Guidance on how to deal with instances of stress

 (
How might a manager
 
recognise
 stress in others?
i
ndividual or someone else informs manager directly or expresses concerns about an individual
c
hange of behaviour, such as moodiness, irritability,  
falling
 out with colleagues
p
attern of frequent absence and/or poor timekeeping
i
ndividual working excessive hours/‘overdoing it’
s
tandard of work falls or deadlines not met
l
ack of motivation, appearance of fatigue
) (
Action Plan:  What might it include?
r
ecognition that there is a situation which requires managing
c
ommitment of both individual and manager to the plan
a
greed specific actions with timescales
a
greed sources of support for individual
a
greed level of confidentiality as to who should be informed and by whom
a
greed timescale for follow up meeting
(s)
) (
During the discussion
:
t
he manager is there to listen to the individual and to understand the points being made
d
uring the meeting the manager 
is
 to gather information, handle emotions, give and receive feedback, agree action
d
iscuss support the individual is receiving 
m
ore than one meeting may be needed to give time for reflection
may devise action plan 
) (
Appropriate action for the Manager
a
rrange to meet with the individual
, taking advice from HR as appropriate
re
ad through the Stress  Policy and Guidelines in preparation for the meeting
) (
Cause for concern identified by staff member or manager
) (
Appropriate action for the Individual
b
e aware of and take responsibility for own well being
s
eek support from within University, family and/or GP
a
rrange to meet with manager
p
repare
 to be open about the factors creating the stress 
ie
. workload, role
 conflict, personal
) (
How might an individual become aware of and recognise stress for themselves?
u
nable to concentrate or remember things
l
osing sleep through worrying
f
eeling anxious, irritable and/or depressed
f
eelings of panic
increased level of sickness absence
a
voidance of social situations
a
 colleague, manager, 
or 
friend letting you know that you appear stressed
)






