Cardiff and Vale University Local Health Board

Stress & Wellbeing Personal Risk Assessment Form SW1B

GUIDANCE ON COMPLETING THE FORM


The form takes the assessor through a structured assessment process, all sections of the form must be completed.  The objective of this form is to establish what control measures are currently in place and what additional controls can be implemented to ensure that the risks are reduced to an acceptable level.

The form is not intended for generalised use but it aimed to support staff and managers as an aid when staff have either indicated to their manager that they feel stressed or have been absent from work as a result of work related stress.  In some cases it may be used where the role/job has indicated from the staff survey to be of high stress risk.  The form is to be completed by the line Manager in conjunction with the member of staff.

The completed form must be kept confidential but can be sent to the Occupational Health with the agreement of the employee 

ADMINISTRATION DETAILS – Hospital, Directorate/Department and Location

The location is the area where the risk assessment applies e.g. Ward A6, Radiology, and Academic Centre etc.

MAIN SOURCE OF STRESS

If work life balance is indicated, reference to the Trusts Worklife Balance Policy should be made and consideration to the ability to offer/implement suggested actions

PREVIOUS STRESS OR WELLBEING CONCERNS RAISED 

It is important that the Trust can demonstrate that it has responded appropriately to previously raised stress concerns of staff and should evidence the information given 
EXTERNAL ASSISTANCE SOUGHT
Tick the appropriate box. This may give an indication to the severity of the current stress level 

DESCRIPTION OF CONTRIBUTORY STRESS FACTORS 

If the employee indicates that Support is a main contributory factor the assessor should offer the presence of Trade Union or HR support or that the assessment is undertaken by an alternative or more senior manager 

If the employee indicates that Relationship is the main contributory factor and includes bullying or harassment then HR and Dignity at Work Advisers should be involved and Dignity at Work Policy considered
If the employee indicates that Role is the main contributory factor, information, instruction or training may be necessary 

Demands, Control, Support, Relationship, Role & Change --It is not necessary that all these factors are identified as contributing to stress however each should be considered 
FREQUENCY OF EXPOSURE

Consider the frequency of exposure and tick the most appropriate box.  The frequency of an activity might identify the need for additional control measures. 

CONTROL MEASURES ALREADY TAKEN TO REDUCE RISK

List the controls already in use e.g. flexible working, wellbeing service, training.
ADDITIONAL ACTION AGREED 

This part of the form is used to determine and justify the need for additional controls; there will be occasions when the ‘Additional Control Measures Required’ may take some time to implement.    The request for these controls should form part of the Directorate/Department plan, indicating how the risk can be reduced. 

ASSESSORS

The risk assessor should be a member of staff at an appropriate level of seniority who has undertaken the Trust’s Stress Awareness Training\ E learning package.  The activity should be reviewed whenever there is a change in the circumstances. 

PROGRESS REPORT

This box is used to track progress in implementing ‘additional controls’ that have been agreed by the Risk Assessor.  
· DATE OF REVIEW/ PROGRESS REPORT  
It is essential that there is an agreed date of review with the Employee, this will establish the progress and effectiveness of the agreed controls and consider any further actions required, these should be detailed on the Progress Report Section.  It would not normally be necessary to complete a new assessment for each review 

STRESS AND WELL-BEING - RISK ASSESSMENT FORM SW-1b 
Role /

Employee Name

	Hospital
	
	Directorate/Department
	
	Location
	

	
	
	
	
	
	
	

	What is considered the main source of Stress? – Factors related to:
Work environment 
Work Life Balance 

Other 

Has the employee previously raised concerns? 

With whom & when

Action Taken 

Has any other

 assistance been sought
None

1st Time report

Staffside

GP

Occupational Health
Wellbeing Service
Does the employee indicates that they feel incapable of doing job’
Yes /No 

Description of the current contributory stress risk factors

Demands -  employee indicates that they have difficulties coping  with the demands of their job  -                                      Yes / No 

Explain

Control - employee indicates that they are unable to have an influence about the way they do their work                          Yes / No
Explain

Support - employee indicates that they receive inadequate information and support from colleagues and supervisors     Yes / No

Explain

Relationship  - employee indicates that they are or have been subjected to unacceptable behaviour                                   Yes / No
Explain ( Assessor :Must reference Dignity at Work Policy )
Role - employee indicates that they do not have enough clarity in  their role and responsibilities                                        Yes / No
Explain

Change - employee indicates that the department does not engage\consult with them when undergoing change              Yes / No 

Explain

Others 



	Contributing Factors 

Factor

tick

Factor

tick

Factor 

tick

tick

Excessive Workload 

Insufficient skills for task 

Lack of resources

Time Management
Work cannot be planned 

Insufficient challenges -boredom

Competing demands of work home 

Bullying, - need for Mediation\Managerial 
Work cannot be structured 

Poor working  environment 

Deadline changes

Lack of training



	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	Frequency of Exposure

	Infrequently
	
	Annually
	
	Monthly
	
	Weekly
	
	    Daily
	
	Hourly
	
	Constantly
	
	

	
	
	
	
	
	
	

	Control measures already taken to reduce risk:

Circle relevant criteria  used and add any additional actions as appropriate 
Demands

Task prioritised, looked at way jobs are done, individual matched to job , agreed realistic targets,  further training offered 
Control 

Considered opportunity for staff to plan or control own workload, offered time management training – Shared communication re workload, nature of work, staff considered hours worked and rostering ability.
Support 

Work life Balance, considered team so that everyone is working in a way that helps each other , PDR Training, meetings, networking, communications, mentoring, supervision 
Relationships

Effective system established to prevent harassment (Dignity at Work Policy), local arrangements in place 
Role

Clearly defined agreed objectives, agreed understanding on how everyone fits in (refer to PDR within KSF)
Change

Staff kept well informed, support offered, opportunity provided for staff to comment on and participate in change proposals. 

Communication

Regular staff meetings or briefing sheets 1-1 meetings. How is the member of staff networking, is reporting clear?
Focus group

Is there a facilitated focus group formed within the area?
Other  


	

	Additional Actions  Agreed  (including Regular Reviews)


	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	
	
	

	Follow up time scale 
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Assessors

	Name
	Signature
	Position



	
	
	
	
	
	
	
	
	

	Date of 

Assessment
	
	
	Review Period
	
	Dates of

Review
	
	
	
	

	
	
	
	
	
	
	
	
	

	Progress Report


	
	Date & Sign
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