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1. Introduction 

In NHS Shetland (NHSS), the Board recognises the risks posed from stress and stress related 
ill-health. The Board also acknowledges the importance of staff as our most important asset, 
and the role staff wellbeing plays in positively promoting the furtherance of NHS Shetland goals 
and objectives. This procedure has been developed in accordance with relevant legislation, in 
particular:  

 The Health and Safety at Work etc Act 1974 

 The Management of Health and Safety at Work Regulations (1999) 

 The Equality Act 2010? 

 Human Rights Act 1998 (HRA) 

 

The procedure also links to the NHS Shetland Stress Management Policy, which provides the 
strategic overview for stress management within the organisation. 

The procedure is specific to individual stress Assessments that can be used to support a 
colleague who is either beginning to feel under a high level of pressure or is already 
overwhelmed by work and / or home life pressures. 

The aim of this procedure is to identify potential stressors at an individualistic staff level and 
identify and agree actions to mitigate these personal feelings, so far as is reasonably 
practicable. 

Completing stress risk assessments / assessments is a key aspect in managing stressors. By 
undertaking an individual stress risk assessment, NHSS can: 

 Support the objectives contained within the Stress Management Policy 

 Support the Health and Safety Policy 

 Determine specific workplace or home life stressors 

 Establish stress risk control measures and 

 Do all that is reasonable to ensure a safe and healthy working environment. 

 Achieve compliance with workplace health and safety legislation. 

 

NHSS has a legal and moral obligation to consider all reasonable control measures or 
mitigations for any perceived workplace stressors identified through the process of individual 
stress risk assessment. Completing the individual stress risk assessment will enable the 
manager and the employee to come up with an action plan to manage the perceived stress and 
mitigate against the stressors 

However, some potential stressors are outside of the organisation’s control such as personal / 
home life situations, Scottish Government funding restrictions or surges in service user needs 
that exceed staffing capabilities within a small rural island Board. In these circumstances, NHS 
Shetland will do all that is within its gift to reduce pressures and provide reasonable support and 
/ or adjustments (either short or long-term) for staff, but with the recognition that there may be 
some circumstances where these actions may be limited as they fall outside of the Board’s 
control.     
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2. Definitions 

2.1 Stress: The Health & Safety Executive (HSE) define stress as: 

“the adverse reaction people have to excessive pressure or other types of demand 
placed on them” 

This makes an important distinction between pressure, which can be a positive state if 
managed correctly, and stress, which can be detrimental to health. 

2.2 Potential Stressors: The primary sources of work-related stress which, if not 
properly managed, can lead to poor health and wellbeing and increased sickness 
absence, .are referred to as the Health and Safety Executive’s (HSE) Stress 
Management Standard’s. 

2.3 Mental Health: How a person thinks, feels and behaves. Having good mental health 
can build personal resilience to stress. 

2.4 Common Mental Health Problems: Common mental health problems (CMHP) 
include anxiety and depression and are often a reaction to a difficult life event and may 
be long term. However, people can have CMHP with no obvious cause. CMHP are 
treated by medication from the General Practitioner (GP). 

2.5 Post Traumatic Stress Disorder: Post Traumatic Stress Disorder (PTSD) is a 
psychiatric disorder that can occur in people who have experienced or witnessed a 
traumatic event, such as a natural disaster, a serious accident, a terrorist act and violent 
personal assault. This type of incident is covered under Trauma Risk Management 
(TRiM) service provided by NHS Shetland. 

3. Stress assessment and risk identification 

To assist line managers to meet their obligations in relation to the management of stress, a 
generic risk assessment on stress is available within the Control Book risk management 
system. This assessment process enables potential stressful situations to be risk profiled at 
Organisational and Directorate levels within NHSS and then target identified risks in priority 
order. 

However, while it is important (and a legal requirement) to produce an organisational wide 
stress risk assessment, the individualistic nature of stress means that a ‘one size fits all’ 
approach to managing stress in the workplace, may not fully identify stressors at an individual 
level, which may leave some staff more vulnerable to being exposed to stress related ill-health. 

Therefore, this procedure is designed to provide a stress Assessment, solely at an individual 
staff member level and designed to enable line managers to understand what the stressors are 
and consider what can be done to improve the situation for the specific individual team member.       

The HSE has designed Stress Management Standards to help employers and staff to manage 
the causes of work-related stress. It is based on the familiar ‘Five steps to risk assessment’ 
model, requiring management and staff to work together. The Standards refer to six areas of 
work that can lead to stress if not properly managed. 

There are six key ‘Stress Management Standards’ that represent a set of conditions that reflect 
high levels of health, well-being, and organisational performance. These management 
standards provide a practical framework which managers and supervisors can use to minimize 
the impact of work-related stress.  
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The HSE Management Standards are as in the table below: 

  HSE Management Standard 

Demands Staff are able to cope with the demands of the job 

Control Staff are able to have a say about the way work is done 

Support Staff receive adequate information and support from colleagues and 
superiors. Note: ‘Support’ is further sub-divided into Peer and Manager’s 
Support 

Relationships Staff are not subjected to unacceptable behaviours, e.g. bullying or 
harassment at work 

Roles Staff understand their role and responsibilities 

Change Staff are involved in and consulted about any organisational changes 

However, the Management Standards are aimed predominantly at work related stressors, so 
the NHSS Individual Stress Assessment takes this a step further and introduces opportunities 
for staff to have open and honest conversations with their line manager around potential home 
life stressors that may be adversely affecting them and may also ultimately affect their work life.  

4. Responsibilities 

The Chief Executive will ensue that suitable risk assessments are carried out under the 
Management of Health and Safety at Work Regulations 1999, so enabling the most appropriate 
means of reducing the risks from work related stress. 

The Chief Executive will ensure that adequate resources are made available for the effective 
and proactive management of work-related stress within NHS Shetland.  

 

Line managers 

Line managers are responsible for: 

 Early intervention to identify causes of and potential solutions to stress 

 Ensuring all staff are aware of the individual stress Assessment arrangements 

 Ensuring all staff are aware of the Health and Safety Executive’s (HSE) 6 Management 
Standards which, if not managed properly, act as the primary sources of work-related 
stress 

 Ensuring all staff are aware that they may self-refer to the NHSS Occupational Health 
Service should they have concerns relating to stress and that self-referrals are 
confidential 

 Ensuring they are mindful of personal stressors and offer support to staff who are 
experiencing non-work-related stress and make appropriate referral to either OHS and/or 
HR, with consideration to offer support from counselling services  
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 Ensuring that there is a suitable structure in place to manage stress and ensure all 
relevant staff receive appropriate relevant training including the Turas Learn “Stress 
Awareness for Staff” module 

 Contacting HR to appoint a representative manager, should the line manager be deemed 
inappropriate for dealing with any specific stress related issues 

 Undertaking and coordinating the completion of Individual Stress Assessments 

 Ensuring follow-up management meetings with the staff concerned at appropriate stages 
of the individual stress Assessment and regularly review the effectiveness of any action 
plans and control measures 

 Developing and reviewing individuals’ action plans with advice and support from the H&S 
Team, OHS and HR, as appropriate and potentially other external specialist services, 
such as counselling 

 Ensuring appropriate confidential document retention in line with other personal 
information for their staff. 

 Identify where referral to the Trauma Risk Management (TRiM) Manager / Co-ordinator is 
required rather than an individual stress assessment, for post-incident TRiM assessment 
and support sessions with staff as required, following potentially traumatic incidents 
which are work related  

 

The Health and Safety Lead is part of the Human Resources and Support Services 
Directorate, and is responsible for: 

 Providing advice and guidance regarding the completion of stress risk assessments 

 Collating the results from the Individual Staff Stress Assessment at Part 2 of the form 

 Advising managers and staff about their legal obligations and for providing specialist 
advice and support in relation to the management of stress. 

 

All staff are responsible for: 

 raising concerns with their line manager at the earliest opportunity to prevent pressures 
becoming too excessive for them to cope with. 

 engaging with the completion of the Individual Staff Stress Risk Assessment process if 
need arises, to enable their manager to identify problem situations and work with their 
staff to take appropriate action.  

 taking reasonable care for their own safety and that of colleagues and patients 

 following the precautions and procedures set up for avoiding or reducing the risk from 
stress and following the risk assessments and safe operating procedures: 

 attending or undertaking training courses at induction and further updates, following safe 
working practices for stress and asking for extra training, if they feel that they need it 

 reporting to their Line Manager any risks which they think have not been handled 
effectively 
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 ensuring that adverse events are promptly reported and completed by following the 
procedure for all incidents; and reporting any problems or shortcomings in the risk 
assessment or safe system to their line manager. 

 

The Occupational Health Service is part of the Human Resources and Support Services 
Directorate and are responsible for supporting and advising management and staff by 
recommending mitigations and supportive measures, which can include onward signposting to 
potentially assist with resolving difficulties with stress. 

Provide directorate with anonymised data around stress referrals to inform the organisation at a 
strategic level. 

All staff can consult the service, confidentially, on any aspect of health and safety while at work. 

If individual staff self-refer to the Occupational Health Service, OHS will advise the individual to 
speak to their line manager, so an Individual Staff Stress Assessment can be completed, as per 
this procedure.   

 

Human Resources will: 

Support managers to engage and communicate with employees about stress/mental health at 
work and provide relevant advice around HR processes linked to work-related stress, such as 
the Sickness Absence Policy and/or other HR related policies. 

Provide continued support to managers and individuals in a changing environment and 
encourage management referral to the OHS and 

Monitor and review the effectiveness of attendance management, by collating absence statistics 
and analysing absence trends 

5. Training 

The best way of reducing the risk from stress is by putting measures in place which reduce:  

 the likelihood of being harmed through excessive pressure 

 reducing the risk factors in tasks that remain 

NHS Shetland provides Turas training modules which teaches the principles of general Stress 
Awareness for Staff & Stress Awareness for Managers. Where staff are struggling with specific 
gaps in their skills, NHS line managers will identify further training needs and appropriate 
training will be provided, dependent upon the individual training need. 

A short training course for managers is available through the Health & Safety Team to provide 
further guidance and information around the Individual Stress Risk Assessment process. 
Course dates and bookings are available within the Turas system.  

6. Monitoring and reviewing 

This procedure will be reviewed three years from its effective date by the Health & Safety Lead 
with corporate governance through the Health, Safety & Wellbeing Committee and Area 
Partnership Forum. 
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7. Dissemination and communication 

The procedure is made available via the Health & Safety Departmental Intranet page to ensure 
ease of access for all staff. Paper copies can also be made available in some departments 
where it is more practical to be held in that format.  

8. Individual Stress Assessment Procedure 

Pressure is a normal part of life that can help us learn, grow and motivates us to get out of bed 
in the mornings and go to work. However, when that pressure becomes excessive, this can lead 
to a stress reaction that if unmanaged, may have an adverse effect on staff wellbeing and 
performance at work. 

NHS Shetland utilises an Individual Staff Stress Assessment that consists of four-stages to 
effectively identify and manage risk associated with stress within the workplace and at home. 

To address any emerging issues, staff and/or managers can initiate the individual stress 
Assessment procedure at any time, outlined within this procedure document. A flow chart that 
provides an overview of the procedure is available at Appendix A below. 

The Health & Safety Lead can provide a copy of the blank Individual Staff Stress Assessment 
form (See Appendix B) following a request from a line manager and this is also available on the 
Health & Safety Department Intranet page. 

Part 1 - This is completed anonymously by the individual staff member concerned and returned 
to their line manager to be forwarded to the Health & Safety Lead for analysis and result 
collation.  

Part 2 – The Health & Safety Lead uses the HSE Stress Management Analysis Tool to produce 
results based upon the staff member’s answers to the questions set. The form is then returned 
to the Line Manager with suggested priority areas for improvement. This will be done as soon 
as is possible following the e-mail submission of the form. Depending upon workload, annual 
leave or other absence, this may take up to 2 weeks to return the form to the line manager with 
Part 2 completed, but every effort will be made to turn this around at the earliest opportunity.  

Part 3 – Once the form is returned to the line manager, they will complete Part 3 of the form to 
detail what are the current controls in the department to mitigate against work related stressors.  

Part- 4 Line manager to arrange a confidential one-to-one meeting with the individual staff 
member to discuss the results of the Assessment and complete the action planning process to 
determine what further reasonable controls / adjustments are required to support the staff 
member. However, due to the unpredictable nature of NHS work in some departments / 
disciplines, there may be occasions when proposed adjustments to work cannot be 
accommodated as they are unreasonable due to the nature of the individual’s tasks or working 
environment, so may not always meet staff expectations around stress reduction.   

Part 4 is concerned primarily with work related stressors. Part 4a considers home life stressors 
and encourages staff to discuss these in an open and honest way using the questions provided. 
However, further topics may become necessary once the discussions take place.   

Following this stage, the line manager may need to request further support from the Health & 
Safety Team, Occupational Health Service and Human Resources, depending upon the 
individual circumstances of the Assessment results.   
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Agreed actions (‘SMART’ in nature) are to be reviewed on a regular basis and progress 
recorded in the Assessment form as appropriate.  

 

Once completed, and signed off by both parties, the Assessment is filed by the line manager 
and a copy sent to HR for recording on the relevant personnel file.  

The Individual Staff Stress Assessment is not necessarily limited to a one-off process, and 
should an individual require a further stress Assessment to be completed in the future, this can 
again be arranged following the same procedure. 

9. Data Protection 

NHS Shetland is subject to and fully compliant with the General Data Protection Regulation 
(GDPR) and the Data Protection Act 2018. 

Data will only be used for legitimate and lawful purposes, namely, to enable line managers and 
other Departments (H&S, OHS, HR) to fulfil the specified requirements of their role / job. This 
will be on a’ need to know’ basis. Any concerns can be raised with the Information Governance 
Team. 

10. Equality and Diversity 

The equality issues associated with this arrangement are covered in the overarching Equality 
Impact Assessment on the NHS Shetland Health and Safety Policy, to which interested parties 
are directed for associated equality issues both directly and indirectly relevant to this 
arrangement. Health & Safety legislation is fully inclusive and does not discriminate against any 
protected characteristics.    

11. Legislative and Professional Guidance Documents 

 

The Health & Safety at Work etc Act (1974)  

The Management of Health & Safety at Work Regulations (1999) 

Occupational Health - Guidance for Managers and Supervisors in managing work related 
stress 

NHS Shetland - Stress Management Policy 

Once for Scotland - Bullying and Harassment Policy 

NHS Shetland - Trauma Risk Management (TRiM) procedure 
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