
	Work-Related Stress Risk Assessment Template

	Work Area (Faculty, Department, Office, Directorate, Team) 

	Date:   


	Risk Assessor(s)

	File reference




	Management Standard and Potential Hazard(s) [footnoteRef:1] [1:  Under ‘Other’ in each part of the table, insert any local hazards or work factors that may also require controls. If there are none then please delete.] 

	Existing control measures[footnoteRef:2] [2:  Delete any control measures that are not used within the department. Where these are required by HR policy then they should be recorded as Required Additional Controls (column 3) and a timetable for implementation recorded in the Action Plan given at the end of this assessment.] 

	What Additional Controls Are Required?

	“Demands”
The “desired state” is that:
· Employees indicate that they are able to cope with the demands of their jobs; and
· Systems are in place locally to respond to any individual concerns.
Potential hazards that may impact achievement of the desired state:
· Unrealistic workloads / deadlines;
· Work cannot be delivered in agreed hours or within set working patterns;
· Employees skills and abilities do not match job demands;
· Employees have to carry out boring or repetitive tasks;
· Stressors present in physical environment (poor temperature, lighting, noise control)
· Other
	· Recruitment policy and processes are used to match skills, knowledge and work and contractual arrangements to role demands for newly recruited posts; 
· Probation policy and procedures are followed for new recruits; 
· Employees understand the job demands and required outputs and outcomes associated with their role;
· Work performance is reviewed and development and/or career progression needs are identified, agreed, implemented and monitored; 
· Employees are provided with guidance to effectively prioritise work tasks and are encouraged to identify areas where they may have difficulty meeting workload demands.
· One-to-ones and/or team meetings are held with staff where work-related outcomes are discussed, agreed and recorded (with actions followed up at subsequent meetings). These meetings consider individual and team workloads, responsibilities and priorities, required support and timescales for the delivery of required outcomes; 
· Team meetings include consideration of work design to ensure demands are balanced across the team;
· Relevant workload monitoring policies and procedures are implemented;
· Line managers operate an “open door” policy (or other similar agreed arrangement) to enable employees to raise work demand concerns as and when necessary;
· Risk assessments for work activities are in place and are reviewed and revised as necessary.
· Other
	

	“Control”
The “desired state” is that:
· Employees indicate that they are able to have a say about the way they do their work; and
· Systems are in place locally to respond to any individual concerns.
Potential hazards that may impact achievement of the desired state:
· Employees unable to control pace of work (e.g. due to fixed deadlines, rigid working patterns, choice of breaks, rigid shift patterns);
· Employees not encouraged to use their skills or to act on own initiative;
· Employees not provided with development opportunities;
· Other
	· Academic Workload modelling process is implemented (where relevant);
· Line managers operate an “open door” policy (or other similar agreed arrangement) to enable employees to raise development and/or work design concerns at an early stage;
· Employees are given control over those aspects of their work that are flexible (depending on the role, this could include, for example, the pace of work, how work is structured, what work is done when, how problems should be tackled). Where this is not practical, employees are consulted about work design (e.g. shift patterns, the order in which tasks are undertaken, seasonal demands);
· Employees are able to determine when to take breaks. Where this is not practical, Line Managers take reasonable steps to ensure that employees are provided with proper breaks and that these are taken;
· Work planning identifies deadlines and any dependencies on others that might exist in order to meet specific deadlines and how these can be managed;
· Job descriptions and Person Specifications consider necessary skills and abilities to deliver expected work outcomes and any identified gaps are addressed through probation /development plans;
· Employees are encouraged, where appropriate, to use their skills and initiative to do their work (for example, in deciding how and when tasks are carried out or for proposing ways in which they might improve how their role is delivered);
· Employees are encouraged to develop relevant new skills or provided with appropriate support and development opportunities to enable them to deliver expected work outcomes; 
· Flexible / Flexi time working requests are considered in accordance with agreed policies and processes. Where requests cannot be granted then employees are provided with clear reasons for this decision.
· Where there are seasonal or cyclical service demands, employees should be actively consulted early enough in the process to enable them to discuss and, where possible, influence those proposals. 
· Employees are provided with sufficient advance notice of any proposals around working times; 
· Employees are encouraged to use their full leave entitlement.
· Other
	

	Support:
The “desired state” is that:
· Employees indicate that they receive adequate information and support from their colleagues and superiors; and
· Systems are in place locally to respond to any individual concerns.
Potential hazards that may impact achievement of the desired state:
· Employees feel isolated / unsupported by management and/or colleagues;
· Employees do not know how to access available support;
· In adequate resources available to carry out work;
· Employees not provided with constructive and timely feedback;
· Other
	· New employees are provided with a University and a local induction;
· One to one meetings provide an opportunity for employees to raise support issues and to identify emerging work pressures;
· Managers act, wherever practical, on issues raised by employees by identifying suitable support;
· Open door policy so that employees can raise support issues at an early stage;
· Work performance is reviewed and this review considers support provided by line management and other team members to ensure that this is adequate;
· The University’s Dignity and Respect policy is actively promoted and implemented and line managers take a zero tolerance approach to unacceptable behaviours or discrimination; 
· Team meetings include discussion of any work challenges or pressures (for example conflicting priorities) and the necessary resources and other support that might be required within the team;
· Line managers implement HR policy and procedures and meet regularly with HR Business Partners / Advisors to discuss local HR issues or concerns.
· Line Managers access and signpost development, training and other support (e.g. Mentoring and coaching) offered via Academic Staff and Staff Development for managers and individuals;
· Line managers actively encourage peer support (for example through workload planning or by local coaching and mentoring);
· Flexible / Flexi time working requests are considered in accordance with agreed policies and processes. Where requests cannot be granted then employees are provided with clear reasons for this decision.
· Line managers monitor working time to ensure that employees are not working excessive hours;
· Line managers are aware of and signpost the support arrangements that the University has put in place (for example, mediation, counselling, disability support, Occupational Health, Employee Benefits, access to Sports Training Village, flexitime) and how and when and where these can be accessed;
· Line managers provide regular and constructive feedback on pieces of work employees are carrying out, or have completed.
· Other
	

	Relationships
The “desired state” is that:
· Employees indicate that they are not subjected to unacceptable behaviours, e.g. bullying at work; and
· Systems are in place locally to respond to any individual concerns.
Potential hazards that may impact achievement of the desired state:
· Unacceptable behaviours in the workplace (e.g. bullying, harassment and unwanted behaviours);
· Lack of awareness of Equality and Diversity issues;
· Other
	· One to one meetings provide an opportunity for working relationships to be discussed;
· Line managers operate an “Open Door” policy (or other similar arrangement) so that employees can raise relationship issues at an early stage;
· Line managers respond to local relationship issues in accordance with University policy and procedures;
· Line managers consider the impact of workload, working arrangements and available resources on team relationships
· The relevant Effective Behaviours / Performance framework is actively promoted and implemented;
· Work performance is reviewed and this review allows discussion of workplace relationships where relevant;
· The University’s Dignity and Respect policy is actively promoted and implemented and line managers take a zero tolerance approach to unacceptable behaviours and discrimination; 
· Line managers are aware of existing policies and procedures to support employees and have access to professional HR support where required;
· Line managers access relevant development, training and other support (e.g. Mentoring and coaching) offered via Academic Staff and Staff Development; 
· Line managers encourage and support employees to access development and training from Staff Development around relevant HR policies;
· Employees in customer facing roles are provided with conflict resolutions, customer service or other training as appropriate;
· Line managers are aware of and signpost the support arrangements that the University has put in place (for example, mediation, counselling, disability support, Occupational Health, Employee Benefits, access to Sports Training Village, flexitime) and how and when and where these can be accessed;
· Equality and Diversity (E&D) Training is mandatory for all employees as part of their induction.
· Other
	

	Role:
The “desired state” is that:
· Employees indicate that they understand their role and responsibilities and 
· Systems are in place locally to respond to any individual concern
Potential hazards that may impact achievement of the desired state:
· Employees have conflicting work demands or roles;
· Job descriptions are inaccurate;
· Employees don’t understand how their role fits into the wider context (e.g. tem/organisation)
· Employees lack clarity on expected work outcomes;
· Employee concerns around their role are not addressed;
· Other
	· Employees understand the job demands and required outputs and outcomes associated with their role;
· Job descriptions and Person Specifications are reviewed and revised, where necessary, prior to any new recruitment;
· New employees attend both University and local inductions;
· Probation process includes clearly defined aims and objectives signed off by the Line Manager and the employee. These should include identification and agreement of any development needs that may exist in order to undertake the agreed role; 
· Departmental / Service planning includes consideration of roles, resources and application to the work to be delivered;
· One to ones discuss role issues including work priorities, details of tasks to be carried out, expected outcomes and available support;
· Significant changes to team member roles are communicated to other team members;
· Departmental meetings (or other forums) include discussion of current work and identify any potential role conflicts;
· Departmental meetings include discussion of any relevant targets or objectives and how these will be met;
· Work performance is reviewed and these reviews are used to ensure that employees understand their role.
· Other
	

	Change:
The “desired state” is that:
· Employees indicate that the organisation engages them frequently when undergoing an organisational change; and
· Systems are in place locally to respond to any individual concerns.
Potential hazards that may impact achievement of the desired state:
· Employees are not provided with appropriate and timely information about change;
· Employees feel that they have not had sufficient opportunity to influence change processes and outcomes;
· Employees are not provided with appropriate training and development to deliver expected change;
· Employees are not provided with adequate support during change;
· Other
	· Departmental change is communicated effectively and consistently through appropriate channels (preferably face-to-face through one to ones, team meetings or other meetings);
· Line managers operate an “open door” policy (or other agreed mechanism) to allow individual employees to raise and discuss any concerns that they may have with proposed changes;
· Departmental change is planned, wherever possible, so that employees can be consulted early enough in the process to enable them to discuss and, where feasible, influence proposals;
· Line managers communicate change information (reasons for change, timetables, potential impacts on operational activities, potential benefits of change) in a timely manner and in an appropriate level of detail.  Regular updates are scheduled and provided;
· Line managers make use of the University’s Change Management toolkit or equivalent processes, to support the delivery of change programmes;
· Employees are reminded of and encouraged to make use of the support mechanisms, including the University’s Employee Assist Programme, that are in place to support them through the change process;
· Employees are provided with training and development opportunities to enable them to cope with and contribute to the proposed change; 
· Line managers liaise with HR where change is likely to impact on staffing or roles or other relevant operational arrangements.
· Other
	

	Task Specific Hazards not covered elsewhere in this assessment:[footnoteRef:3] [3:  Insert any other stressors that may be applicable. This could include task specific stressors such as dealing with difficult customers. If there are no such hazards, then record as “Not Applicable”. If further stressors are identified, then control measures must also be identified and implemented. These should be recorded in the appropriate columns.] 

	
	



	Risk Rating With Current Controls (Circle Assessed Rating)

	High
	Medium
	Low

	Significant suggested and/or task related hazard controls have not been implemented. This is indicative of a “High” probability of long-term work-related stress in one or more people working in the assessed work area. Immediate action(s) are required to reduce risk rating.
	Most suggested controls and any significant task-related hazard control measures have been implemented indicating a “Medium” probability of sickness due to work-related stress in one or more people working in the assessed work area. Remaining suggested and/or required task-related control measures should be implemented in order to reduce risks to a tolerable level.  Further controls should be considered and implemented where practicable. Risk assessment to be monitored to ensure risk rating is correct.
	All relevant suggested controls and task-related hazard control measures have been implemented indicating a “Low” probability of work-related stress in one or more people working in the assessed work area. Risk Assessment to be monitored annually or following any stress-related absence.



	DEPARTMENTAL WORK-RELATED STRESS RISK ASSESSMENT ACTION PLAN

	Reference Number
	Further Actions Required (as identified in assessment)?
	By Whom
	By When
	Date Completed

	1
	
	
	
	

	2
	
	
	
	

	3[footnoteRef:4] [4:  Add rows as required.] 
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The Health and Safety Executive’s “Management Standards”: Links to University of Bath Human Resource Management Policies and Practice
	
Demands:

	The “desired state” is that:
· Employees indicate that they are able to cope with the demands of their jobs; and
· Systems are in place locally to respond to any individual concerns.
Indicators to support the “desired state”
· 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

	Example Function Level Control Measures

	· Job Descriptions and Person Specifications are up to date and accurately reflect job demands;
· SDPR reviews are carried out and agreed actions monitored; 
· Personal Development Plans are agreed and implemented;
· Employees are provided with the necessary training and development (coaching, mentoring and supervision) to enable them to deliver their work;
· Employees who are expected to deal with difficult customers or challenging circumstances are provided with the appropriate training and development to do so competently;
· One-to-one meetings held with staff where work-related outcomes are discussed, agreed and recorded (with actions followed up at subsequent meetings). Employees are provided with guidance to effectively prioritise work tasks and are encouraged to identify areas where they may have difficulty meeting workload demands;
· Team meetings are held regularly to keep team members informed of work priorities and commitments. Team meetings consider workload and demands on the team and provide a means for reassigning work, where this is practical, to ensure demands are balanced across the team;
· An “open door” policy (or other similar agreed arrangement) is in place to allow employees to raise concerns as and when necessary;
· Use of flexible working and/or flexitime scheme, where practical, to enable team members to balance work and “life” commitments;
· Risk assessments for work activities are in place and are subject to appropriate review and revision;
· Up to date risk assessments are in place for the working environment. Physical adjustments are implemented to make sure that hazards are properly controlled;
· Building issues are reported to Estates and actions tracked to ensure that these are resolved. 

	Supporting University Policy, Procedures and Arrangements

	Recruitment and Selection Code of Practice: https://www.bath.ac.uk/corporate-information/recruitment-and-selection-code-of-practice/ 
Employment Terms and Conditions:
https://www.bath.ac.uk/professional-services/hr-recruitment/ 
Job Evaluation and Review:
https://www.bath.ac.uk/corporate-information/job-evaluation/
Probation: https://www.bath.ac.uk/corporate-information/probation/ 
Capability Policy: https://www.bath.ac.uk/corporate-information/capability-policy-and-procedure/ 
Effective Behaviours Framework: https://www.bath.ac.uk/corporate-information/the-effective-behaviours-framework/ 
Staff Development Performance Review: https://www.bath.ac.uk/guides/preparing-and-completing-an-sdpr-reviewers-and-reviewees/ 
Grievances: https://www.bath.ac.uk/corporate-information/staff-grievance-policy-and-procedure/ 
Dignity and Respect: https://www.bath.ac.uk/publications/the-dignity-respect-policy-and-procedure/ 
Disability Support: https://www.bath.ac.uk/guides/disability-support-for-members-of-staff/ 
Disability Leave: https://www.bath.ac.uk/corporate-information/disability-leave/ 
Flexitime scheme: https://www.bath.ac.uk/guides/flexi-time-and-how-to-use-it/ Health and Safety Policies: https://www.bath.ac.uk/corporate-information/health-and-safety-policy/ 
Risk Assessment: https://www.bath.ac.uk/corporate-information/risk-assessment/ 
Occupational Health: https://www.bath.ac.uk/guides/accessing-occupational-health/ 
Estates Fault reporting arrangements: https://www.bath.ac.uk/services/report-a-maintenance-issue-in-your-workplace/ 




	Control:

	
 The Desired state is that:
· Employees indicate that they are able to have a say about the way they do their work; and
· Systems are in place locally to respond to any individual concerns.
Indicators to support the “desired state”
Where possible:
· employees have control over their pace of work;
· Employees are encouraged to use their skills and initiative to do their work;
· 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.

	Example Function Level Control Measures

	·  One-to-one meetings consider individual workloads, responsibilities, required support and agreed timescales for the delivery of required outcomes; 
· Academic Workload modelling process is implemented (where relevant);
· Open door policy to enable employees to raise workload issues at an early stage;
· Team meetings consider workload and team priorities and approaches to delivering work tasks;
· Where possible, employees are given control over those aspects of their work that are flexible (depending on the role, this could include, for example, the pace of work, how work is structured, what work is done when, how problems should be tackled);
· Where possible, employees are able to determine when to take breaks. Where this is not practical, then steps should be taken to ensure that employees are provided with proper breaks and that these are taken;
· Work planning identifies deadlines and any dependencies on others that might exist in order to meet specific deadlines and how these can be managed;
· Job descriptions and Person Specifications consider necessary skills and abilities to deliver expected work outcomes;
· Employees are encouraged to use their skills and initiative to do their work;
· Employees are encouraged to develop new skills or provided with appropriate support and development opportunities to enable them to deliver expected work outcomes;
· Flexible  / Flexi time working requests should be considered where possible;
· Where there are seasonal or cyclical service demands, employees should be actively consulted about work patterns. This consultation should be early enough in the process to enable them to discuss and, where possible, influence those proposals. In any case, employees should be provided with sufficient advance notice of any proposals around working times; 
· Employees should be encouraged to use their full leave entitlement.

	Supporting University Policy, Procedures and Arrangements

	 Job Descriptions and Person Specifications: https://www.bath.ac.uk/guides/writing-a-job-description-and-a-person-specification.bho/ 
Job Evaluation and Review:
https://www.bath.ac.uk/corporate-information/job-evaluation/
[bookmark: _Hlk143850671]Career Development: http://www.bath.ac.uk/hr/working/academic-promotion/index.html 
[bookmark: _Hlk143850694]Academic Workload Modelling: https://www.bath.ac.uk/services/bath-workload-allocation-management-system-wams/ 
Effective Behaviours Framework: https://www.bath.ac.uk/corporate-information/the-effective-behaviours-framework/ 
Staff Development Performance Review: https://www.bath.ac.uk/guides/preparing-and-completing-an-sdpr-reviewers-and-reviewees/ 
Induction: https://www.bath.ac.uk/publications/joining-information-for-new-staff/ 
Personal and Professional Development: https://www.bath.ac.uk/professional-services/workforce-development/ 
[bookmark: _Hlk143850683]Academic Staff Development: https://www.bath.ac.uk/guides/development-opportunities-for-those-who-teach-and-or-research/ 
Time off for training policy: http://www.bath.ac.uk/hr/learning/programmes/entitlement/time-off-to-train/index.html
Job Share: https://www.bath.ac.uk/guides/job-sharing/ 
Flexi-time: https://www.bath.ac.uk/guides/flexi-time-and-how-to-use-it/ 
Flexible Working: https://www.bath.ac.uk/guides/requesting-flexible-working/ 
Sabbatical Leave: https://www.bath.ac.uk/campaigns/research-sabbatical-leave-scheme/ 
Parental Leave: https://www.bath.ac.uk/corporate-information/parental-leave-policy-and-procedure/ 
Shared Parental Leave: https://www.bath.ac.uk/corporate-information/shared-parental-leave-policy-and-procedure/ 
Maternity Leave: https://www.bath.ac.uk/guides/taking-maternity-leave-as-an-employee/ 
Adoption Leave: https://www.bath.ac.uk/guides/adoption-and-surrogacy-leave-guidance-for-employees/ 
Career Breaks: https://www.bath.ac.uk/corporate-information/taking-a-career-break/ 
Trade Union Recognition and Facilities Agreement: https://www.bath.ac.uk/corporate-information/trade-union-recognition-and-facilities-agreement/ 



	Support:

	The “desired state” is that:
· Employees indicate that they receive adequate information and support from their colleagues and superiors; and
· Systems are in place locally to respond to any individual concerns.
Indicators to support the “desired state”
· 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.

	Example Function Level Control Measures

	· New employees are provided with a University and a local induction;
· One to one meetings provide an opportunity for employees to raise support issues and emerging pressures;
· Managers act, wherever practical,  on issues raised by employees by identifying suitable support;
· Team meetings include discussion of any work challenges or pressures (for example conflicting priorities) and the necessary resources and other support that might be required within the team;
· SDPR reviews consider support provided by line management and other team members to ensure that this is adequate;
· The University’s Dignity and Respect policy is actively promoted and implemented and line managers take a zero tolerance approach to unacceptable behaviours or discrimination; 
· Open door policy so that employees can raise support issues at an early stage;
· Line managers are aware of existing policies and procedures to support employees and have access to professional HR support, where required;
· Development, training and other support (e.g. Mentoring and coaching) offered via Academic Staff and Staff Development for managers and individuals;
· Team members are actively encouraged by line management to support one another (for example through workload planning or by local coaching and mentoring);
· Flexible  / Flexi time working requests are considered and approved, where this is practical, to enable employees to balance work-life commitments;
· Line managers monitor working time to ensure that employees are not working excessive hours;
· Employees are made aware of the support arrangements that the University has put in place (for example, mediation, counselling, disability support, Occupational Health, Employee Benefits, access to Sports Training Village, flexitime) and how and when and where these can be accessed;
· Line managers provide regular and constructive feedback on pieces of work employees are carrying out, or have completed.

	Supporting University Policy, Procedures and Arrangements

	Employee Benefits: https://www.bath.ac.uk/professional-services/pay-and-reward/   
Career Development: https://www.bath.ac.uk/guides/academic-promotion/ 
Effective Behaviours Framework: https://www.bath.ac.uk/corporate-information/the-effective-behaviours-framework/ 
Staff Development Performance Review: https://www.bath.ac.uk/guides/preparing-and-completing-an-sdpr-reviewers-and-reviewees/ 
Induction: https://www.bath.ac.uk/publications/joining-information-for-new-staff/
Personal and Professional Development: https://www.bath.ac.uk/professional-services/workforce-development/  
Academic Staff Development: https://www.bath.ac.uk/guides/development-opportunities-for-those-who-teach-and-or-research/
Time off for training policy: https://www.bath.ac.uk/corporate-information/request-time-to-train-submitting-a-formal-request/ 
Grievances: https://www.bath.ac.uk/corporate-information/staff-grievance-policy-and-procedure/ 
Statement of Equality Objectives: https://www.bath.ac.uk/corporate-information/statement-of-equality-objectives-2023-to-2025/ 
Dignity and Respect: https://www.bath.ac.uk/publications/the-dignity-respect-policy-and-procedure/ 
Mediation: https://www.bath.ac.uk/guides/how-to-use-mediation/ 
Disability Support: https://www.bath.ac.uk/guides/disability-support-for-members-of-staff/ 
Disability leave: https://www.bath.ac.uk/corporate-information/disability-leave/ 
Dealing with the death of a member of staff: https://www.bath.ac.uk/guides/dealing-with-the-death-of-a-member-of-staff/ 
Sickness Absence: https://www.bath.ac.uk/guides/sickness-absence/ 
Flexi-time: https://www.bath.ac.uk/guides/flexi-time-and-how-to-use-it/ 
Flexible Working: https://www.bath.ac.uk/guides/requesting-flexible-working/ 
Health and Safety Policy: https://www.bath.ac.uk/corporate-information/health-and-safety-policy/  
Risk Assessment: https://www.bath.ac.uk/corporate-information/risk-assessment/ 
Occupational Health: https://www.bath.ac.uk/guides/accessing-occupational-health/ 
Counselling/Employee Assistance Programme: https://www.bath.ac.uk/guides/counselling-services-for-staff/ 
Substance Misuse: https://www.bath.ac.uk/corporate-information/managing-substance-misuse-in-staff-and-contractors-guidelines/ 



	Relationships:

	The “desired state” is that:
· Employees indicate that they are not subjected to unacceptable behaviours, e.g. bullying at work; and
· Systems are in place locally to respond to any individual concerns.

Indicators to support the “desired state”
· 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.

	Example Function Level Control Measures

	· One to one meetings provide an opportunity for working relationships to be discussed;
· Open door policy so that employees can raise relationship issues at an early stage;
· Line managers respond to local relationship issues in accordance with University policy and procedures;
· Line managers consider the impact of workload, working arrangements and available resources on team relationships;
· The Effective Behaviours framework is actively promoted and implemented;
· SDPR reviews allow discussion of workplace relationships where relevant;
· The University’s Dignity and Respect policy is actively promoted and implemented and line managers take a zero tolerance approach to unacceptable behaviours and discrimination; 
· Line managers are aware of existing policies and procedures to support employees and have access to professional HR support where required;
· Development, training and other support (e.g. Mentoring and coaching) offered via Academic Staff and Staff Development for managers and individuals;
· Employees can access development and training from Staff Development around relevant HR policies;
· Employees are made aware of the support arrangements that the University has put in place (for example, mediation, counselling, disability support, Occupational Health, Employee Benefits, access to Sports Training Village) and how and when and where these can be accessed;
· Equality and Diversity (E&D) Training is mandatory for all employees as part of their induction.

	Supporting University Policy, Procedures and Arrangements

	Statement of Equality Objectives: https://www.bath.ac.uk/corporate-information/statement-of-equality-objectives-2023-to-2025/ 
Dignity and Respect: https://www.bath.ac.uk/publications/the-dignity-respect-policy-and-procedure/ 
Equality and Diversity Training Resources: https://www.bath.ac.uk/professional-services/equality-diversity-and-inclusion/ 
Recruitment and Selection Code of Practice: https://www.bath.ac.uk/corporate-information/recruitment-and-selection-code-of-practice/ 
Personal and Professional Relationships: https://www.bath.ac.uk/corporate-information/personal-and-professional-relationships/ 
Effective Behaviours Framework: https://www.bath.ac.uk/corporate-information/the-effective-behaviours-framework/ 
Employment Terms and Conditions:
https://www.bath.ac.uk/professional-services/hr-recruitment/ 
Induction: https://www.bath.ac.uk/publications/joining-information-for-new-staff/
Personal and Professional Development: https://www.bath.ac.uk/professional-services/workforce-development/  
Academic Staff Development: https://www.bath.ac.uk/guides/development-opportunities-for-those-who-teach-and-or-research/
Dealing with violence and aggression at work: https://www.bath.ac.uk/corporate-information/violence-policy/ 
Occupational Health: https://www.bath.ac.uk/guides/accessing-occupational-health/ 
Counselling/Employee Assistance Programme: https://www.bath.ac.uk/guides/counselling-services-for-staff/ 




	Role: 

	The “Desired State” is that:
· Employees indicate that they understand their role and responsibilities and 
· Systems are in place locally to respond to any individual concern

Indicators to support the “desired state”
· 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.

	Example Function Level Control Measures

	· Job descriptions and Person Specifications for current employees are accurate and up to date;
· Job descriptions and Person Specifications are reviewed prior to any recruitment;
· New employees attend both University and local inductions;
· Probation process includes clearly defined aims and objectives signed off by the Line Manager and the employee;
· Workload planning includes consideration of roles and application to the work to be delivered;
· One to ones discuss role issues including work priorities, details of tasks to be carried out, expected outcomes and available support;
· Significant changes to team member roles are communicated to other team members;
· Team meetings include discussion of current work and identify any potential role conflicts;
· Team meetings include discussion of any relevant targets or objectives and how these will be met;
·  SDPR reviews are used to ensure that employees understand their role.



	Supporting University Policy, Procedures and Arrangements

	Recruitment and Selection Code of Practice: https://www.bath.ac.uk/corporate-information/recruitment-and-selection-code-of-practice/ 
Employment Terms and Conditions:
https://www.bath.ac.uk/professional-services/hr-recruitment/ 
Job Evaluation and Review:
https://www.bath.ac.uk/corporate-information/job-evaluation/
Probation: https://www.bath.ac.uk/corporate-information/probation/ 
Capability Policy: https://www.bath.ac.uk/corporate-information/capability-policy-and-procedure/ 
Effective Behaviours Framework: https://www.bath.ac.uk/corporate-information/the-effective-behaviours-framework/ 
Staff Development Performance Review: https://www.bath.ac.uk/guides/preparing-and-completing-an-sdpr-reviewers-and-reviewees/ 
Personal and Professional Development: https://www.bath.ac.uk/professional-services/workforce-development/ 
Academic Staff Development: https://www.bath.ac.uk/guides/development-opportunities-for-those-who-teach-and-or-research/ 
Career Progression: https://www.bath.ac.uk/guides/academic-promotion/ 
Academic Workload Modelling: https://www.bath.ac.uk/services/bath-workload-allocation-management-system-wams/ 




	Change:

	The “desired state” is that:
· Employees indicate that the organisation engages them frequently when undergoing an organisational change; and
· Systems are in place locally to respond to any individual concerns

Indicators to support the desired state:
· 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;
· Employees have access to relevant support during changes.

	Example Function Level Control Measures

	· Change is communicated effectively and consistently through appropriate channels (preferably face-to-face through one to ones, team meetings or other meetings);
· Open door policy to allow individual employees to discuss any concerns that they may have with the proposed change;
· Change is planned, wherever possible, so that employees can be consulted early enough in the process to enable them to discuss and, where possible, influence proposals;
· Change information (reasons for change, timetables, potential impacts on operational activities, potential benefits of change) is communicated in an appropriate level of detail and regular updates are scheduled and provided;
· Change Management toolkit to be used where appropriate;
· Employees are reminded of and encouraged to make use of the support mechanisms, including the University’s Employee Assist Programme, that are in place to support them through the change process;
· Employees are provided with training and development opportunities to enable them to cope with and contribute to the proposed change; 
· Line managers liaise with HR where change is likely to impact on staffing or roles or other relevant operational arrangements.

	Supporting University Policy, Procedures and Arrangements

	 Organisational Change Policy: https://www.bath.ac.uk/corporate-information/managing-organisational-change/ 
Change Management toolkit: https://www.bath.ac.uk/publications/spo-change-management-toolkit/ 
Redeployment: https://www.bath.ac.uk/corporate-information/redeployment-procedure/ 
Trades Union Recognition and Facilities Agreement: https://www.bath.ac.uk/corporate-information/trade-union-recognition-and-facilities-agreement/
Personal and Professional Development: https://www.bath.ac.uk/professional-services/workforce-development/ 
Academic Staff Development: https://www.bath.ac.uk/guides/development-opportunities-for-those-who-teach-and-or-research/ 
Corporate Communications: https://www.bath.ac.uk/professional-services/department-of-communications/ 
University of Bath News: https://www.bath.ac.uk/announcements/ 
University Statutory Bodies and committees: https://www.bath.ac.uk/teams/statutory-bodies-and-committees/ 


 

Staff Development Good Practice resources mapped against the Health and Safety Executive (HSE) management standards
	Demands 
(workload, work patterns and the work environment)
	Control 
(how much say the person has in the way they do their work)
	Support 
(the encouragement, sponsorship and resources provided by the organisation, line management and colleagues)
	Relationships 
(promoting positive working to avoid conflict and dealing with unacceptable behaviour)
	Role 
(whether people understand their role within the organisation and whether the organisation ensures that the person does not have conflicting roles)
	Change 
(how organisational change is managed and communicated in the organisation)

	How to Manage Your Time Better
	Top Tips for Coping with an Unexpected Major Assignment
	Developing Individuals: A Line Manager's Role
	How to Improve Team Relationships
	Can I See The Bigger Picture?
	Communicating Change

	Ten Tips for To-Do Lists
	The Polite Refusal: How to Say No Without Offending Anyone
	Creating a Climate of Trust and Confidence
	Building Stronger Relationships At Work
	Aligning Objectives to Strategy
	Making the Most of Change Champions

	The ABC Time Management Method
	Do You Know When To Say No?
	Top Tips for Empowering Your Team
	Building Rapport
	How to Help Your Team Set Their Objectives
	How to Answer Questions About Change

	Technology and Efficiency
	Top Tips for Being Assertive Not Aggressive
	How to Empower Your Team
	The Employee/Employer Relationship
	Gauging Our Understanding of the Vision
	Discussing Resistance to Change With an Individual

	Top Tips for Staying Focused
	The Best Laid Plans
	Top Tips for Praising Others
	Top Tips for Effective Relationship Management
	Values, Vision, Mission and Goals
	Managing the Change Process

	How to Handle Workload Peaks
	Be More Effective and Deliver Results
	The Power of Praise and Recognition
	Top Tips for Tackling Problem Behaviour
	 
	Overcoming Negativity and Resistance to Change

	Top Tips for Tackling Your Long Hours Culture
	Effectiveness and Efficiency
	How to Motivate Your Team
	A Guide to Managing Workplace Conflict
	 
	The Adaptable Leader

	 
	The Efficiency and Effectiveness Matrix
	How to Encourage Extraordinary Groups
	Preventing Conflict
	 
	 

	 
	The Common Sense Approach to Using Your Initiative
	 
	Top Tips for Handling Conflict in Your Team
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