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	Additional information
	As far as is possible analysis should be made of any available data to understand the current situation. Typical data available might include: 

· Staff survey results (including any information from the HSE Indicator Tool if this has been used)
· Sickness absence data 
· Staff turnover rates 
· Exit interviews 
· Number of referrals to occupational health 
· Information from existing staff forums.

It is strongly recommended that managers work with staff representatives and Trades Union Representatives when completing this risk assessment form. Reference should also be made to the stress pages on the University’s Health and Safety web-site.




	Stress Hazards 
	Who may be at Risk?
	Existing Control Measures
	Current 
Risk Level
(VL,L,M,H,VH)
	Where current risk is M, H or VH, what additional Control Measures are required?
	Action required by whom & by when?
	Final
Risk Level

	1. Demands
Some staff report to/undertake work for more than one person
Demands are varied and complex, coming from multiple sources/people
Some have difficulty getting through workload in the time available
Deadlines can be competing and targets are often not met
Work can often be very intensive especially at specific times of the year

Some tasks are neglected because of competing priorities
Some staff often work long hours, and/or miss lunch breaks
Some staff routinely fail to take holiday or often ask to carry holiday over
E-mails are routinely sent after 6pm and at weekends
Staff are expected to respond to e-mails in the evening and at weekends
There is an expectation that staff check e-mails, texts and/or phone when on holiday
Some staff prefer to keep in contact with work on days off and when on holiday
Staff are potentially exposed to physical or environmental hazards beyond their control
Staff are potentially exposed to  verbal abuse/conflict or threats of physical violence at work 
Staff are required/allowed to carry out lone working 
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	What should be happening/States to be achieved: 

· the organisation 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; and 
· employees’ concerns about their work environment are addressed. 
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	2. Control 
Staff are unable to decide when to take a break
Staff have limited opportunity to organise work and work time in a way which suits them
Staff do not have a choice in deciding how to do their work or what tasks to do
Staff have limited opportunity to exercise initiative 
Working times (working hours or patterns of working time) are not flexible
	     
	     
	     
	What should be happening/States to be achieved: 

· where possible, employees have control over their pace of work; 
· 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; 
· the organisation encourages employees to develop their skills; 
· employees have a say over when breaks can be taken; and 
· employees are consulted over their work patterns. 

	     
	     

	3. Support 
Little encouragement or supportive feedback given 
Little instruction or information given
Little opportunity to talk to managers 
Staff do not feel able to talk to their manager if something upsets or annoys them

Little management support when staff are required to do emotionally demanding work 
Little opportunity to attend training or take up development opportunities
Colleagues are not able to support their peers or to help others should work became difficult
Staff do not feel able to ask colleagues for help if needed
Colleagues are not willing/able to listen to work related problems

	     
	     
	     
	What should be happening/States to be achieved: 

· the organisation has 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; and 
· employees receive regular and constructive feedback.

	     
	     

	4. Relationships 
Potential for personal harassment in the form of unkind words and/or behaviours 
There is friction or anger between colleagues
Some staff have reported being subject to bullying at work
Relationships between colleagues and manager(s) are strained
Some staff feel they are treated unfairly or with lack of respect
Some staff feel their skills and knowledge are not appreciated
	     
	     
	     
	What should be happening/States to be achieved:

· the organisation promotes positive behaviours at work to avoid conflict and ensure fairness; 
· employees share information relevant to their work; 
· the organisation has agreed policies and procedures to prevent or resolve unacceptable behaviour; 
· systems are in place to enable and encourage managers to deal with unacceptable behaviour; and 
· systems are in place to enable and encourage employees to report unacceptable behaviour. 

	     
	     

	5. Role 
Staff are not clear about what is expected some or most of the time 
Staff do not know how to go about getting their job done
Staff are not clear about duties and responsibilities
Staff are not clear about the goal and objectives for their department
Staff do not understand how their work fits into the overall aim of the University
	     
	     
	     
	What should be happening/States to be achieved: 

· the organisation ensures that, as far as possible, the different requirements it places upon employees are compatible; 
· the organisation provides information to enable employees to understand their role and responsibilities; 
· the organisation ensures that, as far as possible, the requirements it places upon employees are clear; and 
· systems are in place to enable employees to raise concerns about any uncertainties or conflicts they have in their role and responsibilities. 


	     
	     

	6. Change 
Staff do not have enough opportunities to question managers about change at work 
Staff have not been informed of significant changes to their work until they were introduced 
Staff have not been given an opportunity to comment on changes which might affect their  role 
Staff feel uncertain about the effects of a change to their role 
Staff are concerned about job security

	     
	     
	     
	What should be happening/States to be achieved: 

· the organisation provides employees with timely information to enable them 
to understand the reasons for proposed changes; 
· the organisation 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; and 
· employees have access to relevant support during changes. 
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	Overall Final Risk Rating (Highest level in final column above)
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	Additional Comments from Risk Assessor
(e.g. funding or practical implications)
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Please print a copy, sign it and keep for your records

Document History
	Version
	Date
	Reviewer
	Comments

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     




	
	Severity
	
	
	Risk Level

	Likelihood
	Superficial
	Minor
	Serious
	Major
	Extreme
	
	Very low
	Acceptable risk - no action required

	Unlikely
	Very low
	Very low
	Low
	Low
	Moderate
	
	Low
	Tolerable risk - further control measures not required, but status must be monitored

	Possible
	Very low
	Low
	Low
	Moderate
	High
	
	Moderate
	Further control measures required to reduce risk as far as is reasonably practical

	Likely
	Low
	Low
	Moderate
	High
	Very high
	
	High
	Urgent action required to allow activity to continue

	Very likely
	Low
	Moderate
	High
	Very high
	Very high
	
	Very high
	Risk intolerable - activity must cease until the risk has been reduced

	Extremely likely
	Moderate
	High
	Very high
	Very high
	Very high
	
	
	


See ‘Matrix for risk evaluation’ for further guidance.
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