to an equally wide range of health issues.

5
How is Stress Recognised in an Individual?
The effects of prolonged stress may be caused by events in an individual’s personal life, work life, or from a combination of these.  These effects may affect an individual in a physical, emotional, and behavioural way.  Although not an exhaustive list some examples symptoms that may be stress related are:-
i)
Physical Signs

· Shoulders, neck and back pain

· General muscle tension, eg sufferers sit in one position and clench muscles

· Cramps, skin rashes

· Palpitations 

· Chest pain

· Breathing difficulties (hyperventilation)

· Headaches

· Fatigue

· Visual disturbance

· Nausea/stomach disorders
· Dizziness

· Unexpected weight loss or gain

ii)
Emotional signs

· Intolerance and irritability

· Withdrawal from social contact 

· Not taking the lead in work projects

· Tearful response to minor issues

· Loss of libido (sex drive)
· Sleep disturbance and nightmares (often an early sign of stress is difficulty getting to sleep and early morning waking)

· Low self-esteem

· Guilt

· Panic

· Mood swings

· Extreme anxiety
iii)
Behavioural signs

· Smoking - increased or begin after successfully stopping

· Alcohol - stopping for drinks on the way home to wind down or drinking to cope

· Nail-biting

· Changes in eating habits - eating more or not at all, developing food cravings

· Evading deadlines - tends to interact with absenteeism

· Making excuses

· Daydreaming and lack of concentration 

· Indecision

· Complaining unreasonably

· Lying or cheating to 'cover up'

· Absenteeism with poor excuses

· Erratic mood changes

· Avoidance of essential action

· Apathy

It is not suggested that every symptom will be seen in everyone with stress problems nor that every time someone has these symptoms they have a stress related illness.

Generally the best way to identify your own or a colleague’s stress is to be aware of normal performance levels, general demeanour and behaviour at work.  Where there is a change in any of these behavioural patterns it could be the effects of stress.

No one expects you or your colleagues to act as doctors but it is helpful to be able to recognise changes in performance and ability, particularly as family or colleagues are likely to be the first people to notice these changes which are often not acknowledged by individuals themselves.

No two people react to events in the same way so pinpointing the causes of stress can take time.  Any change to usual routines can cause stress.  It is often not a particular situation but their reaction to it which makes an individual feel stressed. Also, what is stressful to one person may be stimulating to another and individuals vary in their reaction over time; some days it is easier to cope than others.

6
What do I do if I Feel Stressed?
You should be reassured that there are procedures in place to help your Headteacher or line manager and you to resolve workplace stresses.

If you feel that there are aspects of your work which are causing you to feel excessively stressed you should discuss your concerns with your Headteacher or line manager who will try to help you to resolve the situation.

They may also ask you if you have any problems related to stress, either as part of performance management or management supervision or absence management procedures. 

If your problems are related to home or of a personal nature you may also wish to discuss these with your Headteacher or line manager.  They may be able to assist with emotional support or practical help such as urgent/domestic leave. 

Your Headteacher or line manager will keep any personal conversations in strict confidence.  Information will only be given to others with your consent.

A list of other sources of help and confidential services is given in Part 8  of this document.

7
How can I Reduce the Effects of Stress?
The ABC of handling stress.
On a personal level it is useful to be able to analyse and examine your reactions to stress and to be able to reduce the effects as much as possible.

Your chosen methods of reducing stress are as individual as the causes of it.

Notice what causes you stress and how you react.  Understanding what you can cope with will prepare you to take control of the situation.

	A
	Awareness
	What causes your stress?

How do you react?



	B
	Balance
	How much can you cope with?

What helps you feel satisfied, successful and secure?



	C
	Control
	What helps you feel more in control of your situation?




Stress Busters

There are many things which can help you take responsibility for improving your situation, to gain short term symptom relief, and to provide long term protection against undue stress :

	· Appreciate:

	The present rather than dwelling on the past.

	· Avoid: 

	Things which cause more side effects than the stress such as alcohol, smoking, caffeine, overeating, aggression.

	· Be Positive:
	See the positive side of yourself, and others.

	· Physical Activity:
	Uses up the energy created by the stress response. Helps to restore balance and build fitness.

	· Relaxation:
	This opposes the stress response and helps the re-balancing process.

	· Sleeping Well:
	Adopt regular sleep patterns.

	· Communicate:
	Sharing your concerns helps to clarify your thoughts.  This can be with friends, colleagues, managers, Trade Unions/Professional Associations’ and other ‘Advisers’.

	·    Develop Good  

        Points:
	Both in yourself and other people.

	· Use Time Well: 
	Use time positively.  Have a balance between work and recreation.

	· Be Assertive:
	Stand up for yourself

	· Eat Well:
	The basis for good health which helps you handle the pressures of stress.

	· Define Priorities:
	You can't do everything!  Deal with the important satisfying things.

	· Friendships:
	A circle of friends gives you the opportunity to talk and share.

	· Emotional Release:
	Laughing, crying and talking helps release some of the tensions of stress rather than keeping them bottled up.


8
Sources of Help
There are a number of people/organisations both internal and external to your school who are able to help you on a confidential basis.

INTERNAL

i) Speak to your Headteacher, line manager or colleagues initially.  If you consider that it is your Headteacher or line manager who is causing you to be stressed, speak to your Chair of Governors or Headteacher respectively.

ii) The Authority has an employee Counselling Service, which provides confidential employee counselling. Contact 01629 536954.  
iii) The Occupational Health Service is available to provide advice to Headteachers and Governors on the management of individual’s workplace stress.  This service is available through CAYA HR Advice and Guidance Service on 01629 535734.  Schools which have bought the LA’s Comprehensive Personnel Service will automatically have access to this service.  Other schools can purchase separately.  Employees, as well as managers, are provided with a copy of the In-Service Medical report.
iv) You may also wish to contact your Trade Union or Professional Association representative for support and advice.  Their websites provide a range of information advice and contact details.  In addition these organisations can often supply useful leaflets.
EXTERNAL

In addition to the statutory agencies such as the Department of Health and Social Security (DHSS), and the National Health Service (NHS), there are many organisations which provide information, advice and practical help, usually in relation to specific problems: eg Alcoholics Anonymous, Relate.  The Authority’s Employee Welfare Officer or your Trade Union or Professional Association can provide advice and assistance regarding these.  Many GP surgeries now offer counselling services which staff may prefer to access.
Teachers can ring Teacher Support Network.  08000 562 561 (Teacherline)
Teacher Support Network is the national counselling, support and advice service for teachers.  It has a free confidential 24-hour telephone counselling service, called Teacherline, available every day, for teachers who need support for either work or personal issues.  The service is already used extensively by teachers, and has a positive role in the lives of thousands of teachers.

Teacher Support Network (TSN) is a national charitable organisation for schoolteachers.  It is an independent, not for profit, network of charities working for all teachers and lecturers.  TSN has launched a number of  initiatives aimed at supporting teachers in their professional and personal lives. Since successfully launching Teacherline, TSN has become a major authority on the pressures within education.  It has data and evidence on the issues faced by teachers today, the medical effects of those issues, professional and personal, as well as outcomes and solutions.

Teacherline has been supported widely within the education sector. Funding has been provided by the Department for Education (DfE).  Other partners include teaching unions, employers’ organisations, school governors, parent-teacher associations and others.  Teacher Support Network has an Advisory Group, comprising these organisations.

The main features of Teacher Support Network are:
· A free, 24-hour, service, available every day of the year.

· Staffed by qualified professional counsellors (whom meet   British Association of Counselling accredited standards) with a background as teachers or in education.

· Confidential – between the counsellor and the caller.

· Freephone 08000 number – creates full anonymity.

· Also available online www.teachersupport.info
· Open to all teachers in England and Wales.

· Callers can use it as often as they need to – including arranging telephone counselling sessions with the same counsellor if preferred.

· Independent – of employers, government or trade unions.  

· Provides teacher specific resources, such as contact details for LA services, local trade union contacts, community services, voluntary agencies.

· Will direct caller to an appropriate resource or source of ongoing support.
· Provides practical advice as well as counselling.

· Can deal with critical situations as well as minor problems and everything in between.

TO CONTACT TEACHER SUPPORT NETWORK– RING 08000 562 561
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