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LONDON BOROUGH OF SUTTON

MINIMISING STRESS AT WORK POLICY

N.B. Following agreement with Employee Side, this policy replaces the existing Management Guidance Note ER3, Minimising Stress at Work dated June 2003.

Contents
      





                          
   
                    Page No.

	1.
	GUIDANCE Statement


	3

	2.
	Scope 


	3

	3.
	GuidANCE FOR MANAGERS


	3

	
	3.1
	What is Stress
	3

	
	3.2
	What are the effects of stress
	3

	
	3.3
	Factors which help minimise stress in the workplace
	4

	
	3.4
	Avoiding Work Overload/Under-load
	5

	
	3.5
	Assessing the risk of Violence at Work
	5

	
	3.6
	Work Organisation and Conditions
	5

	
	3.7
	Work Relationships
	6

	
	3.8
	Physical Conditions
	6

	
	3.10
	Managing Change
	7

	
	3.11
	Indicators of possible stress problems


	8

	4.
	EMPLOYEES RESPONSIBILITIES


	8

	
	4.2
	Time Management
	8

	
	4.3
	Self Management
	9

	
	4.4
	Practical ways to deal with stress at work
	9

	
	4.5
	What to do after a stress related illness
	9



	5.
	COLLECTIVE RESPONSIBILITIES


	9

	6.
	Manager’s Responsibilities


	10

	
	6.2
	Identifying the hazards and taking action


	10



      









         Page No.

	7.
	Risk Assessments – assessing the risk to employees


	11

	8.
	Developing a supportive culture


	11

	9.
	Stress related sickness absence


	12

	
	9.1
	Re-allocation of work
	12

	
	9.2
	Capability and work performance
	12

	
	9.3
	Internal/External Support
	12

	
	9.4
	Sickness absence procedure
	13

	
	9.5
	Investigating cases of work related stress
	13

	
	9.6
	Developing a return to work plan


	14

	10.
	PREVENTION, INFORMATION AND TRAINING


	14

	11.
	monitoring and review


	14

	
	appendix a

Current Council Procedures and resources to support employees at work
	15


1.   
GUIDANCE Statement
1.1 
The Council recognises its duty to provide a safe, healthy working environment.  It believes its employees are its most important asset in delivering quality services to the local community and places a high value on their physical and mental well being.

1.2 
The Council will ensure, so far as is reasonably practicable, that no employee is subjected to a level of stress due to work, which is detrimental to her or his health.  The Council will create an environment where workplace stress is managed and controlled to avoid exposing employees to unhealthy levels of stress and it will do this openly and fairly.  

1.3 
All claims of ill health due to workplace stress will be investigated and action taken, as far as reasonably practical, to prevent any recurrence.

2.
Scope
2.1 
This guidance note applies to all employees of the Council, except those working in Community Schools who have their own policies and procedures.

3.
GUIDANCE FOR MANAGERS

3.1
What is Stress?
3.1.1
Every one will experience some level of stress at some time.  Not all stress is work-related.  People experiencing a stressful situation in their home life can bring stress with them into work.  At times this can have an impact at work and/or on work colleagues. Stress may be personal, organisational, cultural or simply caused by trying to balance home and work commitments. There is, however, an important distinction between the beneficial effects of reasonable pressure and challenge (which can be stimulating, motivating and can give a ‘buzz’) and adverse stress.  Stress is the natural but distressing reaction to demands or pressures a person perceives they cannot cope with at a given time.  If these demands and pressures become too great, they can cause harmful or potentially harmful mental and physical feelings.  Under demand as well as over demand can contribute to a stressful situation.

3.2
What are the effects of stress?

3.2.1
On individuals:

	· 
	Emotionally: Anxiety, anger, frustration, moodiness, irritability, loss of pleasure and interest, despair, depression and impaired sleep.

	· 
	Physically: weakened immune system, raised blood pressure, heart  

disease, tenseness, tiredness, appetite disturbance, nausea, 

headaches, light-headedness.


	· 
	Mentally: Impairment of perception, concentration, memory, judgement, decisiveness, accuracy, motivation and creativity.

	· 
	Interpersonally: Relationships are likely to be more difficult, both at work and at home.

	· 
	At work: Attendance can become either excessive or extremely poor.  Regular bouts of recurring illness can occur.  Time keeping can become erratic.  Performance can be impaired and the levels of accidents rise.





Increased use/dependency on caffeine, alcohol or drugs may occur.  This is likely to exacerbate all of the above.

3.3
Factors which help minimise stress in the workplace
Employees who are well informed, encouraged to take part in decision making and have some influence over their working lives are less likely to experience work related stress.  The HSE guide ‘Tackling work-related Stress – A Manager’s guide to improving and maintaining employee health and well-being’ outlines some of the ways managers can minimise stress at work.  This is not an exhaustive list and there are likely to be other ways to minimise work-related stress. 

3.4
Avoiding Work Overload/Under-load

3.4.1
Work overload can occur when a person is allocated a great deal of work, but insufficient resources, in terms of ability, support, time or equipment to cope with it.   Broadly speaking, there are two different types of work overload:

· Quantitative overload, where there is too much work to do in the time available,

· Qualitative overload; where the work is too difficult for the employee to do, possibly because it is a new area and they need appropriate training; or because they do not have the intellectual or physical capacity to do the work or because the task is too big, regardless of resources or ability.

3.4.2
Employees faced with work over load may try to cope by working excessive hours, which may lead to health problems and problems outside work.  Working excessive hours can lead to fatigue, which in turn can impact on performance.  This can create a ‘vicious circle’ of more time and effort being put into the work, with less being achieved.  Employees may also take excessive work home, which can be detrimental to their family and social life.

3.4.3
It is however important to remember that most employees need a certain amount of challenge and pressure to keep them interested and motivated in their work.  Work underload can be as stressful as having too much work.  The key is to find the right balance, through discussion with those involved in the work.

3.4.4
On occasions, it may be necessary for a unit or work group to work at an extreme level to meet a deadline.  When these occasions arise, employees should be told:

· Why it is essential to meet the deadline, 
· Their extra efforts are appreciated,
· That it will be an infrequent event. 
· Managers should consider how to reward their team after they have made an exceptional effort for the good of the unit. 
3.5
Assessing the risk of Violence at Work


Managers should already be assessing the risk of violence to employees and notifying Corporate Health and Safety (Violence Report form) of any incidents in the workplace.

Employees who deal directly with the public may face aggressive or violent behaviour.  They may be sworn at, threatened or even attacked.  This can be a cause of anxiety for employees..

3.6     Work Organisation and Conditions

	· 
	Communicate regularly with employees, particularly those working remotely and/or from home, be open and honest about what is happening at work and how this will affect them.

	· 
	Adopt a partnership approach in the workplace to encourage employees to work with you to tackle potential work-related stress or emerging work/business problems.

	· 
	Enable employees, where possible, to plan their own work, make decisions about how the work is completed and how problems should be tackled.

	· 
	Try to involve employees in the planning process so they understand how their work ‘fits in’ with the wider aims of the Unit, Group and Council.

	· 
	Encourage employees to talk at an early stage about any concerns at work and create an environment where these issues do not carry a stigma.

	· 
	Support employees by helping them to prioritise, or renegotiate deadlines.

	· 
	Ensure employees are sufficiently trained to do their jobs. 

	· 
	Strike a balance between ensuring employees are interested and busy, but not under-loaded, overloaded, or confused about their job


3.7
Work Relationships 

3.7.1
Other people can be important sources of support, but they can also be sources of stress.  At work, relationships with managers, peers and staff managed can dramatically affect the way an individual feels about themselves and their contribution at work.  It is important therefore for managers and employees to work together to resolve issues and support one another to avoid stressful situations occurring wherever possible.   


This will include:

	· 
	Respecting and valuing individuals, whatever their grade or status, for their contribution to the work of the Team, Group and Council,

	· 
	Ensuring our behaviour does not have an adverse effect on colleagues, peers or staff managed,

	· 
	Being mindful that changing deadlines, demands, responsibilities and/ or decisions may have an affect on others.


3.7.2
There are two particular aspects of relationships that could lead to work-related stress.  These are harassment and bullying.  These forms of behaviour are unacceptable in the workplace and where they occur almost inevitably generate stress and can lead to stress-related illnesses.

3.7.3
Employees should be aware of the Council’s Harassment and Bullying Policy (Personnel Managers Guidance Note EO2) and understand the standards of behaviour the Council expects from them.  Managers can support this policy by:

	· 
	Working with employees to ensure harassment and bullying never emerge as an issue;

	· 
	Ensure all new employees are aware of the policy as part of their induction;

	· 
	Communicate with all employees about consequences of breaching the policy;

	· 
	Create a culture where members of the team trust each other and can be themselves while at work;

	· 
	Encourage employees to recognise the individual contributions of other team members and the benefits of the whole team pulling together. 




3.8
Physical Conditions
3.8.1
Aspects of the physical environment that can affect employees include noise, vibration, temperature, humidity, light and hygiene.  Stress levels may be increased by a combination of different factors depending where employees are working and the physical environment they are exposed to.  It is important to ensure that there is:

	· 
	Adequate ventilation and lighting;

	· 
	Effective temperature controls;

	· 
	Well maintained equipment;

	· 
	Appropriate and well set out workstations.


3.9
It is also important to:

	· 
	Reduce noise levels to a minimum;

	· 
	Eliminate or reduce exposure to fumes, chemicals or other unpleasant 

substances;

	· 
	Eliminate or reduce exposure to the elements;

	· 
	Eliminate or reduce the threat of violence.


3.10
Managing Change

3.10.1
Change is an inevitable part of modern day life and work.  Increasingly the local community has higher expectations of the Council, which translates to higher expectations of the Council’s workforce.  Such changes can be very stressful, especially for employees who have been working for the Council for a long time.  It can also lead to individuals feeling anxious about their employment status and job security. 

3.10.2
In addition to the bigger identifiable changes, the Council regularly makes changes to improve the way it works and provides its services to the community.  These changes can affect employees just as much as larger scale change, if they are not properly managed.  To help employees cope with and reduce the fear of change, the Council, through its Corporate Management Team, Senior Managers and Managers, will at times of change:

	· 
	Explain what the Council wants to achieve and why it is essential to make   the change;

	· 
	Talk about what the change will mean in terms of day to day activity and discuss whether there are any training needs;

	· 
	Communicate new developments quickly to avoid the spread of rumours;

	· 
	Communicate with employees, wherever possible face to face to give them the opportunity to comment and ask questions but also through leaflets, newsletters e-mail and focus groups where appropriate;

	· 
	Involve employees in discussions about how jobs might develop and change and generating ways to solve problems;

	· 
	Think about revising work objectives to avoid role conflict and role ambiguity after a change has occurred;

	· 
	Review the health & safety risk assessments to ensure the changes have not increased hazards to employees.


3.11
Indicators Of Possible Stress Problems

3.11.1
Harmful levels of stress can be difficult to predict.  People respond to pressure in different ways.  A person’s ability to deal with pressure will be affected by a number of factors including their personality, experience, motivation and the support available to them both inside and outside the work place.  However, it should be remembered that everyone is vulnerable to stress and there are no stereotypes.  Stress can affect employees at all levels within the Council irrespective of:

	· 
	Grade or status

	· 
	Type of job

	· 
	Gender

	· 
	Ethnic background

	· 
	Age

	· 
	If they have a disability


4. 
EMPLOYEES RESPONSIBILITIES

4.1.1 
Under the Health and Safety at Work Act 1974, employees have a legal duty while at work to take reasonable care of their own health and safety.  

4.1.2
Employees have a responsibility to themselves and others to act to minimise or eradicate stress in the work place.  This includes taking steps to minimise their own stress and to modify their behaviour as appropriate if it is causing stress in others.

4.1.3
Employees who believe they are experiencing work-related stress should inform their managers to give them the opportunity to put measures in place to reduce or eliminate the cause of the stress.

4.2
Time Management
4.2.1
Many people experience considerable stress because they see themselves as being unable to fit all they ‘have’ to do into the time available.  Others spend their time doing things they don’t value highly or can’t perceive the need to do.  Knowing how to use your time effectively is a key factor in managing workloads.  Employees have a responsibility to make the best use of their time and work with their managers to try to resolve any workload issues.

4.3
Self Management
4.3.1
Most people have many different roles in life, for example, worker, partner, neighbour, parent, child, friend etc.  Occasionally, single events can cause a crisis in any of these roles.  If that crisis is extreme (e.g. the
unexpected death of someone close) it is likely to cause trauma, which is going to take time to deal with.  As most people have these multiple roles, it is inevitable 

that at times this may cause problems in balancing demands.  The conflict between the different demands placed upon us 
can be a significant source 

of stress.  No one is immune to the effects of stress. The difference between people who are able to cope with sustained levels of demand and those who succumb to stress related problems is their ability to ‘switch off’ from the cause of the stress.  The key to ‘switching off stress’ is a good work/life balance.

4.4
Practical Ways to Deal with Stress At Work

4.4.1   Employees can help at work by:

	· 
	Becoming aware of own job-related needs and limits, as well as personal triggers and signs of stress

	· 
	Communicating needs and raising issues with the manager or supervisor before they become problems;

	· 
	Supporting colleagues who are experiencing work-related stress problems;

	· 
	Ensuring their behaviour does not cause stress in others;

	· 
	Trying to look at ways to solve a problem rather than worrying about it;

	· 
	Trying to avoid regularly working long hours or taking work home unless absolutely essential;

	· 
	When working from home, ensuring the work station is comfortable and appropriate to the work required and by taking regular   refreshment breaks;

	· 
	Taking lunch breaks and regular rest breaks as appropriate; 

	· 
	Following H&S guidelines for personal safety i.e.- manual handling, regular breaks when using Visual Display Screening etc. 


4.4.2
When not at Work, Employees can help by:

	· 
	Adopting or maintaining a healthy life style, i.e.; stop or reduce smoking, keep within the Government recommendations for alcohol consumption, eat a balanced diet and take regular exercise;

	· 
	Taking regular holidays or breaks away from work;

	· 
	Talking to friends and family for help and support.

	· 
	Making time to reflect, review and update personal priorities across work and home life.


4.5
What to do After a Stress-Related Illness 

4.5.1 Employees who have been off work with a stress-related illness, should on their return talk to their manager.  Try to explain what has led to the event and what needs to happen to resolve the issue.  A trade union representative or work colleague can give support and assistance to these discussions.

5.
COLLECTIVE RESPONSIBILITIES


Work-related stress can affect anyone at any time.  However it can sometimes be difficult for individuals to recognise that they stressed.  This can be a particular issue in busy teams working with difficult or complex workloads, where individuals may feel concerned about overburdening colleagues or ‘letting down’ clients when they feel unable to cope.  Managers 

and employees have a collective responsibility to work together to support each other and put measures in place to identify and minimise potential problem areas.

6. 
Managers ResponsibilitIES

6.1 
Managers and supervisors have a key role in reducing harmful levels of stress in their work teams.  It should be remembered however that managers themselves are not immune to the effects of stress and in turn may need the support of their manager to ensure they are not affected by adverse stress. 

6.2 
Managers and supervisors may notice some of the following symptoms

          Occurring in their teams:

	· 
	Low staff morale characterised by a sense of despondency, hostility and/or withdrawal/avoidance of people and situations

	· 
	High levels of sickness absence;

	· 
	High staff turnover;

	· 
	Increase in accident levels;

	· 
	Increase in number of disputes, grievances or complaints;

	· 
	Noticeable reduction in performance.


6.3 
Where they feel these may be stress related, they should contact their Group Personnel Manager to seek further advice and guidance.  In addition, where the Group Personnel Manager notices any increase in any of these indicators they will monitor the situation across the service area and draw it to the attention of the manager of the particular work area(s) and where appropriate to the Executive Head of Service or Strategic Director.

6.2  
Identifying the Hazards and Taking Action

6.4.1
Regulation 3 of the Management of Health and Safety at Work Regulations 1999 requires employers to assess risks to health and safety from the hazards of work.  Health and Safety risk assessments should be completed for all work activities and work areas and where changes are made to existing jobs or work areas within the Council.  As part of the risk assessment, managers have a responsibility to analyse jobs to identify particular stress factors as well as physical hazards. They should include any potential risks of employees developing stress-related illness in their work and include measures to minimise or manage potential stressful areas of the 

job.  Undertaking a risk assessment for work-related stress is more complicated than for physical hazards, but involves the same basic principles and process.  It should be included as part of the overall risk assessment process.

7.
RIsk Assessments - Assessing The Risk to Employees

7.1
The purpose of carrying out a risk assessment is to find out whether existing control measures preventing harm are sufficient, or if more should be done.  Completing a risk assessment will not its self reduce work-related stress.  However, the actions taken as a result of the risk assessment should do so.

7.2 
The potential sources of stress listed in section 5 of this document may be used as a checklist to assess potential risks of workplace related stress.

7.3 
Assessments of the hazards associated with work-related stress should aim to identify:

· Factors at work likely to cause stress;

· Assessing workload as well as managing work;

· Those employees who are at risk of experiencing workplace stress;

· Existing preventive or precautionary measures;

· The action required eliminating or reducing risk.

7.4 
Risk Assessments provide a framework for effectively identifying and evaluating the risks stress presents to employees and for identifying the measures needed to eliminate or control it at a reasonable level.  Managers are responsible for ensuring risk assessments are carried out for all employees and activities undertaken in their team.  The Risk Assessments should be reviewed regularly to ensure they remain relevant and are up to date.  Managers experiencing difficulty in completing risk assessments should contact the Group Personnel Manager and if appropriate, the Corporate Health and Safety Unit for support and guidance. 

8.
Developing A Supportive Culture

8.1 
Managers are responsible for creating a supportive culture.

Employees can feel isolated and unable to share their problems with others.  Creating a supportive culture can help to eliminate feelings of failing to cope and isolation.   Managers will do this by:

	· 
	Recognising the value of personal contact and acknowledgement of all employees on an informal day to day basis, where practicable.

	· 
	Providing and ensuring effective communication through regular 1-1 supervision meetings; 

	· 
	Ensuring employee appraisal and mid point reviews are held: 

	
	(i)    Annually

	
	(ii)   Are 2 way communication

	
	(iii)  Include discussion about the employee’s personal development

	· 
	Communicating with their team regularly on a 1-1 basis and as a Group on:

	
	*  The role of individual team members

	
	*  The role of the team

	
	*   How their work and that of the team contributes to the overall work of 

     the Council.


	· 
	Involving employees in business planning and objective setting

	· 
	Ensuring good time management and assessing work load as well as work content.

	· 
	Ensure stress is a regular item on team meeting agendas and, where appropriate, consider inviting a ‘critical friend’ to the meeting to help facilitate or raise any issues others may find uncomfortable. 

	· 
	Looking at ways to improve the working environment e.g. reducing overcrowding, improving poor lighting, regularly updating I.T. equipment and office furniture.

	· 
	Taking the lead in accepting employee stress is not an indication of failure or weakness.

	· 
	Encouraging employees to discuss feelings of stress and commend supportive behaviour in others.

	· 
	Helping employees recognise the causes of stress and use appropriate coping mechanisms.

	· 
	Encouraging employees showing signs of extreme stress to seek support from the Employee Support Team in Human Resources or Occupational Health.


9. 
Stress Related Sickness Absence

9.1
Re-allocation of Work

9.1.1
There is a basic level of performance the Council expects its employees to meet. In this context, as far as is practicably possible measures should be put in place to reduce the likelihood of employees needing to take sick leave because of work-related stress.  However, in reducing stress for one member of the team, it is important not to transfer the stress to others.  Whilst some employees may thrive on working to tight deadlines, others may like to plan their work so they know what they have to do and when. There may be scope to allocate work in a way that suits all team members, or to manage the work in a different way for different employees.   It is therefore important to take account of the make up of the team when considering what measures need to be put in place.

9.2
 Capability and Work Performance

9.2.1
Occasionally, it becomes apparent that the employee is having difficulty coping with their workload or the type of work they are required to do.  In such cases it may be necessary to consider whether the employee is suited to their job.  After seeking advice from the Group Personnel Manager, it may be necessary to take action under the Council’s Capability and Work Performance Procedure  (Guidance Note to be advised).  

9.3
Internal/External Support

9.3.1
In addition to the measures managers can put in place to reduce potential stressful situations occurring at work, Appendix A of this document lists the internal and external support services available to employees experiencing 

stress-related difficulties either in or outside of the workplace.  It also refers to policies and procedures in the Personnel Manager’s Handbook, which provide managers and employees with options to increase flexibility at work 

(i.e. Job Share, Flexible Working Arrangements etc.)  to create a better work-life balance.  It includes guidance to managers when dealing with issues that may contribute to stress at work, such as Alcohol and Drug Misuse at Work (Guidance Note ER11 and Harassment and Bullying at Work (Guidance Note EO2).

9.4
Sickness Absence Procedure

 9.4.1
Where an employee is away from work with a stress-related illness, it is important that managers follow the procedures set out in the Managing Sickness Absence Effectively (Guidance Note ER2) especially keeping in touch with the employee while they are away and welcoming them back to work on their return. (see also 8.7.2)

9.5
Investigating Cases Of Work Related Stress
9.5.1 
Where a manager is notified that an employee’s absence is due to ‘work related’ stress, it is important to investigate the cause of the stress as soon as possible and take steps to reduce or eliminate the problem.  The manager may wish to seek advice from their Group Personnel Manager and, if appropriate the Employee Relations (Employee Support Officers) in Human Resources or the Corporate Health and Safety Unit before taking action.  Where the cause of the stress is identified as work related, it is essential to investigate the cause of the stress to prevent the employee from returning to the same situation, which led to the initial bout of absence.

9.5.2 
The Council has a legal requirement to investigate all incidences of injury or illness caused or exacerbated by work.  This requirement is the same for psychological injury as well as for physical injury.  Group Personnel Managers or the Corporate Health and Safety Unit, depending on the background of the case, can assist managers in investigating the cause of the injury or illness.  The investigation will seek to establish the following:

	· 
	Whether the absence is genuinely related to stress

	· 
	The cause of the stress (known as the stressor)  e.g. harassment, bullying, workloads, excessive working hours, 

	· 
	relationships with colleagues, environmental, home/work balance, bereavement etc.

	· 
	Whether existing Council procedures (e.g. grievance, flexible working, harassment and bullying at work, alcohol and drug misuse at work etc) have been used, where appropriate.  

	· 
	Whether the causes of the stress remain at a level where they are likely to cause further injury.

	· 
	Whether steps have been put in place to eliminate, or reduce, the stressor’ to an acceptable level.  Where this is not practicable have the employee’s tasks been re-designed to remove the ‘stressor’?


Alternatively, has the employee received training to enable them to deal with the ‘stressor’.

9.6
Developing A Return To Work Plan
9.6.1
The return to work plan should take into account the findings of the absence investigation (see section 8.6) making any practicable changes as required.  As with other sickness absences this may also involve a phased return to work for a period of time (See Section 9 Managing Sickness Absence 

Effectively) to allow the employee to ease back into work gradually.  This may involve a reduction in the number of hours worked each day or days worked each week.  It may also include, where practicable, temporary restrictions on particular duties, which have previously posed difficulties for the employee. 

9.6.2 
When the employee is fit to return to work, the manager should hold a Welcome back meeting in accordance with the Managing Sickness Absence Effectively Procedure.  The manager and employee should then agree that they understand the measures which are being put in place, agree the appropriate time scales and set a review date to ensure the ‘stressors’ have been reduced or eliminated.

10.
PREVENTION, Information And Training

10.1 
The Council will ensure that training and support are regularly available to assist employees to develop personal coping mechanisms to enable them to cope with and minimise the effects of harmful stress on themselves.  These will include stress management and time management training as well as preventative health care and coping techniques.   The Council will also assist managers in managing stress in the workplace. Managing stress and recognising stress in others will also be included as part of on-going management development programmes.

10.2
The Council will continue to provide regular health education initiatives.  These will be Council-wide and targeted at specific groups as appropriate. 

11.
Monitoring And Review
11.1 
The Human Resources Unit will compile quarterly stress related absence statistics for Group Management Teams (GMTs) and the Corporate Management Team (CMT).  GMTs and the CMT will take action as appropriate in response to these statistics.  Stress related absences together with other hazards at work will be regularly reported to the Council’s Health and Safety Committee.

11.2
In the light of best practice the Council will regularly review this policy and its arrangements for preventing work-related stress. 

Human Resources

July 2004











APPENDIX A

CURRENT POLICIES, PROCEDURES AND RESOURCES TO 

SUPPORT EMPLOYEES AT WORK

Personnel Managers’ Handbook

Managers should have a copy of the handbook.   A copy is also available for viewing, on request, at each Group Personnel Section and in Human Resources.  The Handbook includes all of the Council’s Personnel and Employment Policies.  The following policies are of particularly useful in addressing possible stress related issues:

· Managing Sickness Absence Effectively Procedure - Guidance Note ER2


This policy sets out the procedure for dealing with sickness absence.  It ensures fair and consistent application of the sickness procedures and promotes a healthy working environment.

· Alcohol and Drug Misuse at Work Policy and Procedure - Guidance Note ER11


The purpose of this policy is to reduce alcohol and drug related problems at work.  It aims to ensure that employees whose drinking or drug misuse is affecting their performance at work are offered support and treatment as soon as possible.  It also seeks to prevent alcohol and drug misuse problems from arising in the first place by raising general awareness of the issues.

· Harassment and Bullying at Work Policy - Guidance Note EO2


The Council will not tolerate Harassment and bullying in the workplace.  This policy sets out the support available to employees, how they can raise a complaint and the procedure for dealing with the complaint.

· Flexible Working Arrangements - Guidance Note PB6 


This procedure sets out the various ways the Council will try to support its employees and help them to balance home and work commitments.  It provides information and procedures for the following:

· Flexi-time

· Home Working

· Term Time Working

· Voluntary Reduced Hours

· Carers Leave for Employees

· Job Share Policy - Guidance Note EO3


The purpose of this policy is to enhance the job and career opportunities for part-time employees at all levels in the Council.  It sets out the way 2 workers can share the same job, how the hours can be shared and how to apply to job share.  
· Training and Development Policy - Guidance Note TD1


This policy sets out the Council’s commitment to training and development.  It ensures that training and development is open to all employees as part of agreed training plans.  It covers short term and longer term training as well as qualification training where appropriate.
· Management Development Strategy - Guidance Note TD2


Sutton has introduced Management Competencies, which describe the behaviour and the ways in which Sutton expects its managers to operate.

· Appraisal and Employee Development - Guidance Note TD3


Appraisal is about developing and improving performance through open discussion between managers and employees.  This procedure explains what appraisal is and how it works.  It sets out how you will be appraised and by whom and what to expect from your appraisal meeting.  The purpose of an appraisal meeting is to:


*   Summarise what you’ve done over the past year including achievements 

               and any problems.

*   Set your objectives for the next year

*   Explain how your objectives will be measured

*   Discuss your development and training needs

*   Set a date for your mid year review

· Working Hours - Guidance Note ER13


This is a manager’s guide to ensure the Council comply with legislation in the number and pattern of hours they work.   It covers:

*   The length of the working day 

          *   The length of the working week

*   Special provisions for adolescents and night workers

*   Rest breaks

*   Annual leave

Corporate Health & Safety Manual

Managers have a copy of this manual.  It is available to view, on request, in the Corporate Health and Safety Unit or from your Group Personnel Section or in Human Resources.  The manual sets out the Health and Safety Policies and procedures to ensure employees health, safety and welfare at work.  There is a chapter in the manual, which provides guidelines and explains the procedure for completing Risk Assessments. 

Internal Employee Support Services

Employee Support Service – Human Resources

This service is available to all employees and provides 1-1 initial support and can be accessed in confidence.  Details of the service can be obtained through Human Resources, Group Personnel teams and Occupational Health

Occupational Health

Occupational Health can assist employees and managers by providing professional medical advice that may form part of a stress strategy.

Black and Ethnic Minority Workers Group 

This group has been set up by black and ethnic minority workers to support other black and ethnic minority workers working for the Council.  To make contact or find out more about this group:  Tel No.  Ext. 6452

External Support Services

Women’s Support Groups

Sutton Women’s Centre

Tel No: 0208 661 1991

London Domestic Violence 24 hr Help line

Tel No: 0870 599 5443

Black and Ethnic Minority People’s Support Groups 

Sutton Racial Equality Council

Tel No: 0208 770 6199

Disabled People’s Support Groups

Sutton Alliance of Disabled People

1 Lower Square

Civic Offices

Sutton

SM1 1EA

Personal Counselling and Support Services

Relate - Mint House, 6 Stanley Park Road, Wallington

Tel No: 0208 647 8826

Sutton Pastoral Foundation - 21a Cheam Road, Sutton, Surrey

Tel No: 0208 661 7869

Samaritans

Tel No: 0208 681 6666

Citizens Advice Bureaux

Sutton Bureau - 0208 643 5291

Wallington Bureau - 0208 770 4858

Cheam Bureau - 0208 770 4581

Health and Lifestyle Services

Sports and Leisure Facilities

Council employees can apply for a Sutton Leisure Card, which entitles them to 10% discount on a Sutton Leisure Card.  This entitles the card holder to ‘member’ rates for classes.

Alcohol and Drug Counselling Services

Alcohol Services for South West London,

Vestry Hall, London Road, Mitcham, Surrey CR4 3UD

Tel No: 0208 640 5587

Alcohol Anonymous

Tel No: 0208 7352 3001

Narcotics Anonymous

Tel No: 0207 272 9040

Community Drugs Help Line, 20 Woodcote Road, Wallington

24 Hr Help Line - Tel No. 0208 647 6169
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