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St. Francis’ College 
 

Occupational Stress Policy 
 

Introduction 
 
The ‘College’ refers to all the staff and pupils of the Prep Department and Senior School which 
includes Early Years Foundation Stage (EYFS), Pre-Prep (Key Stage 1), Prep (Key Stage 2), and 
Senior School (Key Stages 3-5) 
 
Statement of Intent 
 
This College is committed to protecting, so far as is reasonably possible, the health, safety and 
welfare of all its employees.  The College recognises that workplace stress can have an adverse 
impact on those affected and acknowledges the importance of identifying and reducing 
workplace stress factors. 
 
This policy will apply to all those employed by the College.  The Senior Leadership Team is 
responsible for its implementation and the College is responsible for providing the necessary 
resources.  
 
This policy is not contractually binding on the College and it may be amended from time to 
time.  It applies equally to all employees of the College regardless of status or seniority. 
 
St. Francis’ College will seek to maintain a well-managed work environment, in which all 
reasonably practicable steps will be taken to keep work related stress to a minimum.  Where 
stress factors are identified, the College aims to work with employees to ensure that 
appropriate steps are taken to reduce and manage stress. In order to achieve these policy 
goals, the College will seek to give effect to the following: 
 
• The College will take reasonable steps to identify workplace stress factors and conduct risk 

assessments to eliminate stress or control the risks from stress. 
• The College will provide adequate resources to enable the implementation of this policy. 
• The College will communicate to all staff the content of this policy. 
• The College will encourage, wherever possible, the remedy of factors which create stress.  

Where this is not possible, such issues should be identified and reported. 
• The College will operate reporting procedures with proper safeguards for confidentiality. 
• The College will provide a confidential counselling service where appropriate free of 

charge for an agreed period. 
 
Definition and Symptoms of Stress 
 
This policy will use the following definition of stress as defined by the Health and Safety 
Executive: “stress is the adverse reaction people have to excessive pressure or other types of 
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demand placed on them”.  This definition makes the distinction between pressure, which can 
have a positive effect when managed correctly and stress which can be detrimental to health. 
 
All staff should be alert to possible symptoms of stress in others, which may include: 

• increase in sickness related absence, particularly short term absence; 
• decrease in work performance; 
• decrease in decision making ability; 
• changes in work relationships, e.g. conflict between colleagues; 
• decrease in staff motivation/commitment; 
• working longer hours but with diminishing effectiveness; and 
• lack of enthusiasm 
• Feeling isolated, negative or nervous 

 
Symptoms to be alert for in recognising stress in yourself include: 
• fatigue, disturbed sleep, aching muscles; 
• loss of appetite, indigestion; 
• dependence on alcohol or drugs; 
• headaches; 
• inability to relax; 
• sense of not being in control; 
• difficulty in retaining information.; 
• poor concentration and indecisiveness; 
• increased irritability; 
• change in attitude to work/colleagues; and/or 
• anxiety/depression. 
 
Each member of staff should be alert to these symptoms either in themselves or in colleagues 
and to take appropriate action to address the issue in accordance with the steps set out in this 
policy. 
 
Responsibilities of Line Managers 
 
• Conduct and implement recommendations of risk assessments within their area; 
• Ensure good communication between staff particularly where there are organisational and 

procedural changes; 
• Ensure staff are fully trained to discharge their duties; 
• Ensure staff have opportunity for career progression as appropriate; 
• Monitor workloads to ensure a fair distribution of work; 
• Monitor working hours to ensure that staff are not working to excess; 
• Monitor holidays to encourage staff to take their full entitlement; 
• Attend training as requested on good management practice and health and safety; 
• Ensure that bullying and harassment are not tolerated within their Department; 
• Be vigilant and offer additional support to a member of staff who is experiencing stress 

outside work, e.g. bereavement or separation; 
• Meet regularly with staff to listen to any concerns; and 
• Create a culture in which staff know they can raise concerns and that their concerns will be 

treated sympathetically and seriously. 
 
If the pressure is due to what your line manager is doing, you could talk to your GP, Trade 
Union Representitive, Deputy Head or HR Officer. 
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Responsibilities of Staff 
 
• Raise issues of concern (including concern relating to colleagues) with the Line Manager.  

Do not wait until a formal appraisal to identify concerns. 
• Use the Low Level Concerns Policy 
• Accept opportunities for counselling when recommended. 
 
Establishing the Problem 
 
Employees who know or suspect they have a stress-related problem, or that they are at risk of 
developing one, should make an appointment at the earliest opportunity with their respective 
Line Manager.  The issues of concern to the employee will be fully discussed and appropriate 
steps will be agreed. 
 
If a member of staff suspects that a colleague has or is developing an adverse stress reaction 
he/she should raise the matter in confidence with his/her Line Manager. 
 
Where time off is required 
 
There may be occasions where stress impacts so negatively on health that individuals have to 
take time off work.  It is the College’s objective to minimise such absence by providing support 
for its staff and to help plan a structured return to work. 
 
Where time off is identified as an appropriate measure the employee will be on sick leave and 
entitled to all benefits under their contract of employment. It is important that employees in 
such circumstances seek immediate advice from their GP or other medical expert since anxiety 
and depression are medical conditions, which can often be effectively treated through 
medicine and counselling and through a structured return to the work environment. 
 
While the employee is undergoing treatment, the College has the right to obtain confirmation 
from the GP or advisory body that ongoing treatment is being obtained and to ask for the likely 
timeframe for return to work.  The College may also require the employee to see an 
independent doctor or other health professional for an occupational health assessment. 
 
Prior to or on the employee’s return to work, a meeting will take place with the employee and 
an appropriate member of the SLT to consider the medical position and the circumstances 
leading up to the employee’s absence.  Consideration will be given to an appropriate strategy 
for the individual to return to work which may include:- 
 
• reasonable adjustments to the individual’s duties, workload or place of work where this 

can be reasonably be achieved, either on a temporary or long term basis, with 
consideration of any salary implications; 

• an initial return to work on a part time or flexible basis; and/or 
• the offer of a job on a lower level of responsibility with a correspondingly lower salary. 
 
It will be the responsibility of the employee and Line Manager to ensure that any 
recommendations resulting from the meeting are implemented and that the employee meets 
regularly with his/her Line Manager to discuss any additional steps, which need to be taken to 
mitigate a recurrence of stress. 
 
Where a return to work is unlikely in the foreseeable future either because of the severity of 
the condition or where the College cannot reasonably create the changes in working 
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environment that the employee and/or GP or medical expert sets out as a precondition to 
return to work, then early retirement on medical grounds or termination of employment on 
grounds of medical incapacity will be considered. 
 
Where stress, depression or anxiety are given as the reasons for short-term, frequent absences 
a member of the SLT should meet with the employee to seek to address any underlying work 
problems as soon as possible. 
 
Where time off is not required 
 
Where a member of staff has indicated that he/she is suffering from stress but is not prepared 
to take time off work, the following steps will normally be followed: 
 
• The employee will meet with his/her Line Manager to discuss the matter. 
• If recommended by the Line Manager, the employee will visit his/her GP or an 

independent specialist for further examination. 
• If time off is recommended by the medical practitioner the employee will take the 

appropriate time off work. 
• Otherwise the employee and his/her Line Manager will identify reasonable steps which 

can be taken to mitigate and minimise the factors occasioning stress. 
• If it is not appropriate for the employee to discuss his/her circumstances with his/her Line 

Manager, the matter should be discussed with the Deputy Head. 
• Queries and concerns may also be raised initially with the College’s HR Officer. 
 
 

Reviewed by: Nurse 
Authorised by: Head 
Effective From: September 2022 
Next Review Due: September 2024 
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