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	Employer:
	University of Aberdeen
	Guidance

	School / Directorate:
	
	This assessment should cover only 1 of these unless the change spans more than one

	Location:
	
	Buildings occupied by the staff potentially affected.

	Team / Individual:
	
	Specify any identified groups likely to be affected here.

	Job Title:
	
	Specify any identified groups likely to be affected here.

	Date:
	
	

	Change:
	
	Briefly describe here the planned change or cross reference a description, such as the business case.
Note:  This must be made available to the staff who will potentially affected.

	Assessors:
	
	Who carried out the assessment.  This may be more than one person and best practice would be to include a Trade Union representative where appropriate.



	Risk
Matrix
	Likelihood

	
	1
	2
	3
	4
	5

	Severity
	1
	L
	L
	L
	L
	L

	
	2
	L
	L
	M
	M
	M

	
	3
	L
	M
	M
	M
	H

	
	4
	L
	M
	M
	H
	H

	
	5
	L
	M
	H
	H
	H


The HSE’s Talking Toolkit: Preventing work-related stress, contains information to guide Managers less comfortable with delivering a stress risk assessment. 
It is a useful source for asking questions and conversation starters. 

	Key to Matrix

	Severity
	Likelihood of Harm

	1. Negligible: Temporary discomfort or mild frustration, no performance impact.
	1. Improbable

	2. Minor: Noticeable short-term stress (e.g. irritability, tiredness), focus at work may be affected, stress symptoms requiring support (e.g. anxiety, sleep issues), short-term sickness absence, reduced productivity.
	2. Possible

	3. Significant: Ongoing or escalating stress leading to long-term absence – (RIDDOR; over 7 days work-related absence).
	3. Occasional

	4. Major: Mental health diagnosis, or formal grievance.
	4. Frequent

	5. Severe: Serious psychological harm (e.g. clinical depression, burnout), risk of long-term disability, possible involvement of regulatory bodies or legal action.
	5. Certainty















	
No.
	
Hazard Description
(HSE Stress Management Standards)

	
Risk Consequence (resulting harm) - Guidance
	
Current Controls

	
1
	
Work Related Stress due to:

Demands (workload) 
	
Changes can increase demands/workload either:
· As a consequence of the change itself or
· Due to leavers, absences and loss of productivity as a result of the change process.

Existing controls may no longer be adequate. They may need to be reinforced or additional measures considered. 

If not already used it is recommended that the Workload Management Guidance and resources are utilised to reduce or better manage workload/demands. 

	
· Long term, SMART targets agreed at appraisals for all staff.
· Tasks are agreed and monitored at regular one to ones.
· Priorities renegotiated as necessary to avoid excessive workloads.
· Workload allocated fairly according to hours worked. 
· Workload Management Guidance followed and staff made aware of the Resources and Training available.








	
2
	
Work Related Stress due to:

 Lack of Control
	
Changes may lead to staff feeling they will have less control over their work.


	
· Employees are encouraged to organise their own work, and vary their tasks, in order to achieve agreed targets. 
· Employees can choose their own lunch break time (minimum of 30 minutes) subject to office cover constraints. 
· Working from home arrangements are in place.
· Employees can ask for a one to one with their line manager to raise concerns (where this is outside the line managers control this will be raised at a higher level).




	
3

	
Work Related Stress due to:

Lack of Support
	
During a time of change the need for support is likely to increase but staff may not be aware of the support available to them.

It is recommended they are reminded of these at an early stage in the change management process and that they are reminded of the confidential services available.
	· 
· Employees have been made aware of the University  Policy on the Management of Work-Related Stress.
· Employees are aware of the support available to them, including:
Mental Health First Aiders
Employee Assistance Programme
Multi-faith Chaplaincy
Occupational Health   
University Counselling Service
Workplace Dignity Network
Trade Unions 
Human Resources
· Employees are encouraged to work with/support their colleagues.




	
4
	
Work Related Stress due to:

Relationships
	
Change may create, or make worse, relationships between staff and management or colleagues, especially if there is any suspicion of unfairness/inequality or unjustified secrecy of information.
	
· Employees are encouraged to work with/support their colleagues. 
· Where conflicts arise between employees, they are allowed to raise these issues with the manager (open door policy and via one to ones). 
· Employees share information relevant to their work. 
· Unacceptable behaviour is dealt with early, when necessary. 
· Employees are expected to follow the conduct policy in terms of working relationships.
· Mediation support can be offered with a counsellor.




	
5
	
Work Related Stress due to:

Lack of clarity over Role
	
Change may highlight that roles have changed, and individuals have developed, which have not been documented or recognised.

It is important to capture up to date information and identify any ambiguities at an early stage, to avoid issues arising later in the change management process.


	
· Job descriptions are clear and reasonably up to date.
· The skills and abilities of employees are well matched to their roles and responsibilities.
· Where there are potential overlaps in roles and responsibilities these are identified and discussed (at team meetings and/or one to ones). 
· A service plan identifies the overall objectives of the team.
· A specific plan of work allocated to the team has been developed.
· Monthly team meetings allow for discussion on individual work to avoid duplication and conflicts in work.





	
6
	
Work Related Stress due to:

Change
	
Major changes, especially if likely to result in redundancies or significant changes in role and/or pay, have the potential to cause stress in more than one individual to varying degrees.

Uncertainty and rumour (misinformation) can make this much worse.
 
The potential risks to staff health, as a result of work-related stress, no not over-ride business decisions.

However, any change needs to be managed in a way which is fair, transparent and reduces, as far as is practicable, the risk to staff.

Staff have a right to be consulted, in advance, of changes which may affect their health and safety at work.  

Consulting meaningfully with staff (directly and indirectly via their Trade Union Representatives) may identify alternatives or more subtle changes to the plans and more effective health and safety control measures. 

See also the Health and Safety Consultation Policy.
	· 
· Management keeps staff and their line managers informed of information to enable them to understand the reasons for proposed changes. 
· The University 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.
· Senior management consult formally with staff and Trade Unions if changes to terms and conditions of employment are proposes (including redundancy).
· Any such changes are managed in accordance with the University’s Change Management Policy and Toolkit.
· The University always seeks to avoid, or minimise, compulsory redundancies where staff reductions are necessary.
· Communication and consultation on proposed changes will take place with Trades Unions as soon as practical, to inform management decisions.
· HR and/or management will respond promptly to questions (thus minimising promotion of uncertainty and misinformation).
· Decisions will be communicated in writing to all those affected, in a timely manner.






	
No.
	
Hazard Description
	
Risk Consequence (resulting harm)
	
Current Controls
	
Severity 1-5

	
Likelihood 1-5

	
Risk Rating
L,M,H

	
	Stress - 

Summary of 1-6 above.
	
Repeated periods of short-term absences or long-term absence as a result of the direct or indirect effects of stress.  

Potential for a number of individuals to be affected.

Note: Some health effects may not be obviously related.

	

See above
	

2 

or 

3
	



?
	



?











Additional Controls and Individual Risk Assessments

This is a generic risk assessment, which assumes all the “current controls” are in place for the part of the University covered by the stress risk assessment.
The manager carrying out the assessment should reassure themselves that those existing controls are, in fact, in place.  If they are not, then they should be put in the action plan below and the actions monitored until it can be confirmed that they have been implemented.

Note: The above does not negate alternative or additional controls being used if they are felt likely to be effective.
Advice is available from HR or the Health and Safety Team if required.
You may also identify individuals at particular risk.  This may be by virtue of their post being particularly vulnerable or because they have a history of stress, anxiety, have an existing health condition or have stressors affecting them of which you are aware from outside work.
Where this is the case an individual stress risk assessment should be carried out.

Again, advice is available from HR and the Health and Safety Team, and you are likely to need to make a referral for Occupational Health advice.
Note:  The University can only control, and is only responsible for, “work-related stress”, i.e., that caused, or made worse, by work.  
It cannot control non-work-related stressors, but it does have a higher duty of care to those who may be disproportionately affected. 












Health and Safety Management Action Plan

	Name of Person Preparing the Plan: 
	Date Plan Prepared



	

	Revised risk rating
	Person responsible
	Target date
	Completion date

	
	Short-term controls
	Long-term controls
	Likelihood 1-5
	Severity 1-5
	Risk rating
L, M., H
	
	
	

	1



	
	
	
	
	
	
	
	

	2


	
	
	
	
	
	
	
	

	3



	
	
	
	
	
	
	
	

	4



	 
	
	
	
	
	
	
	

	
	Add more lines if required
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