How to complete a risk assessment for stress

The Stress Risk Assessment Process

Stage 1 – Preparation
Obtain commitment

(
Identify necessary resources

Stage 2 – Assessment

Collect any relevant background information

Send the individual stress assessment form to your team

(
Complete the analysis tool/team checklist
(
Using the analysis tool/team checklist and survey ask for more feedback from your team

Stage 3 – Action Plan

Involve the whole team in identifying solutions

(
Create an action plan

(
Refer any major concerns for further consultation or to senior management

Stage 4 – Record & Review
Ensure the Stress Risk Assessment is completed

(
Set formal review dates
Stage 1 – Preparation

a) Obtain commitment
· Demonstrate management commitment by assuring the team of senior management support for the stress risk assessment process. Employees should also be assured that their concerns will be taken seriously and that managers will work with them to find solutions.

· Consider how you will communicate with your team – make employees aware that the information they contribute will be treated sensitively. Make use of team meetings, performance reviews and individual discussions as ways of asking employees for their views and ensuring their involvement.

· Ask for co-operation from everyone and make it clear that all employees should contribute and it is a collective responsibility.
b) Identify resources
· Find a suitable person to undertake the risk assessment – this may be the team manager, supervisor, or a colleague within the team with good communication skills 

· Allocate administration time and resources for collecting information and communicating the results of the assessment to the team

· Allocate time at team meetings to discuss the stress action plan

Stage 2 – Assessment

a) Collect any relevant background information

· There may be information already available, which will assist in establishing whether health and wellbeing concerns, and capability and performance concerns relating to occupation stress, exist within the team. This information should be recorded using the front page of the risk assessment form. Suggested areas for consideration:

· Hazards or stressors already known e.g. from previous team meetings, discussions with individuals, complaints or grievances etc.

· Stress indicators such as turnover figures, sickness absence data, long working hours and incidents

b) Send the individual stress assessment form to your team
· Employees should be encouraged to complete a brief feedback form to list their stressors and potential solutions. This will identify potential stressors affecting their daily working life. 

· This information can then be transferred onto the analysis tool/team checklist. The identity of individuals must be kept confidential.
· Where feedback forms are returned and contain stressors, which relate to specific individuals or personal issues, these cannot be included in the team risk assessment and should be dealt with separately.
· The purpose of the survey is to provide information which will be used to produce a table containing general stressors that may be an issue for the team. The individual surveys must be destroyed once the information has been transferred to the analysis tool/team checklist.
c) Completing the analysis tool/team checklist
· The analysis tool/team checklist should help to provide an overview of the main areas of concern within the team.

· It is important to schedule a specific time to gain everyone’s input.

· It might be useful to note down a summary of the survey results before the meeting

d) Ask for feedback from your team

· Check with the team that the areas identified as potential stressors are correct. Once these have been agreed by the team, take forward any items which you have identified as needing action.

Stage 3 – Action Plan

a) Identify solutions
· Complete the action plan – this should have the final details of the stress risk assessment
· Agree priorities with the team if there are too many issues to take forward

· As a team, discuss each stressor, identify potential solutions and gain agreement from everyone for specific actions to take forward

· Specific individuals should take responsibility for action points, and deadlines for completing the actions should be agreed

· Allow realistic timescales for broader or more complex concerns to be addressed, especially if more consultation is needed.

Stage 4 – Record and Review

a) Reviews

· The risk assessment process should not end once the risk assessment form is completed. It must be continually reviewed and monitored, ideally every six months

· Managers should create and maintain a stress risk assessment file for the team, to monitor progress and review the action plan
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