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Introduction 

The purpose of this report is to invite the Committee to adopt the attached employment policies on: 

Harassment 
0 

Redeployment 
0 

Stress at Work. 

Alcohol and Drug Related Problems 

Equality of Opportunity in Employment 

Background 

The documents attempt to reflect contemporary practice in human resource management as well as 
taking into account developments in occupational health, equality issues and health and safety at 
work. 

The draft policies have been under consultation for a number of months and are presented to 
Committee for their final endorsement. 

Recommendations 

1. the Committee is invited to endorse and adopt the policies as set out, and 

2. to remit to Officials their appropriate implementation, and 

3. note the terms of the report. 

Head of Personnel Services 
Encs 
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1. Introduction 

1.1 There is now widespread recognition of the fact that harassment at work can cause serious 
problems both for employers and employees. 

1.2 The Council believes that by addressing any such issues which do arise and creating the right 
climate to do so, problems can be prevented altogether or resolved at an early stage. 

1.3 Both the Council and employees have responsibilities for implementing and supporting this 
policy and for creating a climate in which any personal harassment is unacceptable. 
Employees are strongly encouraged to act rather than tolerate any form of harassment. 

1.4 This Policy Statement is an integral part of the Council’s Equality of Opportunity in 
Employment and Equal Opportunities Policies and has, as a fundamental aim, the promotion 
and protection of the dignity of all employees at work. 

2. Principles 

In working towards the elimination of any type of personal harassment, the Council supports the 
following principles: 

All complaints will be thoroughly investigated. 

As far as possible, strict confidentiality will be maintained to protect both the complainant 
and the alleged harasser. 

All parties involved in a complaint have the right to an impartial investigation. 

Complaints should be specific and not general accusations against the alleged harasser as the 
latter can be difficult to answer but very easy to make. 

Although such complaints are grievances, it may be inappropriate to deal with them through 
the normal grievance procedure. Accordingly, an alternative complaints procedure, as 
detailed below, is available. 

Internal investigation of complaints will be independent, objective and handled with due 
respect to both the complainant and the alleged harasser. 

All parties will be required to co-operate in an investigation. 

Violation of the terms of this Policy Statement will be considered to be a disciplinary offence 
and dealt with in accordance with the Council’s Disciplinary Procedures. 

Disciplinary action against the alleged harasser will be in accordance with the Council’s 
Disciplinary Procedures. 

It will be considered a disciplinary offence for any employee to victimise or retaliate against 
an employee for bringing a complaint of harassment. 

Malicious unfounded complaints will be viewed as a disciplinary offence and appropriate 
action taken against the complainant in accordance with the Council’s Disciplinary 
Procedures. 

No penalty will be seen to attach to a complainant whose complaint is upheld. 
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3. Legislation 

Both sexual and racial harassment constitute unlawful discrimination under the Sex Discrimination 
Act 1975 and the Race Relations Act 1976 and harassment on the grounds of disability is unlawful 
under the Disability Discrimination Act 1995. Redress against harassment may also be sought 
under various Health & Safety legislation and through the Criminal Justice and Public Order Act 
1997 and the Prevention of Harassment Act 1997. 

4. Definition 

4.1 

4.2 

4.3 

4.4 

Harassment is defined by this Council as behaviour which is improper, unreasonable, 
unwanted andor offensive, which creates a stressful, humiliating or intimidating working 
environment affecting the dignity of people at work and which may threaten their job security 
or cause personal offence or injury, physical or mental. 

It may be deliberate or unintentional, it may be explicit or implicit but as it is considered 
offensive, it acts in such a way as to humiliate, ridicule, discomfort or embarrass. 

The events which lead to complaints of harassment vary substantially according to all the 
circumstances of the individual(s) concerned, and may include the work location; work 
patterns; opportunity; seniority and knowledge of equal opportunity provisions. There can 
however, be no hard and fast rules since what is acceptable to one person may be offensive to 
another. Only individual employees can determine what is offensive to themselves. It is the 
impact of conduct which is important and not the intent of the harasser. 

While specifying only harassment, this policy statement applies equally to bullying and 
victimisation. 

5. Types of Harassment 

5.1 Harassment can take many forms ranging from violence at one extreme to simply ignoring 
the person at the other. The most common forms of harassment are: 

(a) Sexual Harassment - Sexual harassment is normally linked both to power and to gender 
roles and usually, but not exclusively, directed at women by men. 

(b) Racial Harassment - Racial harassment is normally directed at individuals who are 
black or belong to an ethnic group. 

(c) Harassment of disabled employees - Harassment of disabled employees is directed at 
an individual of either sex and any racial group who has some form of disability. 

(d) Bullyinq - Bullying is typically defined as the persistent abuse of power or unfair 
application of personal sanctions to criticise, intimidate, insult or undermine in a way 
which leaves an individual feeling hurt, humiliated or vulnerable. 

5.2 Other less common, but just as serious, types of harassment include harassment because of 
age; religious beliefs; sexual orientation; trade union membership; political beliefs etc. 

5.3 Examples of harassment include, but are in no way restricted to: 

(a) offensive language, including obscenity and innuendo; 

(b) unwelcome physical contact or wolf whistles; 
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(c) offensive jokes, both verbal and physical; 

(d) requests for sexual favours; 

(e) obscene, lewd or provocative gestures; 

( f )  printed or hand-written offensive material, such as posters, calendars etc.; 

(g) offensive material on computers; 

(h) staring or leering; 

(i) name calling; 

('j) physical attack or assault; 

(k) mimicking; 

(1) threats; 

(m) pressure to participate in religious groups or trade unions; 

(n) pressure to withdraw from religious groups or trade unions; 

(0) deliberate exclusion from groups/conversations/activities etc.; 

(p) setting unrealistic or unachievable work loads; 

(4) removing responsibility or status without justification; 

(r) unjustifiable or excessive application of penal sanctions, and 

(s) changing duties or responsibilities to the employees detriment without reasonable 
justification. 

6. Procedure 

6.1 Employees pursuing a complaint of harassment under these procedures may elect an informal 
or formal route. 

6.2 It is recommended that employees suffering harassment should keep notes and diary records 
of any incidents which contribute to the feelings of harassment, victimisation or bullying and 
note the presence of any witnesses. This will aid any subsequent investigations. 

6.3 In certain cases of harassment (e.g. sex, race or disability discrimination), employees have an 
additional right of complaint to an employment tribunal. 

(a) Informal 

Most people suffering harassment simply want the offending behaviour to stop and the 
Council wants to correct unacceptable behaviour and prevent it recurring. 
Consequently, other than in serious cases, there is likely to be a shared aim to resolve 
the problem quickly and at a low-key level. 
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Resolving problems in this way is also likely to be less disruptive to work, maintain 
greater confidentiality and avoid unnecessary conflict. It also gives the harasser the 
opportunity to review and amend the behaviour which he/she may not be aware is 
causing offence, without it becoming a disciplinary matter. 

(i) Whenever possible, employees who are the victims of harassment are advised to 
make it clear to the harasser that the behaviour is unwelcome and unacceptable 
and must stop. 

(ii) If the employee is unable to do this verbally, a written request, explaining the 
distress the behaviour is causing, can be given to the harasser. 

(iii) Alternatively, this initial approach may be made by or with a colleague or a 
harassment support officer. 

(iv) Details of any discussions should be kept by both parties. 

(v) In exceptional circumstances, if harassing behaviour of a very serious nature 
comes to the attention of a Manager, disciplinary action may be taken against the 
harasser even if the complainant’s first choice is to deal with the matter 
informally. 

(b) Formal 

Formal procedures for pursuing harassment complaints will be necessary: 

(i) to deal with serious matters, or 

(ii) where informal steps have proved ineffective, or 

(iii) where the employee chooses to use the formal route. 

1. To make a formal complaint, the employee should advise the departmental 
Director of the basis of the complaint. While this may initially be done verbally, 
full details must be confirmed in writing including dates and details of the 
incidents and steps which have been taken to request the harasser to stop (if 
applicable). 

2. The Director will, thereafter, refer the matter to an appropriate Senior Officer to 
investigate the complaint. The members of the investigating team may or may not 
be employed by the complainants Department. 

3. Except in exceptional circumstances, the investigating team will comprise both 
male and female officers including a personnel representative, to provide 
professional direction in such matters. 

4. Both parties should be advised of the investigation and appropriate action should 
be taken to ensure there is no victimisation. If either party objects to a member 
of the investigating team, the grounds of their objection should be made known to 
the Director or nominated Senior Officer at the outset of the investigation. 
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7. Investigation 

7.1 In any harassment complaint, a prompt, thorough, impartial investigation which recognises 
the rights of all the parties involved is of vital importance. 

Such investigations should: 

(a) be handled sensitively, respecting the rights of all parties; 

(b) be independent and objective - investigators should not be connected with the 
allegation in any way; 

(c) be completed as quickly as possible and take no longer than three months; 

(d) give the complainant and alleged harasser the right to be accompanied andor 
represented; 

(e) provide the alleged harasser with fill details of the complaint and advise of the right to 
respond; 

(f) maintain confidentiality at all times and stress to all parties involved in the 
investigation the need for confidentiality; 

(g) ensure the complainant is not required to repeatedly recount events where this is 
unnecessary, and 

(h) focus on facts and keep records of all meetings, discussions etc. 

7.2 On completion of the investigation, the investigating team will submit a written report to the 
departmental Director or nominated senior Officer, detailing the findings and conclusions. 

7.3 On completion of the investigation, the complainant and the alleged harasser will be advised 
of the conclusions of the investigating team. 

8. Outcome 

8.1 The appropriate action in any case of harassment will depend upon all the circumstances of 
the case and the individuals involved. An objective decision should be made on whether 
harassment has occurred. Both parties should be advised of the outcome within 14 days of 
the Director or nominated Senior Officer receiving the investigating team’s report. It is not 
possible to provide the definitive course of action to be adopted in each case. However, as a 
general guide, the following should be considered: 

(a) Allegations Which Are Not Upheld 

Where, having considered the findings of the investigating team, the Director of the 
employing Department, or nominated senior officer, decides no firther action is 
required, both parties will be advised as soon as possible in writing. 

Other steps which might be appropriate include: 

(i) counselling or training to one or both parties; 
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(ii) considering the practicalities of transferring one or both of the parties, within the 
Department, if requested. 

(b) Allegations Which Are Upheld 

The Director of the employing Department, or nominated Senior Officer, having 
considered the findings of the investigating team will decide to deal with the harasser 
through one or more of the following: 

(i) issue an informal caution and provide appropriate counselling/training; 

(ii) consider a transfer to another workplace within the Department and provide 
appropriate counselling/training; 

(iii) review the existing working practices to minimise contact between both 
employees and provide appropriate counselling/training, or 

(iv) invoke the formal disciplinary procedure. 

In situations where relocation or transfer takes place after a complaint is upheld, the 
complainant also will be given the opportunity to choose whether he or she wishes to remain 
in post, or be relocated. 

At the end of this procedure, both parties will be advised of the outcome, in writing. 

9. The Role of Counselling and Support 

9.1 

9.2 

9.3 

9.4 

9.5 

The Council encourages the use of counselling and support at each stage of the process, both 
formal and informal. Counselling is available through the Employee Counselling Service and 
support will be available through harassment support officers located in each Department. 

The Employee Counselling Service can offer a confidential counselling service to employees. 
Harassment Support Officers can give an explanation of the procedural options as well as 
assisting employees with the preparation of any written complaint or statement. 

The role of harassment support officers does not include investigating complaints or 
encouraging or discouraging a course of action. 

Employees who volunteer as harassment support officers will be fully trained and, in so far as 
it is possible to achieve, both male and female harassment support officers will be available. 

On conclusion of a case, a counselling service will be available to provide on-going support 
or advice for any employee involved in the case. 
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1. Introduction 

2. 

1.1 It is recognised that alcohol and drug related problems are primarily matters of health and 
social concern and that employees with such problems, therefore, require help and treatment. 

1.2 The Council will endeavour to ensure that employees’ use of either alcohol or drugs does 
not impair the safe and efficient running of the organisation. 

1.3 While unequivocally condemning the abuse of alcohol or drugs, the Council believes it is 
essential to have a positive policy designed to encourage identification of alcohol and drug 
related problems thus providing the Council with a constructive and preventative strategy 
regarding alcohol and drug abuse in the workforce. 

Reason For The Policy 

2.1 Consumption of alcohol or use of drugs can impair performance, increasing the likelihood of 
mistakes and accidents which, in turn, endanger employees, members of the public and 
others. 

2.2 Heavy, persistent or binge drinking of alcohol and drug abuse can lead to social, 
psychological and mental problems which can manifest themselves at work via mood swings; 
irritability; depression and general confusion. 

2.3 Alcohol or drugs can result in absenteeism problems including: 

(a) unauthorised absences 

(b) frequent Friday andor Monday absences 

(c) leaving work early 

(d) lateness 

(e) excessive levels of sickness absence 

(0 absences around pay day 

(g) unexplained injuries 

2.4 Misuse of alcohol or drugs can detrimentally affect an employee’s work performance 
through: 

(a) difficulty in concentrating 

(b) work requiring increased effort 

(c) tasks taking longer to perform 

(d) difficulty remembering instructions 

(e) erratic or aberrant behaviour. 
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2.5 The Council and its employees have a legal obligation to maintain a safe working 
environment. The Council, as an employer, in turning a blind eye to an employee’s alcohol 
or drug problem could be committing a criminal offence as could an employee in failing to 
discharge their responsibilities to themselves and their colleagues. 

3. Definitions 

3.1 Alcohol and drug problems with employees fall into one of two categories: 

(a) an over indulgence in alcohol or drugs which results in rowdy or even dangerous 
behaviour, but which is not related to a physical dependency, or 

(b) where a person’s dependency on alcohol or drugs continually or repeatedly interferes 
with his or her health and social functioning andor work capability or conduct. 

The former type of behaviour is a conduct problem which will be dealt with under the 
Disciplinary Procedures while the latter is seen as a health issue and thus treated as a 
capability situation. 

3.2 The term “drugs” in this policy refers to illegal drugs such as heroin, cocaine and cannabis or 
the misuse of legally prescribed drugs such as tranquillisers or sleeping pills. 

Off duty incidents involving the possession, use or supply of drugs may be considered 
relevant by the Council if the criminal element related to it fundamentally affects the 
employee’s suitability for the job. In such cases, disciplinary action will be considered. In 
this respect, the Council will take account of: 

(a) safety risks 

(b) location of conduct 

(c) effect on Council’s reputation 

(d) comparability of behaviour with responsibilities 

(e) contact with vulnerable groups 

( f )  the criminal element 

4. Application 

While only specifying alcohol and drug related problems, the policy will apply equally to solvent 
abuse. 

5. The Council’s Position 

5.1 Under the Misuse of Drugs Act 1971, it is an offence for an employer to allow drugs to be 
used, kept or supplied on their premises. It is also illegal under the Act to ignore such 
occurrences. Employees who, on Council premises (a) take drugs which have not been 
prescribed on medical grounds; (b) are believed to be buying or selling drugs, or (c) are in 
possession of unlawful (i.e. unprescribed) drugs will be deemed to be committing an act of 
gross misconduct. 
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5.2 

5.3 

5.4 

5.5 

5.6 

Misuse of alcohol or drugs can be a criminal act - for example, driving a road vehicle with 
more than the legal blood levels of a substance, and the Council will view this as extremely 
serious. There could be claims, at common law, for negligence, if the Council, knowingly, 
continued to employ a person with an alcohol or drug problem if the employee eventually 
caused an accident and injured a third party. 

If an employee is known to be, or strongly suspected of being, intoxicated by alcohol or under 
the influence of drugs during working hours, he/she will be escorted from Council premises 
immediately and suspended with pay. If appropriate, the employee should be taken home. 
The matter will be investigated when the employee is in a fit state to resume work, normally 
the next working day. 

The Council will encourage employees, whose consumption of alcohol or misuse of drugs 
repeatedly interferes with their health or job performance, to seek advice and treatment 
voluntarily. However, where an employee, as a result of misuse of drugs or alcohol, commits 
an act of misconduct which is deemed to be gross misconduct, a programme of treatment may 
not be appropriate and the employee may be dismissed. . 

Furthermore, the application of this Policy is limited to those instances of alcohol or drug 
related problems which affect the health andor work capability of the employee. The policy 
does not apply to employees who, because of excessive indulgence in alcohol or drugs on 
random occasions, behave in a manner contrary to the standard of safety and conduct required 
by the Council. Such instances will be dealt with in accordance with the normal recognised 
Disciplinary Procedure. 

Employees are strongly discouraged from consuming alcohol during the working day and 
from bringing alcohol on to Council premises. The Council reserves the right to impose a 
ban on consumption of alcohol during the working day for certain categories of employee. 

6. Procedure - Intervention 

6.1 

6.2 

6.3 

6.4 

6.5 

6.6 

6.7 

Employees who come to notice, through observation or by normal disciplinary procedures, as 
possibly having an alcohol or drug related problem will be offered the opportunity 
immediately to seek assessment and, if necessary, treatment from appropriate agencies. 

Employees who suspect or know that they have an alcohol or drug related problem are 
encouraged to seek help and treatment voluntarily through the laid down procedures. 

Employees who (a) deny that either alcohol or drugs are the cause of the problems (whether 
believed or not); (b) decline to accept the offer of referral for assessment and treatment; (c) 
who discontinue a course of treatment before its satisfactory completion, or (d) whose level 
of work performance continues to be unsatisfactory, after undergoing treatment, should be 
treated as for any other disciplinaqdcapability problem whichever is judged to be appropriate. 

If an employee, during disciplinary investigation or hearing, attributes the misconduct or 
incapability to alcohol or drug dependency, disciplinary action may be postponed, pending 
referral for assessment andor treatment. 

Alternatively, such referral may be made in conjunction with disciplinary action. 

If the employee rejects the offer of referral for assessment andor treatment, the disciplinary 
procedures shall continue. 

If the employee accepts the offer of referral, he/she shall be given paid time-off to attend 
counselling sessions. 
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6.8 The Council shall receive reports from the Employee Counsellor regarding the progress of the 
employee. 

7. Treatment 

Where an employee acknowledges he/she has an alcohol or drug problem, the encouragement, or 
offer of an opportunity to seek and accept help and treatment is made on the clear understanding 
that: 

(a) if the treatment necessitates absence from work, employees will require to produce medical 
certificates to cover the period(s) of absence. 

(b) if the employee is absent from work to undergo treatment, or has been removed from certain 
duties for the duration of the treatment, on return to work, or on completion of the treatment, 
he/she will return to the same, or equivalent, job. However, where return to the same, or 
equivalent job would jeopardise either a satisfactory level of job performance or the long 
term resolution of the employee’s alcohol or drug problem, every consideration will be given 
to finding suitable alternative employment in line with the Council’s Redeployment Policy. 

8. Relapse 

8.1 

8.2 

If, following return to employment after or during treatment, work performance or standard 
of conduct again suffers as a result of alcohol or drug related problems, each case will be 
considered on its own merits and, if appropriate, a further opportunity for assistance and 
treatment will be offered. In this respect, advice will be sought from the Council’s 
Counselling Service. 

If, on completion of treatment, the employee’s standard of work performance or conduct 
remains unsatisfactory, or if it is satisfactory throughout the period of treatment only to lapse 
very soon thereafter, the employee may be dismissed. However, before any such decision is 
taken, the employee will be given a clear warning that dismissal is being considered and a 
medical opinion sought, if appropriate. 
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1. Objectives 

1.1 Redeployment is an option which is offered in a number of the Council’s employment 
policies. 

The circumstances in which it may be considered include: 

(a) redundancy 
(b) incapability due to ill-health 
(c) job sharing 
(d) poor work performance 

1.2 The Council’s Absence Management; Redundancy and Job Sharing Policies refer to 
situations in which redeployment will be considered. The aim of this policy is to deal, 
specifically, with the situation where, as a result of applying these policies, it becomes 
necessary to seek alternative employment for the individual concerned. 

1.3 Through this policy, the Council will, as far as possible, retain employees in 
employment by seeking suitable alternative employment. 

2. General Principles 

2.1 

2.2 

2.3 

The Council will make every effort to redeploy employees into posts at the same 
wagehalary, hours of work, location etc. However, where this is not possible, the 
employee will be appointed on the relevant terms and conditions attached to the new 
post and there will be no entitlement to preservation. 

The Council will not be bound to appoint to alternative jobs where there is a clear 
mismatch between the employee’s competencies and the demands of the job. Neither 
will it be committed to retaining an employee appointed to a new job if, following 
appropriate training and support, the employee does not meet the required standards of 
performance. 

In a potential redundancy situation, consultation with the trade unions and individual 
employees will be in accordance with statutory requirements and the Council’s 
Redundancy Policy. In other circumstances, such as ill-health, poor performance or job 
sharing situations, the individual will have the right to be accompanied by a trade 
union or other representative at all meetings arranged to discuss the proposed 
redeployment. 

3 Trial Periods - Redeployment on Redundancy Grounds ‘ 

3.1 In redundancy situations, if an alternative job is offered, employees will have the right 
to a trial period which will begin when the existing contract ends and will last for a 
period of not less than 4 weeks. Such alternative employment will be offered on the 
basis that: 

(a) the existing contract of employment has been terminated; 

(b) 

(c) 

an offer of re-engagement, in an alternative job, has been made before the 
original contract ends; 
the offer takes effect no later than 4 weeks after the ending of the previous job, 
although in exceptional circumstances, this timescale may be extended. 
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3.2 

3.3 

3.4 

3.5 

3.6 

If the employee terminates the contract during the trial period or gives notice during 
the trial period to terminate it and the contract is then terminated, he or she will be 
treated as having been dismissed when the original contract came to an end. The 
employee is also treated as having refused the offer of a new job. If the new job was 
suitable in relation to the employee and the employee‘acted unreasonably in leaving it, 
he or she will not be entitled to a redundancy payment. However, if the job was not 
suitable, or even if it was suitable and he or she was not unreasonable in leaving it, the 
employee will be entitled to a redundancy payment. 

If the Council dismisses the employee or gives notice of dismissal during the trail 
period “for a reason connected with or arising out of the change to the new 
employment”, then the employee is again treated as having been dismissed when the 
original contract ended and on the grounds of redundancy. The employee will be 
entitled to a redundancy payment. “A reason connected with or arising out” of the 
changed employment would cover the Council deciding that the employee is incapable 
of doing the new job or is superfluous to requirements after all. 

Dismissal of the employee for another reason - e.g. misconduct - would not be “for a 
reason connected with or arising out of the change” of job and would simply be a 
dismissal unconnected with the redundancy situation. Such a dismissal would 
supersede the employee’s original dismissal for redundancy and he or she would, 
therefore, not be entitled to a redundancy payment. 

If the employee is absent through illness at the date on which the new contract in the 
alternative post is due to start, the 4 weeks will not commence until he or she returns to 
work. 

To summarise, the possibility of suitable alternative employment requires serious 
consideration and adequate discussion. Points to bear in mind are that: 

the current contract may already contain a broad enough job title or mobility or 
flexibility clause for alternative work to fall within the scope of what the 
employee can reasonably be required to do - and therefore the transfer to new 
duties can occur without any need for notice or a trial period 

dismissal should be delayed if it is anticipated that opportunities are likely to 
occur shortly e.g. due to high turnover or new work orders 

the employee must be given enough information about the alternative job and 
enough time, to make a sensible decision and should be encouraged to take up a 
trial period 

reasonable efforts must be made to identify suitable vacancies within the 
Council. Where a potential redundancy situation is identified, the Head of 
Personnel Services may suspend recruitment in. appropriate areas, or allow only 
temporary recruitment into vacancies which may be, potentially suitable 
alternative employment for the group(s) of employees who may be in a 
redundancy situation. 
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(e) the assumption should not be made that jobs which involve a drop in pay or 
status or which appear less attractive for other reasons will be unacceptable - 
they must still be discussed with the employee 
if the employee leaves or gives notice within the trial period he or she will get a 
redundancy payment only if the job was unsuitable andor he or she did not act 
unreasonably in leaving it 

( f )  

(g) if the employer dismisses the employee or gives notice within the trial period, 
the employee will get a redundancy payment unless the dismissal is for a new 
reason unconnected with the fact that he or she is on trial in a new job 

(h) employees absent on maternity leave must be considered for suitable alternative 
employment from the time the job they took leave from is made redundant, until 
the time at which they exercise the right to return i.e. throughout maternity leave 

(i) there is no entitlement to more than one trial period 

3.7 Extending the Trial Period 

The trial period may be extended in circumstances where extra time is needed for the 
purpose of retraining. Such extended trial periods must: 

(a) be in writing and be made before the employee starts work under the new 
contract; 

(b) specify the date of the end of the extended trial period; 

(c) specify the terms and conditions of employment that will apply to the employee 
after the trial period ends 

3.8 Notice 

During the trial period, the contract may be ended with or without notice. If notice has 
been worked out under the original contract, then notice is not due again since the date 
and reason for dismissal revert to the original termination of the contract. If notice has 
not been worked (or not been worked in full) under the original contract, then the 
employee will have full (or the balance of) notice entitlement at the end of the trial 
period. 

4. Redeployment - General 

Apart from the Council’s policy on redundancy there are a number of other policies which 
provide for the possibility of redeployment and these are listed below. Employees 
redeployed in these circumstances should be provided with a trial period as detailed in 
Section 3 above. 

(a) Ill-health/Disability 

In accordance with the Absence Management Policy, prior to taking the decision to 
terminate employment on the grounds of capability, full consideration will be given to 
various options which might facilitate return to work including redeployment to 
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suitable alternative duties. While every effort will be made to identify an appropriate 
job no new job will be created to accommodate such a situation. 

Some ill-health situations are sufficiently serious to amount to a “disability” in terms 
of the Disability Discrimination Act 1995 (DDA). Alternatively, an employee without 
experiencing health problems may fall within the definition of “disabled” in terms of 
the Act. 

The DDA imposes a duty on employers to make reasonable adjustments and 
redeployment to a more suitable job is one of the steps the Council will be required to 
consider. 

If you consider that an employee in your department has a disability which may fall 
within the definition of the DDA and redeployment may be a consideration, you should 
contact the Personnel Services Division for hrther advice. 

Where necessary, in cases relating to disability, advice on the suitability of alternative 
employment etc. will be sought from the local Placement Assessment and Counselling 
Team (PACT). 

Any employee who considers that they fall within the terms of the DDA should contact 
the Personnel Services Division for clarification or support, and, at the same time, 
notify their Line Manager. 

(c) Job Sharing 

Job sharing arrangements are provisional upon the full time hours of the job being 
carried out. Accordingly, where in the event of one job sharing partner leaving the 
shared post, the remaining sharer does not wish to take the post h l l  time and it is not 
possible to recruit a suitable replacement, every effort will be made to redeploy the 
remaining sharer. 

(d) Poor Performance 

When an employee’s job performance is less than satisfactory, the Manager will need 
to investigate thoroughly and communicate openly and honestly with the employee. If 
support measures such as training, counselling etc. do not result in the necessary 
improvement, redeployment should be considered before the ultimate decision to 
terminate the employment on the grounds of incapability is taken. This procedure will 
not apply to an employee in a case where he or she fails to come up to standard through 
hisher own carelessness, inattention, negligence or idleness which relate to conduct 
and not capability. 

(e) Miscellaneous 

(i) There may be circumstances, outwith the terms of existing policies, where an 
employee could, on compassionate grounds, be allowed to request redeployment 
under the Council’s Redeployment policy. Such requests should be directed to 
the appropriate Director for consideration in liaison with the Head of Personnel 
Services. 
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Each case will be considered entirely on its own merits and there will be no 
automatic application of this policy in circumstances outwith its stated remit. 

Potential redeployment situations will be dealt with, where appropriate, in 
accordance with the terms of the appropriate policy e.g. Redundancy, Absence 
Management, Job Sharing. 

(ii) 

5. Procedure 

5.1 All employees who are being considered for redeployment must complete a Personal 
Profile Form FORMl, detailing all information about work experience, employment 
history, skills, etc. 

5.2 Departmental management should in the first instance, explore the possibility of 
redeployment within their own department. 

5.3 When redeployment possibilities within the employee’s own department have been 
exhausted, departmental management should forward standard memorandum MEMl, 
detailing the background to the case to the Personnel Services Division, along with the 
Personal Profile Form FORMl completed by the employee. 

5.4 The Personnel Services Division, on receipt of the Department’s memorandum and 
Form FORMl, will: 

(a) consult the internal Vacancy Bulletin to see if any potentially suitable vacancies 
exist; 

(b) circulate the details to all Departments. Department must respond within seven 
working days using MEM2. (All vacant established posts should be considered). 

5.5 Following assessment of the Vacancy Bulletin and on receipt of responses from 
Departments, the Personnel Services Division will forward potential vacancies to the 
employing Department. 

5.6 The employing Department should, thereafter, liaise directly with the relevant 
Departments to secure the redeployment. The outcome should be recorded on MEM3 
and forwarded to the Head of Personnel Services. 

5.7 Departmental management shall be under no obligation to fill any vacancy with a 
displaced employee, however, first consideration must be given to such employees. 
No other candidates should be considered at this stage. The displaced employee should 
be interviewed and assessed against the pre-prepared person specification for the 
vacant post. Refusal to fill a vacancy with a displaced employee must be based 
entirely on an objective recruitment process and will take due account of the essential 
selection criteria appropriate to the vacancy. If redeployment is refused, MEM3 must 
be completed, clearly stating the reason for refusal and the areas on which the 
employee did not meet the specification for the vacant post. 

5.8 If, having exhausted this procedure, redeployment is not possible, the case will be dealt 
with in accordance with the appropriate policy or procedure. 
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NORTH L A N A R K S m  COUNCIL 

REDEPLOYMENT 

PERSONAL PROFILE 

Name: ** 

Department: ** 

Home Address: ** 

** Current Post Title: 

Date of Taking Up 
Present Post: ** 

Grade: ** 

Annual Salary 
or Weekly Wage: &*** 

Telephone No. Home: **** 

Work: **** 

Training and Qualifications: Please state your academic and professional qualifications and other 
training which you consider relevant to your job. 

Current Duties: Please describe your current duties and responsibilities. Specify to which post you 
report and your key areas of responsibility, including responsibility for staff, resources, etc. 
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Previous Relevant Experience: Briefly summarise your previous experience. 

Abilities, Skills, Knowledge: List key aspects of your skills, abilities and knowledge. 

Additional Information: Include any major achievements, projects you have been responsible for, 
or any relevant information not covered above. 
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Disabilitv/Health: Are you aware of any aids, adaptations, pieces of equipment or special 
arrangements that you may require to help you carry out a job? If yes, please provide details 

I declare that to the best of my knowledge, the information given on this form is true and correct. 

Signature: Date: 

Name of immediate Line Manager to whom any queries on the above may be addressed:- 

Name: Tel. No. : 

I confirm that the above information is correct. 

Signature : Date: 
(Line Manager) FORM1 
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NORTH LANARKSHIRE COUNCIL 

Name: *** 

Department: *** 

Employment Location: *** 

INTERNAL MEMORANDUM 

National Insurance No.: *** 

Employee No.: *** 

Designation: *** 

TO: HEAD OF PERSONNEL SERVICES 

Your Ref: 

My Ref: 

Copied to: 

FROM: *** 

Ask for: *.** Ext: *** 
*** Date: 

Subject: REDEPLOYMENT 

A redeployment situation has arisen for the undernoted employee:- 

*** 

4 completed Personal Profile is attached. Please process accordingly. 

MEMl 



NORTH LANARKSEJIRE COUNCIL 

TO: HEAD OF PERSONNEL SERVICES 

INTERNAL MEMORANDUM 

FROM: *** 

Askfor: *** Ext: *** 

Employment Location: *** 

Your Ref: 

My Ref: 

Designation: *** 

*** Date: 

Copied to: Subject: REDEPLOYMENT 

National Insurance No.: *** *** Name: 

1 Department: *** 1 Employee No.: *** 

Further to earlier correspondence regarding the redeployment situation of the above named employee, I can 
confirm that *I have examined all vacant established posts within my department and no suitable vacancies 
exist OY *the following vacancies have been identified as being potentially suitable: (*delete as appropriate) 

Division Job Title Grade Contact Name and Tel. No. 

MEM2 



NORTH LANARKSHIRE COUNCIL 

INTERNAL MEMORANDUM 

Name: *** 

Department: *** 

Employment Location: *** 

TO: HEAD OF PERSONNEL SERVICES 

National Insurance No.: *** 

Employee No.: *** 

Designation: *** 

FROM: *** 

Ask for: *** 

~~ ~ 

Ext: *** 

Your Ref 

My Ref: 

Date: 

Copied to: Subject: REDEPLOYMENT 

Further to earlier correspondence regarding the redeployment situation of the undernoted employee, I can 
confirm the outcome as follows:- 

Outcome: 

Reason for Refusal to Appoint (if applicable) 

*** 

MEM3 
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1. Statement On Policy 

2. 

1.1 The Council is committed to the principle of equal opportunities in employment and 
embraces the spirit of the relevant legislation and codes of practice and recognises the need to 
ensure equality for its employees and prospective employees. This Policy outlines the 
Council’s commitment, in conjunction with relevant trade unions, to eliminate discrimination 
and promote equality in employment. The terms of this policy are in accordance with the 
spirit and principles of the Council’s Equal Opportunities Policy. 

1.2 The aim of the Policy is: 

(a) to promote equality of employment opportunities. 

(b) to eliminate unfair, unlawful or inappropriate discrimination in employment in the 
Council. 

(c) to ensure that no employee or job applicant receives less favourable treatment than any 
other on any grounds including race, colour, nationality or ethnic or national origins, 
religion, sex, sexuality, marital status, age, disability or membership or non- 
membership of a trade union or is disadvantaged by conditions or requirements which 
cannot be shown to be justifiable. 

(d) to ensure that no employee or job applicant is placed at a disadvantage by requirements 
or conditions which have a disproportionately adverse effect on their racial group, 
gender or on people with disabilities and which cannot be shown to be justifiable on 
other grounds. 

(e) to provide positive action measures where appropriate and permissible by legislation. 

(f) to ensure that employees or job applicants are assessed according to their capability to 
carry out a given job, based on justifiable, objective criteria which are clearly related to 
the duties. 

(g) to apply relevant supportive employment procedures and practices and to develop 
appropriate training programmes. 

Scope Of Policy 

2.1 The Council, in developing and adopting employment policies, procedures and practices will 
seek to promote equal employment opportunities and eliminate discrimination, regularly 
reviewing their effectiveness in respect of the following key areas: 

(a) Recruitment 

The Council seeks to ensure that all advertisements, job descriptions, person 
specifications etc. comply with the terms of this Policy and are worded and displayed to 
encourage applications from all suitable potential applicants. To this end, clear job 
descriptions and objective person specifications (using only necessary and relevant 
criteria to do the job) will be used. 

Selection will be based on the extent to which candidates posses the criteria, properly 
laid down to fulfil the duties of the post. It will also ensure that employees and elected 
members involved in the recruitment process are given adequate and appropriate 
training. Candidates will only be assessed against relevant, clearly identified 
requirements for the job. 
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Employee Training and Development 

The Council will continue to encourage employees to undertake courses of study and 
training, where appropriate, and will ensure that selection for such courses shall be in 
the best interest of the service and applied on a fair and consistent basis. 

Terms and Conditions of Employment 

The Council seeks to ensure that employees are not discriminated against in terms of 
application of hours of work; pay grades; structures; transfers; arrangements to meet 
special needs or disabilities; facilities, benefits etc. 

Standards of Conduct 

The Council will treat as misconduct any attempt on the part of an employee to harass, 
intimidate, victimise or abuse other employees or members of the public. 

Grievance 

The Council seeks to ensure that, where an employee is pursuing a grievance on any 
matter, fair consideration will be given to that grievance. 

Discipline 

The Council seeks to ensure that, where it is found necessary to invoke disciplinary 
procedures, fair and equitable treatment is applied to all employees concerned. 

Termination of Employment 

The Council seeks to ensure no discrimination is suffered by employees in relation to 
dismissal, selection for redundancy, voluntary severance or retirement. 

3. Principles Of The Policy 

3.1 The Council’s Responsibilities 

It is recognised that responsibility for providing equal employment opportunities rests with 
the Council as an employer and that the Council has overall responsibility for ensuring the 
full implementation and monitoring of the policy. 

3.2 Departmental Directors have a specific responsibility for the implementation and monitoring 
of equal opportunities in their own Departments and areas of work, albeit within Council 
procedures. 

3.3 The Head of Personnel Services will, in addition, have responsibility for: 

(a) ensuring the Equal Opportunities Policy is implemented and monitored. 

(b) co-ordinating, controlling and standardising policies, procedures and practices, and 

(c) the provision of necessary training and guidance foi employees and elected members to 
achieve equality of opportunity in all areas of employment throughout the Council. 
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3.4 The Council makes the following commitments to ensure effectiveness of the policy: 

(a) to consult, where appropriate, with relevant trade unions on the content, 
implementation and monitoring of the Policy. 

(b) to ensure the Policy is made known to all employees and job applicants and that 
employees are made aware of their responsibilities under the Policy. 

(c) to provide training and guidance for employees as appropriate. 

(d) to examine and regularly review employment procedures and practices with a view to 
promoting equality of opportunity and eliminating discrimination. 

(e) to regularly monitor policy effectiveness and identify possible areas for action. 

3.5 Employee Responsibilities 

3.5.1 Although the primary responsibility for ensuring equality of opportunity in 
employment rests with the Council as an employer, the Policy can only be truly 
effective if it has the commitment of employees. 

3.5.2 Individual employees at all levels have responsibility under both legislation and the 
Policy for assisting in the promotion of equality and the prevention of discrimination. 
In particular, individual employees: 

(a) are required to implement or comply with measures introduced by the Council to 
promote equal employment opportunities and eliminate discrimination. 

(b) must not harass, abuse, or intimidate other employees on any ground or otherwise 
act in a discriminatory manner. 

(c) must not discriminate against other employees of the Council or job applicants. 

(d) must not induce or attempt to induce other employees or trade unions to practise 
discrimination. 

(e) are required to draw to the attention of management any suspected discriminatory 
acts or practices in contravention of the Policy. 

( f )  must not victimise any individuals on the grounds that they have made complaints 
or provided information about discrimination or harassment. 

(g) must ensure that no actions are undertaken in their dealings with members of the 
public which could be held to be discriminatory in terms of the policy. 

3.6 Discriminatory acts or omissions committed by employees in the course of their employment 
will be viewed seriously and will normally result in disciplinary action being taken which 
may include dismissal. 
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4. Monitoring 

4.1 The Council will develop and maintain procedures and systems for monitoring the 
implementation of the Policy. This will involve the collection of relevant information and 
statistics on the composition of the workforce and job applications. Results of this 
monitoring will be published, periodically. 

4.2 It is intended that the composition of the workforce and job applicants will be monitored by 
means of information provided through voluntary self classification. This will be done via 
personal profiles and applicants monitoring forms and will include information on: 

(a) Sex 

(b) Marital Status 

(c) Disability 

(d) Ethnic Origin 

Such data will be used, solely, for monitoring purposes and arrangements will be made to 
protect the confidentiality of it. 

5. Redress 

5.1 Any employee who considers that he or she is suffering, or has suffered unequal treatment on 
the grounds of race, colour, nationality or ethnic or national origins, religion, sex, sexuality, 
marital status, age, disability, or membership or non-membership of a trade union, may raise 
a complaint which will be dealt with in accordance with the agreed procedures for dealing 
with grievances. A job applicant who is not an employee of the Council should make their 
complaint known to the Chair of the selection panel. 

6. Legislation 

6.1 This Policy is in accordance with the Equal Pay Act 1970, as amended, Sex Discrimination 
Act 1975, Race Relations Act 1976 and the Disability Discrimination Act 1995, and in 
particular, the following Codes of Practice: 

(a) Code of Practice for the elimination of discrimination on the grounds of sex and 
marriage and the promotion of equality of opportunity in employment. 

Code of Practice for the elimination of racial discrimination and the promotion of 
equality for opportunity in employment. 

(b) 

(c) Code of Practice for the elimination of discrimination in the field of disabled persons or 
persons who have had a disability. 

(d) Code of Practice on Equal Pay. 

(e) Code of Practice on measures to combat sexual harassment. 
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6.2 The legislation recognises three forms of discrimination, namely direct discrimination, 
indirect discrimination and victimisation. 

Direct Discrimination 

This occurs when an employee treats a person less favourably on the grounds of race, 
sex or marital status or because of a disability than others are or would be treated, in the 
same or similar circumstances. 

Indirect Discrimination 

This occurs where an employer applies a condition or requirement which has a 
disproportionately adverse effect on a certain racial group, or one sex, or on married 
people or people who have a disability. 

Victimisation 

Occurs where a person is treated less favourably than others would be because he/she 
has complained or given information about alleged discrimination. The legislation 
provides that those who bring proceedings, give evidence or information or allege a 
contravention of the Acts, are protected from victimisation unless the allegation is both 
false and made otherwise than in good faith. 
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1. Introduction 

The prevention of ill-health caused by work is a major feature in the preparation of a 10 year 
strategy for occupational health in the UK. Identifying and tackling the causes, however, of 
work related ill health is difficult and complex, occupational health being only one 
component of the wider agenda for public health. 

The incidence of stress and its effect on health is one area which warrants - and is receiving - 
national consideration. While accidents at work are decreasing, other health issues, 
including stress related illnesses are increasing. 

It is in this context that the Council, within its Health and Safety Policy, has formulated its 
policy on stress at work, together with guidelines for use within departments. 

Stress can involve: 

physical effects, such as raised heart rate, increased sweating, headache, dizziness, 
blurred vision, aching neck and shoulders, skin rashes and a lowering of resistance to 
infection; 

behavioural effects, such as increased anxiety and irritability, a tendency to drink 
more alcohol and smoke more, difficulty sleeping, poor concentration and an inability 
to deal calmly with everyday tasks and situations. 

These effects are usually short-lived and cause no lasting harm. When the pressures recede, 
there is a quick return to normal. 

Stress is not therefore the same as ill health. But in some cases, particularly where pressures 
are intense and continue for some time, the effects of stress can be more sustained and far 
more damaging, leading to longer-term psychological problems and physical ill health. 

There is no such thing as a ‘pressure-free’ job. Every job brings its own set of tasks, 
responsibilities and day-to-day problems, and the pressures and demands these place on us 
are an unavoidable part of working life. We are, after all, paid to work and to work hard, and 
to accept the reasonable pressures that go with that. 

Some pressures can, in fact, be a good thing. It is often the tasks and challenges we face at 
work that provide the structure to our working days, keep us motivated and are the key to a 
sense of achievement and job satisfaction. 

But people’s ability to deal with pressure is not limitless. Excessive workplace pressure and 
the stress to which it can lead can be harmful and can undermine the health of an employee. 

In general, harmful levels of stress are most likely to occur where: 

0 pressures pile on top of each other or are prolonged; 

people feel trapped or unable to exert any control over the demands placed on them; 

people are confused by conflicting demands made on them. 
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Problems at work can be triggered or made worse where: 

people feel a high degree of uncertainty about their work, their objectives or their job 
and career prospects; 

work schedules are inflexible and over-demanding; 

there is prolonged conflict between individuals, including possibly sexual or racial 
harassment, or bullying, or where staff are treated with contempt or indifference; 

there is a lack of understanding and leadership fiom Managers or Supervisors. This 
does not mean that they have to be easy-going and undemanding. People usually 
welcome clear direction and will often feel less stress if they can see that their Manager 
at least understands the problems they are under and will do what he or she can. 

Certain kinds of job can, by their nature, place heavy emotional demands on employees, 
which, if not properly addressed, can result in harmful levels of stress. These jobs include 
those which involve continuous contact with or responsibility for people, those involving 
exposure to human suffering, injury or death, or those which might involve violence or 
danger. 

Physical conditions in the working environment can also be Stressful. These include: 

excessive noise, heat, humidity and vibration; 

the presence of toxic or dangerous materials or other obvious workplace hazards which 
might not be adequately controlled. 

2. Policy 

North Lanarkshire Council recognises that occupational stress is a potential hazard which can 
lead to ill health. The Council will therefore: 

(i) Take all reasonably practicable steps to identify causes of stress in the Council, 
including: 

0 staff surveys 

0 monitoring deterioration in work performance 

0 monitoring of sickness absence, in accordance with the Absence Management Policy 

0 relationships at work 

(ii) Implement control measures, including awareness training which together with good 
management of people will so far as is reasonably practicable reduce or remove all 
factors which contribute to stress. 

(iii) Implement both formal and informal procedures for employees to progress stress 
problems related to workplace conflict. 
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(iv) Provide information to all employees to assist them to recognise the symptoms of 
stress, inforrn them of measures which they can take to minimise stress and the help 
which is available from the Council. 

3. Guidelines 

3.1 Identifying A Problem 

Where an employee shows evidence of some or all of the following, this could indicate that 
they are under stress: 

Staff attitude and behaviour 

0 Loss of motivation and commitment 

0 Staff working increasingly long hours but for diminishing returns 

0 Erratic or poor timekeeping 

Work performance 

0 Reduction in output or productivity 

0 Increase in wastage and error rates 

0 Poor decision making 

0 Deterioration in planning and control of work 

Sickness absence 

0 Increase in overall sickness absence, in particular frequent short periods of absence 

Relationships at work 

Tension and conflict between colleagues 

0 Poor relationships with clients 

0 Increase in industrial relations or disciplinary problems 

Personal Symptoms 

0 Increased anxiousness 

0 Increased irritability and moodiness 

0 Lack of concentration 

Inability or reduced ability to cope with normal tasks and situations 
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3.2 Causative Factors 

The following factors may be associated with work related stress: 

Conflicting demands 

Overwork 

Underwork 

0 Monotonous, repetitive work 

0 Uncertainty about job security 

0 

0 Peer pressure, including harassment 

Lack of control over the work 

Unrealistic targets or performance standards 

0 Poor management 

Lack of support, both from peers and managers 

0 The work environment: excessive noise, temperature, humidity, poor decor, etc. 

The above is only an example of some of the causes of stress. It must be remembered that 
repetitive work may be thought of as boring by some people whereas others may be happy 
with the routine. There is a whole range of causes of stress and depending on how an 
individual reacts to a situation will determine if he/she suffers the effects of stress. 

3.3 Management Action 

Good management can help reduce or remove unnecessary sfress and the following aspects 
should be the objectives of all managers: 

confidence and competence; 

consistency of treatment; 

good two-way communication; 

combined with: 

some flexibility without being unfair to individuals, or tolerating those whose real 
object is to avoid work or transfer their problems to others; 

scope for varying working conditions and for people to influence the way their jobs are 
done - increasing their interest and sense of ownership; 

an open attitude by managers to what people say to them and their jobs or about the 
stresses of their work; 
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enswring people are treated fairly and that bullying and harassment of those who seem 
not to ‘fit in’ is not allowed; 

0 ensuring that staff have the skills, training and resources needed to do their jobs 
properly. 

3.4 Procedures 

Should an employee be obviously suffering fiom stress or should they make it known to their 
line manager or other member of management it is important that this is recognised as a 
serious problem. It should not be seen as a personal problem but an issue which management 
and the Council are committed to addressing. As part of the absence management 
programme, absences where it is suspected or known that stress may be the cause should be 
fully investigated to determine the cause. It is important that individuals are not made to feel 
guilty about their stress problems and a serious attempt should be made to alleviate any work 
related factors. If necessary they should also be encouraged to contact their General 
Practitioner and/or make use of the Council’s Occupational Health procedures. 

Should medical information be received which notifies that 
work related stress then the employee should be referred via the Council’s Occupational 
Health procedures. 

employee is suffering from 

Should an employee indicate that work related stress is problematic, there are two issues 
which require to be considered: 

1. Where work related factors are considered to be the underlying cause of stress. 

2. Where stress is occasioned by harassment. 

These may not be mutually exclusive. To recognise difficulties for employees complaining 
of or wishing to complain of harassment, a separate policy has been prepared. Harassment 
may not necessarily give rise to stress, per se, but to reflect the circumstances which warrant 
investigation and action, the harassment policy has been prepared to separately address the 
processes specific to this sensitive aspect of personnel and employee relations. 

For work related stress concerns, it is recommended that: 

1. The employee advises hisher line manager or supervisor, of the concern. 

2. The line manager or supervisor would discuss the concerns with the employee and 
identify, where possible, the causes of the work related stress. 

3. Where the circumstances are established as work related, the line manager should in 
conjunction with senior officers, endeavour to minimise, alleviate or eliminate such 
factors. 

4. Concurrently with measures to identify and eliminate these factors, the line manager 
would encourage the employee to liaise with hisher GP where stress was contributing 
to an adverse effect on the employee’s health. 
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5. Where investigation concludes that work related factors are not deemed to be the cause 
of stress, the employee should be so advised and further medical advice should be 
sought by the employee through the employee’s GP. 

Harassment 

Harassment at work can take varying forms and in varying degrees. It may be explicit or 
implicit, deliberate or unintentional. Harassment may or may not give rise to stress and may 
not necessarily result in ill health. Complaints or incidents relating to harassment may on 
occasion be directed towards the employee’s line manager, or supervisor, and in these 
circumstances, harassment complaints may not be appropriately referred or satisfactorily 
resolved by an employee’s immediate line manager. 

For all these reasons, a separate policy has been prepared to reflect the specific aspects of 
harassment. Both policy documents however should be referred to in circumstances where 
stress is identified as a consequence of incidents or the work environment. 

In both sets of circumstances, departments should inform the Administration Department’s 
Personnel Services Division who will monitor progress and provide advice and assistance as 
necessary. 

4. Information For Employees 

Symptoms of Stress 

Stress sufferers often demonstrate well recognised symptoms which vary from person to 
person. The main symptoms are listed below but all of these will not necessarily be present 
at any one time: 

0 Increased heart rate 

0 Increased sweating 

0 Headaches 

0 Giddiness 

0 Blurredvision 

0 Aching muscles, particularly neck and shoulders 

0 Rashes 

0 Reduced immunity to infections 

0 Depressiodgenerally negative outlook 

0 Increased anxiousness 

0 Increased irritability and moodiness 

0 Increased intake of alcohol, caffeine, nicotine, etc. 
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0 Reduced ability to sleep 

0 Lack of concentration 

0 Poor work performance 

0 

0 Increased sickness absence 

0 Poor timekeeping. 

Dealing with Stress 

There is much that can be done by an individual to reduce unnecessary stress and the h m  it 
can cause. The following actions may be of assistance, depending on the individual: 

Inability, or reduced ability, to cope with normal tasks and situations 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

Avoid stressful situations if possible 

Accept that some situations cannot be avoided, face up to them and prepare for them 

Talk to someone about your concerns, don’t let things build up 

Moderate your intake of caffeine and alcohol 

Keep healthy by using a properly balanced diet and regularly exercising 

Ensure adequate sleep at night 

Allow time each day to do something restful or use relaxation techniques etc. 

Set realistic goals and deadlines 

Deal with one task at a time 

Think positively 

Available Help 

0 Family doctor or local health centre 

Individual counselling can be arranged with the Employee Counselling Service through 
your line manager or by telephoning 0141 332 9833 

0 Courses on Stress Management may be available 

(STRESAWZ) 
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