SAFETY COMMITTEE

MONDAY
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PROVIDING ACCESS FOR ALL

If you need help understanding any of our documents or
require a larger print, audio tape copy or a translator to
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Bolsover

District Council

Sherwood Lodge
Bolsover
Derbyshire
S44 6NF

Date: 21°% September 2009

Dear Sir or Madam,

You are hereby summoned to attend a meeting of the Safety Committee of
the Bolsover District Council to be held in Committee Room One Sherwood
Lodge, Bolsover, on Monday 5" October 2009 at 1400 hours.

Members are reminded that under Section 51 of the Local Government Act
2000 the Bolsover Code of Conduct was adopted by the Council on 16™ May
2007. Itis a Councillor's duty to familiarise him or herself with the rules of
personal conduct by which Councillors must conduct themselves in public life.
In addition, Members should review their personal circumstances on a regular
basis with these rules in mind and bearing in mind the matters listed on the
Agenda for discussion at this meeting.

Copies of the Bolsover Code of Conduct for Members will be available for
inspection by any Member at the meeting.

Reqister of Members' Interest - Members are reminded that a Member must
within 28 days of becoming aware of any changes to their interests under
paragraph 14 or 15 of the Code of Conduct provide written notification to the
Authority's Monitoring Officer.

Members are reminded of the provisions of Section 106 of the Local
Government Finance Act 1992 and the responsibility of Members to make a
declaration at this meeting if affected by the Section and not to vote on any
matter before this meeting which would have an affect on the Council's
budget.

You will find the contents of the agenda itemised on page 53.
Yours faithfully,

.

Chief Executive Officer
To:  Chair and Members of the Safety Committee

Tel 01246 242424 Fax 01246 242423 Minicom 01246 242450 Text 07729 421737
Email enquiries@bolsover.gov.uk Web www.bolsover.gov.uk
Chief Executive Officer: Wes Lumley, B.Sc.,F.C.C.A.




DECLARATION OF INTERESTS

COMMITTEE: SAFETY COMMITTEE DATE: 5™ OCTOBER 2009

NAME OF MEMBER-

Levels of Interest 1. Personal
2. Personal and prejudicial

Nature of Interest

AGENDA ITEM SUBJECT LEVEL OF INTEREST
Signed
Dated
Note
. Completion of this form is to aid the accurate recording of your interest

in the minutes only. This form, duly signed, should be provided to the
Clerk at the conclusion of the meeting.

° Good practice to give nature of interest — without declaring any
confidentiality.

. It is still your responsibility to disclose any interests which you may
have at the commencement of the meeting, and before the relevant
item on the agenda is discussed.

. A nil return is not required.




SAFETY COMMITTEE

Minutes of a meeting of the Safety Committee of the Bolsover District Council
held in Committee Room 1, Sherwood Lodge, Bolsover, on Wednesday 8" July
2009 at 1400 hours.

PRESENT:-

Members:-

Councillors J.A. Clifton, B.R. Murray-Carr and K.F. Walker

Unison:-

R. Farnsworth, W. Hatton and R. Frishy.

Unite:-

C. Dodsworth.

Officers:-

W. Lumley (Chief Executive Officer), L. Keeling (Head of Human Resources and

Payroll), T. Robinson (Property and Estates Manager), D. Bonsor (Housing
Needs Manager) and R. Leadbeater (Democratic Services Officer).

119. APOLOGIES

Apologies for absence were received from Councillors P.M. Bowmer and
D. McGregor and S. Sambrooks (Unite).

120. ELECTION OF CHAIR

Moved by W. Hatton (Unison), seconded by Councillor B.R. Murray-Carr

RESOLVED that R. Farnsworth (Unison) be elected as Chair for the ensuing
year.

R. Farnsworth - Chair



SAFETY COMMITTEE

121. APPOINTMENT OF VICE CHAIR
Moved by Councillor B. R. Murray-Carr, seconded by Councillor J.A. Clifton

RESOLVED that Councillor K.F. Walker be appointed as Vice Chair for the
ensuing year.

122. URGENT ITEMS OF BUSINESS

It was requested that the following matters be considered as Urgent Items of
Business.

Workplace Inspection — Oxcroft Lane Depot

Members raised concerns that the old depot could prove an allure to children and
requested that an inspection take place by the Health & Safety Officer as soon as
possible.

Workplace Inspection - Riverside Depot

Members requested that a Workplace Inspection be carried out at the Riverside
Depot as soon as possible. Members were advised that the new depot had been
added to the Inspection Schedule and this would be carried out in due course.

Awareness of Fire Evacuation Procedures — Riverside Depot

Concerns were raised that staff at the new depot had not been made aware of
fire evacuation procedures. The Unite representative agreed to contact the
Health and Safety Officer and the Depot and Resources Manager to discuss any
areas of concern.

123. DECLARATIONS OF INTEREST

There were no declarations of interest submitted.

124. TERMS OF REFERENCE

Moved by Councillor B.R. Murray-Carr, seconded by Councillor J.A. Clifton
RESOLVED that the Terms of Reference for the Safety Committee be agreed.



SAFETY COMMITTEE

125. MINUTES - 27™ APRIL 2009

Moved by Councillor J.A. Clifton, seconded by Councillor B. R. Murray-Carr
RESOLVED that the minutes of a meeting held on 27" April 2009 be approved
as a true record.

126. SICKNESS ABSENCE/OCCUPATIONAL HEALTH STATISTICS 2008/09

The Head of Human Resources and Payroll presented the Annual Report for
2008/09 in respect of sickness absence and occupational health statistics for
Members’ consideration.

The outturn for sickness absence for 2008/09 was 8.43 days against a target of 9
days. Occupational Health referrals had increased against the previous year
from 43 to 49.

Members’ attention was drawn to a detailed breakdown of absences resulting
from musculo-skeletal and neck and back problems. The Head of Human
Resources and Payroll gave an explanation of how these were recorded and
asked Members to note that a number of the musculo-skeletal absences were
due to scheduled operations and were not attributable to accidents.

Moved by Councillor J. Clifton, seconded by Councillor B.R. Murray-Carr
RESOLVED that the report be received.

The Chief Executive Officer commented that reported incidences of swine flu
were increasing and that Members should be aware that the Authority was likely
to be affected by this to some degree in the near future. The Chief Executive
would attend a meeting with other Derbyshire Authorities on 9" July to discuss
the possible impact of a flu pandemic and business continuity planning. In
response to Members’ questions, the Chief Executive Officer confirmed that
guidance on symptoms and action to be taken would be issued to staff in due
course.

127. GENERAL HEALTH AND SAFETY REPORT

The Head of Human Resources and Payroll presented the report to update
Members on current and ongoing Health and Safety matters.

It was confirmed that new fire safety procedures had been introduced at group
dwellings and all tenants had been made fully aware.
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Responses had been received from relevant Heads of Service who had
confirmed that First Aid boxes in vehicles were inspected daily and signed off as
complete or replenished satisfactorily.

Members were advised that investigations were still ongoing with regard to the
cause of a fire at the depot north on 2™ June. It was agreed that a letter be sent
from the Safety Committee thanking those members of staff whose prompt action
had averted a major incident.

Discussion took place with regard to the Council’'s no smoking policy which
stated that smoking whilst on Council premises, in Council vehicles and during
working hours was prohibited. It was raised that some confusion existed with
peripatetic staff with regard to the policy on smoking whilst at work. The Head of
Human Resources and Payroll reiterated the existing no smoking policy and
agreed to ensure that this was again communicated to staff.

Moved by Councillor J.A. Clifton, seconded by Councillor K.F. Walker
RESOLVED that (1) the report be accepted;

(2) a letter be sent from the Safety Committee to Members of
depot staff involved in averting a major fire incident;

(3) the Health & Safety Officer to communicate the Council’s
no smoking policy to staff.

(Health & Safety Officer)

128. UPDATE ON FIRE RISK ASSESSMENT REVIEWS

The Property and Estates Manager presented the report and tabled a further
document detailing Priority 1 and 2 Fire Risk Assessment Schedules. These
provided an update on risks identified by recent reviews. Significant progress
had been made and only a few items remained outstanding.

Members asked various questions with regard to the status of the risks identified
to which the Property and Estates Manager responded.

The Chief Executive Officer requested that an update to the report be provided
by the Property and Estates Manager to be considered by Senior Management
Team on 16" July 2009.

Moved by Councillor J.A. Clifton, seconded by Councillor B.R. Murray-Carr
RESOLVED that the report be noted.



SAFETY COMMITTEE

129. THE LOCAL GOVERNMENT (ACCESS TO INFORMATION) ACT 1985

Moved by Councillor J. A. Clifton, seconded by Councillor K.F. Walker

RESOLVED that under Section 100(A)(4) of the Local Government Act 1972 (as
amended), the public be excluded from the meeting for the following
items of business on the grounds that it involves the likely disclosure
of exempt information as defined in the stated Paragraph of Part 1 of
Schedule 12A of the Act and it is not in the public interest for that to
be revealed.

130. ACCIDENT AND STRESS STATISTICS
EXEMPT — PARAGRAPH 2

The Head of Human Resources and Payroll presented the report to advise
Members on accident and stress statistics for the period January to March 2009,
with comparative figures for the previous year.

The January to March quarter had shown higher rates of accidents than the
comparable period in 2008 but remained similar when averaged across the year.
The main reason for accidents remained as slips, trips and falls.

A full breakdown of accidents and days lost as a result was included with the
report for Members’ further information.

Moved by Councillor J. A Clifton, seconded by Councillor B.R. Murray-Carr
RESOLVED that the report be received.

The meeting concluded at 1452 hours.



Committee: Safety Committee Agenda ltem 5

No.:
Date: 5" October 2009 Category *
Subject: Sickness Absence/Occupational  Status Open
Health Statistics April - June
2009
Report by: Head of Human Resources/
Payroll
Other Officers Human Resources Assistant
involved:
Director Chief Executive Officer
Relevant People and Performance

Portfolio Holder Portfolio Holder

RELEVANT CORPORATE AIMS

STRATEGIC ORGANISATIONAL DEVELOPMENT - Continually improving our
organisation by providing monitoring information which can be used to shape
future policy decisions

TARGETS
The subject matter of this report does not contribute to any specific targets in the
Corporate Plan.

VALUE FOR MONEY
As this report relates to retrospective monitoring data value for money criteria is
not applicable

THE REPORT

1. Sickness Absence/Occupational Health Referral Statistics April to June
2009 and 2008.

1.1  The sickness absence outturn for the first quarter of 2009 (April
to June ) is shown below, with comparisons for the same period

during 2008:
Apr-June 2009 Apr-June 2008
2.14 days per FTE 1.81 days per FTE

The target for April to June 2009 was 2.13 days per FTE.
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1.3

1.4

A breakdown of these figures by Department and Long
Term/Short Term Sickness Absence is provided at page 12 for
information.

Whilst the overall sickness figure is just on target, there has
been a significant increase in long term sickness in this quarter
when compared to the same quarter last year, but a reduction in
short term absence.

Long Term Short Term
Apr-June 2009 1.59 days per 0.56 days per FTE
FTE
Apr-June 2008 1.08 days per 0.71 days per FTE
FTE

The increase in long term sickness absence is due to an
increase of 3 more cases of long term sickness than in 2008,
coupled with several difficult to resolve cases carried forward
from the previous year.

The outcome of occupational health referrals for the first quarter
of 2009, with comparisons for the same period during 2008 are
shown below:

Apr-June 2009 Apr-June 2008
Rehabilitation 13 10
Resigned 0 0
Dismissal 0 0
lll Health Retirement 0 0
Outstanding 0 0
TOTAL 13 10

Unfortunately, despite the fact that all of these cases have now
been resolved, a further 16 long term sickness cases have
arisen from through July/August (September figures unavailable
at time of producing report). However, 5 of these cases have
already been resolved and the employee is back at work,
leaving another 11 employees outstanding. Whilst these are
being resolved as quickly as possible, it is highly likely that the
trend in this quarter regarding long term sickness will continue in
July/September.

Details of health surveillance events, held during the period April
to June 2009, will be provided at the meeting.
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There have been 8 employees undergoing counselling during
this period.

ISSUES FOR CONSIDERATION

Members of the Committee are asked to note the statistical information
provided and action taken to address any adverse trends.

IMPLICATIONS
Financial : None
Legal : None

Human Resources: Compliance with employment legislation relating to
managing sickness absence

RECOMMENDATION
That the report be received.
ATTACHMENT: Y (1)

FILE REFERENCE: N/A
SOURCE DOCUMENT: N/A
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HR12 - APRIL TO JUNE 2009/10 LONG TERM SHORT TERM SPLIT

LONG TERM | SHORT TERM LT ST
DAYS FTE | ABSENCE NO | ABSENCE NO | ABSENCE | ABSENCE
DEPARTMENT FTE LOST | DAYS OF DAYS OF DAYS PER FTE PER FTE

CHIEF EXECS DIRECTORATE
CHIEF EXECUTIVES OFFICE 4.00 0 0.00 0 0.00 0.00 0.00
COMMUNITY SERVICES 16.75 112 6.69 112 0.00 6.69 0.00
CONTACT CENTRES 22.83 35.5 1.55 21.5 14.00 0.94 0.61
CUSTOMER SERVICE/PERFORMANCE 11.00 12 1.09 8 4.00 0.73 0.36
ENVIRONMENTAL HEALTH 28.26 8 0.28 0 8.00 0.00 0.28
HOUSING (INC REPAIRS AND WARDEN SERVICE) | 114.54 396 3.46 343 53.00 2.99 0.46
HUMAN RESOURCES AND PAYROLL 9.82 3 0.31 0 3.00 0.00 0.31
STREET SERVICES 100.90 224.5 2.22 129.5 95.00 1.28 0.94
LEGAL/DEMOCRATIC DIRECTORATE 0.00
DEMOCRATIC 11.10 2 0.18 0 2.00 0.00 0.18
LEGAL SERVICES INCLUDING LAND CHARGES 12.10 39 3.22 38 1.00 3.14 0.08
RESOURCES DIRECTORATE 0.00
FINANCIAL SERVICES 11.32 3 0.27 0 3.00 0.00 0.27
PROCUREMENT 4.00 5 1.25 0 5.00 0.00 1.25
ICT SERVICES 10.50 0 0.00 0 0.00 0.00 0.00
REVENUE SERVICES 36.66 57 1.55 32 25.00 0.87 0.68
STRATEGY DIRECTORATE 0.00
LEISURE SERVICES 36.06 86 2.38 80 6.00 2.22 0.17
PLANNING SERVICES 20.80 7 0.34 0 7.00 0.00 0.34
REGENERATION INCLUDING SECURITY 41.11 64 1.56 16 48.00 0.39 1.17
GRAND TOTAL 491.75 | 1054.00 | 2.14 780 274.00 1.59 0.56

Street Services include Depot Resources, GM and Cleansing and Waste Services

-12 -




Committee: Safety Committee

Date: 5" October 2009

Subject: General Health and Safety
Report

Report by: Health and Safety Officer

Other Officers

involved:

Director Chief Executive Officer

Relevant People and Performance

Portfolio Holder

Agenda ltem 6
No.:
Category

Status Open

RELEVANT CORPORATE AIMS

STRATEGIC ORGANISATIONAL DEVELOPMENT - Continually improving our

organisation, by ensuring we comply with legislation and best practice.

TARGETS

The subject matter does not relate to any targets specified in the Corporate Plan.

VALUE FOR MONEY

Helping ensure that the Council discharges its legal responsibilities and does not

incur legal costs, fines or civil penalties.
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THE REPORT

Kissingate Leisure Centre

Renovation works on site are still in progress, work is a week behind
schedule, due to problems installing the new roofing during bad weather.

Legionella

The civil claims case noted previously is still ongoing; there has been no
further communication from the insurers on the matter.

Riverside depot is now included in the legionella programme and a risk
assessment will be completed shortly by H20

Legionella and water quality continues to be monitored through Asset
Management Group.

Fire Safety

The fire procedure for Riverside has been finalised and introduced, a fire drill
will be held shortly. Information for employees has will be given via ERIC,
staff bulletin, notice boards and staff meetings.

New procedures have been introduced for manual refuelling of petrol
equipment following a risk assessment.

The investigation into the fire incident which occurred in the Bolsover Depot
yard on June 2" has been completed (subject to appeal). One employee has
been dismissed as a result of his actions. Those others whose prompt action
prevented the spread of the fire have been thanked by letter.

Asbestos Management

The asbestos survey contract, carrying out a representative sample of the
housing stock has commenced. Regular reports are received from the
contractor, Interserve.

Negotiations to implement a new asbestos database are still under way.
Training

4 employees attended manual handling training in July.

5 employees attended induction training In September.

60 employees attended asbestos awareness training in July and August.

60 employees will be undertaking asbestos task training in September and
October.
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Manual handling training for approximately 50 waste handlers and grounds
maintenance personnel will take place in September and October.

Depot Safety Inspections

The most recent Riverside Depot Safety inspection took place on September,
11" reports with an action plan have been circulated.

Bolsover depot was inspected on 9" September. There were several
outstanding items from the previous inspection in August:

Disposal of Gas bottles.
Containers.
Wheelie bin storage.

Policy Development

The Asbestos Policy has been redrafted and is out for consultation with senior
management.

Driving/Occupational Road Risk first draft is out for consultation with the
Transport Group

Health and Safety Audits
The Health and Safety Audit for Pleasley Vale Mills has been completed, the

report is being drafted. Provisionally recommendations will centre around
additional training for council personnel on site.

IMPLICATIONS

Financial: No direct financial implications or additional commitments
Legal: No direct implications
Human Resources: No direct implications

RECOMMENDATION

That the report be accepted.

ATTACHMENT: No
FILE REFERENCE:
SOURCE DOCUMENT:
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Committee: Safety Committee Agenda ltem 7

No.:
Date: 5" October 2009 Category *
Subject: Stress at Work Management Status Open

Policy and Guidance

Report by: Health and Safety Officer
Other Officers Head of Human Resources and
involved: Payroll

Director Chief Executive Officer
Relevant People and Performance

Portfolio Holder

RELEVANT CORPORATE AIMS

Strategic Organisational Development: - continually improving our organisation.
By reducing the risk of stress impacting adversely upon our employees, we reduce
further the likelihood of sickness absence and also thereby reduce likelihood of
enforcement action, legal action or compensation claim.

Customer Focussed Services: - providing excellent customer focussed services.
By reducing the rate of sickness absence resulting from the adverse results of
stress on employees.

TARGETS

The Policy contributes specifically to sickness absence targets in the Corporate
Plan.

VALUE FOR MONEY
By complying with legislation and best practice, and proactively managing risks we

will help to control the risk of financial loss, service interruption and help avoid the
costs of prosecution, compensation claims and increased insurance premiums.
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THE REPORT

The key sources of work related stress which have been identified by the
Health and Safety Executive are:

Demands: Workload, work patterns and the work environment
Control: How much say employees have how they do their work
Support: Encouragement and support employees receive from the
Council, line management and colleagues
Relationships: Promoting positive working to avoid conflict and
dealing with unacceptable behaviour
Role: Employees understanding of their role within the Council
and conflict between those roles
Change: How organisational change is managed and

communicated within the Council

The new document replaces the previous Policy from 2006. Whilst this
outlined some good practice and required stress assessments to be
undertaken by managers, it did not provide them with the means to do so.

The Policy and Guidance now more clearly identifies responsibilities at
various levels throughout the council and provides guidance for managers
and employees on how they can reduce their own levels of stress and the
levels of stress in those they manage The Policy also provides risk
assessment tools to help managers look at the way stress issues are
managed in their own areas, and how improvements might be made.

Heads of Service group has agreed that a year would be a reasonable period
to risk assesses all posts (not all post holders).

IMPLICATIONS

Financial : Reducing the risk of incurring loss from subsequent
compensation, legal prosecution and increased insurance costs.

Legal : Compliance with the Management of Health and Safety at Work
Regulations 1999.

Human Resources : Reduction in incidence and severity of stress related
lliness, which is our primary cause of sickness related employee absence in
this current year.

RECOMMENDATION

That the policy is considered and referred to Council for adoption as the
Council’s new Stress at Work Management Policy.

ATTACHMENT:

FILE REFERENCE:
SOURCE DOCUMENT:
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BOLSOVER DISTRICT COUNCIL

Stress at Work Management

SOVCT

District Council

S

This Policy addresses the following Corporate Aims

CUSTOMER
FOCUSED SERVICES STRATEGIC ORGAN SATIONAL

DEVELOPMENT
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Bolsover District Council Equalities Statement

Bolsover District Council is committed to equalities as an employer
and in all the services provided to all sections of the community.

1 The Council believes that no person should be treated unfairly
and is committed to eliminate all forms of discrimination in
compliance with the Equality Strategy.

] The Council also has due regard t
discrimination and to proactively pr
and good relations between perso
when performing its functions.

This document is available in |
from any of the Council offices or by egntacting the Chief
Executives Directorate or 28 Please bear in

If you need help tg
hesitte to cont
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CONTROL SHEET

Details of Document Comments / Confirmation

Title Stress at Work Management
Policy and Guidance

Document type — i.e. draft or final draft
version

Location of Policy

Author of Policy

Member route for Approval
& Cabinet Member concerned

Reviewed by Director of S

Policy Approved by

Date Approved

Policy Review Date

Date forwarded to CSPD

(to include on Intranet and Internet if
applicable to the public)
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1. Introduction
The Health and Safety Executive defines stress at work as:

'the adverse reaction people have to excessive pressures or other
types of demand placed upon them'.

This makes an important distinction between pressure, which can be a
positive state if managed correctly, and excessive pressure causing stress,
which can be detrimental to health.

The point at which workplace pressures become excessive will, of course,
vary with individual levels of tolerance and with levels of sure in other
areas of life at particular times. ‘

However it important to emphasise t Mok organised and
managed and day to day job demands ; i ‘
individuals work under.

and in serious cases can
a significant risk as it the

Stress may affect people in a variety
contribute to a physical or mental illness:

2. SCOPE
This document sets ou i fidance on the management
of stress within the o alei apply to all employees of the

se on placement

nably practicable, the health, safety and
all their employees;

ent of Health and Safety at Work Regulations 1999:
a duty to assess the health and safety risks to which
their employees are exposed at work. Such an assessment should
include an analysis of the risks to employees' health caused by stress
at work.

The Disability Discrimination Act 1995: employers have a duty not
to discriminate against employees on account of their disability as
defined under the Act. This involves making reasonable adjustments to
the workplace or to the way the work is done, Ill health arising from, or
exacerbated by, stress at work may constitute a disability under the
Act.
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The Council therefore has a legal duty to take reasonable care to ensure that
health is not put at risk through excessive and sustained levels of stress
arising from the way work is organised, or from the day-to-day demands
placed on their workforce.

All employees have an individual responsibility to minimise the risk of any kind
of harm to themselves and their colleagues and to co-operate with the Council
in its efforts to manage work-related stress.

2.1  Confidentiality

All issues raised by employees during discussions betw
advisors and employees, will be treated as confidentia,

en managers,

3. PRINCIPLES OF THE POLICY

The purpose of the Policy is to minimise
of Bolsover District Council and to
management of stress

The policy seeks to address the follg

Customer Focused Service
services — by helping control

Specifically &t €otincil is committed to the promotion of health, to the
prevention of work-related stress and to the provision of support to any
employee who may suffer stress.

The Council aims to minimise the risk of stress through a risk management

process involving the identification, assessment and implementation of control
measures to workplace stressors. The Council will:
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a) Act to prevent stress - Take stress prevention measures such as:

* Fostering a co-operative and supportive environment

* Ensuring good communication within teams

* Ensuring adequate preparation for existing and new roles and
responsibilities through appraisal, risk assessment and training

* To increase general awareness of stress and methods control
excessive workplace stressors.

* To consult with union safety representatives on proposed action.

b) Detect and address stress

hersonal
¥imination

* Enabling employees to report excessive workloads
pressures and symptoms of stress without fear®
* Recognising early signs of stress i e
provide appropriate intervention
« To take reasonable action to com

service.

c) Provide the following support

monitor risk'management to prevent stress.

* To monitor, investigate and evaluate stress indicators, such as
excessive sickness absence or high personnel turnover.

* Review feedback from employees who have suffered from stress.
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5. ROLES AND RESPONSIBILITIES

All managers will publicise, support and take responsibility for this policy and
guidance, and will create an atmosphere in which employees can freely and
openly discuss their concerns regarding stress issues.

5.1 The Chief Executive Officer

Is responsible for ensuring that there are effective measures in operation to
protect employees from the risks associated with stress at work.

5.2 Directors

» Compliance with the Stress Polic}
* Employees in their area are

responsibilities under the Stress Po
Employees have appropriate acces

ate appropriate support and / or counselling to those affected
by stress.

* Ensure that where employees express concern about stress issues and
risks in their work, Head of Service should discuss the problems without
prejudice and address the risks in accordance with this Policy.

» Keep employees informed of action taken.

* Review assessments and procedures in the light of stress related
absence, new information but otherwise at least every two years.

« Agree with Human Resources and employees the return to work
programme for the employee.
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5.4 Managers and Team Leaders

Are responsible to their Head of Service for ensuring that the measures that are
in place to control the risks from stress are operating effectively: Additionally
they will:

» Carry out risk assessments as required by the Head of Service.

* Ensure all stress related absencel/illness is reported to the Head of
Service.

» Ensure effective methods are used to keep an appropriate level of contact
with employees who are absent from work due to stress.

* Bring any stress at work issues of which they are aware to the attention of
the Head of Service and other employees as ap roprigie:

* Ensure employees are trained and ¢

* Monitor workload, working hours,
to ensure that employees are not

* Ensure that bullying and harass

» Offer support to any employee wha

workplace. '

As part of the monitoring process, g eturn to work interviews

¥m their roles.
kness absence

work-related stress in their

itg as requested.

* Co-operd d assist with the undertaking of risk assessments.

« Co-operate with their managers to reduce hazards that may affect their
physical and/or mental well-being, including following guidance given.

* Where an individual believes they are at significant risk of work-related
stress, then they should inform their manager in confidence so that
appropriate steps can be taken to reduce the risk. If they are unable to
do this they should approach their Head of Service or Human
Resources.

* Be aware of and recognise their own training and development needs.

* Taking allotted breaks, meal breaks and ensuring that leave and
flexitime is taken as appropriate.

» Seeking appropriate assistance or medical help as appropriate.
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5.6 The Health and Safety Officer will:

* Monitor the implementation of the Policy within departments.

* Provide additional information, guidance and professional support, as
required.

» Assist in carrying out and reviewing risk assessments.

* Advise on the provision of training.

* Make employees aware of the Council’s procedures at induction training.

* Review the corporate policy and procedures at least every two years.

* Provide assistance in managing individual cases, v
on stress prevention. )

* Undertake individual assessments @it is where a need
has been identified. ' “

* Monitor and report on stress leve
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GUIDANCE ON STRESS AT WORK POLICY

6. INFORMATION FOR MANAGERS / SUPERVISORS

6.1 What is Stress?

The Health and Safety Executive have defined stress as:-

'The adverse reaction people have to excessive
pressure or other types of demand placed on
them.' R

Being ‘stressed’ is the negative reaction a person has to excessive pressure
or other types of demand placed upon them which is not matched by their
ability to cope.

Stress is both a physiological and psychological reaction which occurs when
people perceive an imbalance between the combined levels of demand
placed upon them, both at home and/or at work, and their capacity to meet
those demands.

Some stress can be positive and motivating in the short term, helping to
achieve success; prolonged stress however, can lead to ill health.

As a manager the objective should be to prevent excessive stress within the
workplace;

* Risk assess to identify the potential work related causes and improve
or eliminate these where possible.

* Deal with problems as they arise, to promote openness and a ‘blame
free’ culture.

* Provide rehabilitation and support of employees suffering from stress.

s on thé Council can include

* Reduced employee performance and productivity

* Poor decision making

* Increase in mistakes which may lead to increased customer complaints
e Poor commitment to work

* Increased sickness absence

* High turnover

* Poor work relations

For example, losing one colleague for an extended period with a stress-

related illness can have a dramatic impact on the workload and morale of the
rest of the team.
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6.3 Indicators of stress at work can include;

Work performance deterioration

Reduction in output or productivity
Uncharacteristic mistakes or errors of judgement
Poor concentration or decision making
Deterioration in planning and control of work
Increased absence

Change in attitude and behaviour

Loss of motivation or commitment

Working longer hours with diminished returns
Erratic or poor time keeping

Rapid changes in emotional mood

Increased use of alcohol and/or cigarettes

Alteration in relationships at work

Tension and conflict between colleagues
Poor relationships with clients
Disciplinary problems

7. HOW TO MANAGE STRESS
Employers are required to assess the risks to health under ‘The Management
of Health and Safety Regulations 1999’ and it is widely accepted that
prolonged periods of stress, including work-related stress, have an adverse
effect on health.

The Council requires that work related stress is managed within the
workplace.

Firstly the manager must pro-actively assess the risks arising from work which
may cause stress and take steps to eliminate or reduce these risks where
possible.

As mentioned previously, stress is interrelated between work and home and
each individual will react differently to circumstances. Therefore, even with
risks reduced to a minimum, managers should be aware of the common signs
of stress in individuals and deal with problems as they arise.

In addition to being aware of the common signs of stress, managers should
seek to create an atmosphere which encourages good communication
between colleagues, (including themselves) thus helping to ensure employees
feel they will receive support and understanding in resolving any issues or
concerns they may raise.
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8. CARRYING OUT THE RISK ASSESSMENT
This guidance note should be read in conjunction with Section 1.

The Management of Health and Safety at Work Regulations require
assessment of the risks relating to stress within the workplace as follows.

* ldentify the Hazard
* Evaluate the risk

» Persons at risk

» Identify control Measures and Possible solutions
* Recording of assessment details
* Further guidance and advice

8.1 Identify the Hazard:

activities; evaluate the overall risk (low
control measures and identify any further

can be used to identify these including informal talks,
focus groups, Sickness/absence records, questionnaires and workplace

inspections.
8.2 Evaluate the risk

* Assess the likely impact of the identified causes on employees.

* Remember that different times of the year may result in different risks,
depending on priorities and workload.

» Try to speak to employees to ascertain the problem.

» If speaking to an individual who is known to suffer from stress, this will
require a careful planned approach and should be done
sympathetically.
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8.3 Identifying Persons at Risk:

Any employee may be affected by work-related stress. Some individuals may
be more vulnerable than others, dependant on their job and domestic
pressures. The focus however should not be merely on the individual
but on the work and organisation as a whole. Individuals suffering from
stress often display a range of outward signs that may be noticed by
colleagues and other managers.

These signs may include:

» Tiredness and irritability
* Reduced quality of work |ndeC|S|ve
* Loss of sense of humour
* Physical iliness such as headachi
* Poor sleep pattern or excessively %
* Increased sick leave
* Poor time keeping

* Employees taking work home or st

Demands
Includes issues such as workload, work patterns and the work environment.

= Unrealistic deadlines and expectations, often as a result of super
achievement by the most talented

= Technology overload

= Unmanageable workloads

= Under recruitment of personnel for work already timetabled

= Mismatches of skills, abilities and job demands

=  Work-life balance issues

= QOver demanding and inflexible work schedules

= Unsocial hours
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= Excessive travel time
=  Work interfering with home/personal life
= Working with difficult / violent clients

Control
How much say the individual employee has in the way they do their work.

= Lack of control over pace of work, breaks and work patterns.

= Lack of involvement in decision making

= Account not taken of employees ideas/suggestions about the job

= Lack of influence over performance targets

= Lack of time

= Lack of encouragement to develop new sk
challenges ~

Support

Includes the encouragement, sponsorship-é
organisation, line management and work cg

wtership from management
pdd or unequal effort

tionships with colleagues
= No systems to report and deal with unacceptable behaviour.

Role

Whether people understand their role in the organisation and whether the
organisation ensures that the employee does not have conflicting roles

= Incompatibility of roles the organisation asks you to fill

= Lack of clear information on employees roles
= Systems in place to resolve employees uncertainties or concerns
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Change

How organisational change is managed and communicated in the
organisation

= Job insecurity

= Lack of job permanence e.g. temporary/fixed term contracts
= Future job change

= Fear of skill redundancy

= Changes seen as ‘Change for change sake’

Domestic stressors can include;

= Marital breakdown

= Children leaving/returning home
=  Family illness/ dependency

» Financial problems

= Poor housing

= Moving house

= |ll-health

Obviously as an employer our intervention here is, and should, be

limited to supportive role, as we cannot influence events over which we

have no control. ‘
ki

8.6 Identify Controld sures

tions

entified. - Control measures are split into the six
to those above in Section 8.5 and identified in the

If work load'is a problem, look at trying to reduce it. Ensure targets are
challenging but realistic, listen to the individual; consider flexible
working

« Support employees by assisting with prioritisation of work and the
establishment of realistic deadlines

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

« Help people prioritise workloads, provide time management training if
required;

« Provide adequate employee training and ensure that their skills and
abilities match the demands of the job
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« Encourage employees to raise problems in early stages if they cannot
cope

« Encourage delegation if it is possible;

« Ensure that proper risk assessments are carried out to control physical
hazards

« Ensure that employee's concerns about their work environment are
considered and addressed

« Ensure that any risk from physical violence, verbal abuse and bullying
is identified, controlled or dealt with

« Encourage team cohesion and commitment

« Make sure holidays and flexi time are taken, not accumulated or lost;

Control

« Endeavour to provide more control tgi
plan their own work, make decisi
completed and how problems sh¢

- Enrich jobs by ensuring that emp
get tasks completed and understan
aims of the Department or Service

«  Only monitor employees output if tF :

- Ensure regular meetings with employees t4

« Provide a supportive envirQgsiie

Support

or tackllng problems
t they know how they are doing.

at adequate training and information have been provided

- Ensure that individuals do not feel that they are being discriminated
against on the grounds of race, sex, disability and other irrelevant
reasons

« Encourage achievement of effective work-life balance.

Relationships
«  Work in partnership to ensure that bullying and harassment do not
emerge as an issue

« Ensure that procedures already established via Human Resources are
fully utilised
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Ensure that the policy on stress, bullying and harassment are properly

communicated to employees and these policies have full management
support

Ensure that all employees are aware of the consequences of breaching
the policies

Role
« Ensure that roles are defined and understood to prevent conflict and
ambiguity
« Make sure employees have a clearly defined role and understand
exactly what their role and responsibilities are
« Encourage employees to talk at an early stage if the not clear
about priorities or the nature of the task to be
« Talk to employees regularly to ensugeiih
job, what it entails and what the e
« Ensure that all new employees
adequate induction
Change
« Explain clearly why any chang
actions and outline the initigaj
Much @ modated in the regular employee appraisals
which rndertake with their personnel.
8.7 ssessment Details:

“records the significant findings of your risk assessment
and set a review date;

= Ensure support is offered;

= Refer to the Human Resources for guidance where required:;

= Refer to the HSE website for guidance. (link given at end of
document)

It is important that managers maintain records of risk assessments for
inspection, legal purposes for a period of 6 years.
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8.8 Individual Stress Assessment:

Where an individual indicates a stress-related issue, they should be
encouraged to discuss this with their manager in order for action to be taken.

The stress-related issue may or may not be work related, but either will have
an effect on how they function at work, and it is therefore important to offer
help and support.

Work-related issues should be discussed and ways to reduce the stressors
identified and agreed. It is important to monitor the effectiveness of any
actions implemented and to review the situation on a regular basis.

Individual stress and return to work assessments will be under;aken
confidentially by Human Resources. .

9. SUPPORT SERVICES AVAILAB
Managers can seek guidance on managing stress within the workplace from
Human Resources.

Where an employee has a stress-related issue, referral to Occupational
Health and / or counselling will be considered by Human Resources.

Where an employee returns to work, an individual assessment and return to
work plan will be agreed with the Employee, Head of Service and Human
Resources.

s

This core checklist is provided as a basic framework to help managers
complete a checklist for stress related issues which they are required to
consider. It may not address all specific circumstances, but should help to
assess areas for help and support.

This assessment checklist is primarily for managers to identify and consider
sources of stress within their own area of work and should assist in
completing a stress risk assessment.

It may be possible to group some jobs which are very similar together in one
assessment.

It is important to realise that all jobs at all levels have the potential to cause
stress. Depending on how the work is managed, organised and controlled, the
working relationships, management of change, role clarity. For example it is
possible for any employee to be in a position where they are subject to
bullying, or where they are inadequately trained, equipped and resourced.
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The checklist is spilt into six main areas:-

= Demands - being able to cope with the demands of the job.

= Control - having an adequate say over how work is done.

= Support - having adequate support in terms of encouragement,
sponsorship, and resources provided by the organisation, line
management and colleagues.

» Relationships - includes promoting positive working to avoid conflict
and dealing with unacceptable behaviour

* Roles - understanding roles and responsibilities.

= Change - being involved in any organisational change.

Each question requires a Yes or No answer.

Where you identify a "NO" answer below this may indicate an aspect which
may need some attention.
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POST TITLE

DEMANDS

YES/NO

Do you organise jobs with realistic demands in mind?

Are demands matched to employee skills and abilities?

Is the physical work environment comfortable?

Is repetitive and monotonous work kept to a minimum?

expertise?

Are employees safe from exposure to the tl
or verbal abuse from the public?

CONTROL

Do employees have a reasonable say about
work?

Do employees have reasonable control over their

Are employees encouraged to de
undertake new and challenging §

Are there mechanisms for empl6

about their work environmes and/or
Do employees have re :

YES/NO

Are systems in place to help employees cope with work or home
related issues (flexibility during emergencies, family leave, etc)?

If you have answered NO to any of the questions above, some possible solutions

to consider are available in Section 3.6
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RELATIONSHIPS

YES/NO

Are procedures in place to resolve workplace conflict?

Are employees able to report their concerns?

Is there a policy for dealing with unacceptable behaviour at work?

Are teams organised and selected with working relationships in mind?

Are openness, honesty and respect encouraged within teams?

Are people aware of the penalties associated with unacge
behaviour?

ROLES

YES/NO

ed on

Is consideration given to any conflicting d
employees?

Is the induction procedure comprehensive?

Are job descriptions clear and accurate?

T organisational

YES/NO

on their joH

Are special

s made to support employees through the
change proces '

Is the change process communicated to employees?

If you have answered NO to any of the questions above, some possible solutions to

consider are available in Section 3.6. of the Guidance
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Appendix — 2 Stress Assessment Action Plan —
to be completed after the sheets in Appendix 1 have been completed

Stress Issue Action to resolve issue Manager Target Date
Responsible Date

Comp

Signed (manager) Date

Print name
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Appendix 3 - SUMMARY OF ACTIONS - What Managers Can Do:

Examples of ways in which you can do this by exhibiting good practice in your
dealings with employees include;

Promoting effective management practices including those covering induction
and probationary processes, mentoring, review and appraisal, informal group
and individual consultation, an 'open-door’ policy on the part of line managers,
good communication throughout the Council;

Encouraging awareness of stress and its negative impact on employee health
and satisfaction, performance and productivity;

t out their

Ensuring that all employees have role descriptions that clearl
i8S atigrare regularly

duties, responsibilities, reporting lines and accountab'
reviewed;

Ensuring that employees have access to

responses;

Letting employees use their skills and experience

schedules, increasing their contr in decision-making
Setting work targets and stand ealistic but include an element of
challenge;

Being aware of, and ma Impacting on employees,

isational change;
ien to refer problems to Human

Guarding rating bullying, harassment, or other behaviours

and personal/family commitments;
s of those with disabilities;

Developing
process.

ns to control problems identified by the risk assessment
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Appendix 4 - GUIDANCE FOR EMPLOYEES - Frequently Asked Questions

1. What is stress?

Stress is a condition that may be experienced when a person feels excessive
pressures or other demands are placed upon them, beyond their ability to
respond.

It is not an illness, but can lead to health problems if prolonged or particularly
intense.

A certain amount of stress is normal and necessary both at work and outside it,
and can be an important motivational factor. However, prolonged exposure to

higher levels of stress may result in unhealthy physical, mental ang behavioural
symptoms.

2. Isn't it good to have some stress?

feature of modern life, its
¢ matter.

While stress is readily ack
causes, symptoms and e s'ére a very

tors, which together can feel
e personal concerns such as family or relationship
problems, fina \ ifficulties, or ill-health.

ork, feeling unvalued, having little or no control
240D role, or relationship difficulties with
ich may involve bullying or harassment.

space, traffic and heat can also contribute to
feelings of str

A combination of s -iInducing factors at work and at home is often responsible
for bringing individuals to the point where they feel they can no longer cope with
their life.
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Some common work related stressors to consider include:

+ Heavy targets and workloads

+ Insufficient resources

« Long working hours

+ Rapid change

« Conflicting priorities

« Uncertainty or insecurity

« Poor communication

« Lack of involvement

+ Poor delegation

+ Management style and conflict

More detail is given in the management guidance notes 4
4. How would | know if | have it?

All of us are affected at one time or another
different ways to stress so it is helpful to be aw
signs. Early signs will be changes that you or @
behaviour or moods.

problems; sleep disturbance. Un
eczema can be exacerbated.s

Emotional signs are any
outbursts
anxious, Wi
of panic. Ab
food, sex and
alcohol, smgk

At work, i ng stressed and under pressure could be
absenteei ekeeping. There may be a loss of creativity,
increased | oor judgement and difficulty in planning or making
decisions.

5. Who's at risk? Are some people more likely to suffer than others?

We are all potentially at risk of being ‘stressed’ since it can be caused by a range
of commonplace situations but are more vulnerable when several areas of our
life are problematic at the same time and if we lack practical and emotional
support.

However, people have very different mental responses to the body's natural
reaction to stressful situations. For some it is a stimulus, helping them to achieve
more, in others an adverse reaction, causing a sense of not being able to cope
and creating demotivation.
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It is important to differentiate between temporary stress that you know will go
away when a situation is resolved and long-term chronic stress. Most people
cope with short periods of stress, often relieved by relaxing, taking a walk,
chatting through issues with friends or having a good night's sleep.

Chronic (long-term, continuous) stress is much harder to deal with and can be
psychologically emotionally damaging both for an individual and for friends and
family.

6. What can | do about it?

Usually stress has developed over a period of time without someone being aware
of what is happening. The first step is to recognise that stress might be
responsible for how you are feeling and to acknowledge tk you need to
try to identify the aspects of your life that are cau8ing it. Soi €s you may not
be able to change or avoid them, but at oth : es can make
all the difference. This can feel difficult to dj
has got out of balance. It is helpful to write
happens, who else is involved, in the differen
who can help you make the changes you'll ne
are on you both at work and at home.

and responS|b|I|t|es etc. As a first e supervisor or
manager about any work issues. &# : e aware of how you are
experiencing these difficulties.and shoul 1 to resolve the issues.

/ith your manager, other
an Resources and trade union

ur physical energies and exercise of some
sedentary.

) p alcohol and caffeine consumption to sensible
limits. Try to ge e of work and some rest in a day, each week, and in a
longer period of ti . take lunch and tea/coffee breaks, have some social
activities in the week, and longer periods away from work to take a break.

7. Do | need to go to see my GP?

If stress is causing physical symptoms, severe distress or making it difficult for
you to function as normal, it is worth seeing your GP and / or Occupational
Health sooner rather than later.

It is important to remember that although stress is a usual part of life, extreme or
prolonged stress can lead to other illnesses that may need treatment. Stress has
been linked to the development or high blood pressure and heart disease, as well
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as insomnia and depression, for example. In the case of physical symptoms, the
doctor may also want to do some tests to exclude certain conditions.

8. What if | feel | can't cope any more?

If you get to this point it is always important to stop and rest rather than feel you
must struggle on, itself a common response to stress. It is helpful to talk to
someone about how you are feeling and get some help. Talk to your immediate
supervisor/manager. Make an appointment with your GP and / or Occupational
Health and contact Human Resources for appropriate support and advice.

9. Who can help me at work?

you the factors in your job which may be adw
Our counsellors and our Occupational Heall
advice and support, which is accessible via

10. Why do | feel it's all my fault?

People often feel like this and blame themselves for natbeing able to cope. We
all have times in our lives when what )

ake sure these periods are not sustained. Keep a
the rest of your life; eat a healthy diet; make time for
activities.

balance betwee
relaxing and enjoya

If the pressures of work feel too great you must talk to your manager. If you feel
unable to discuss concerns with your manager, advice and support may be
sought from Human Resources our Occupational Health Service or your union
representative, as appropriate.
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13. What responsibilities do employees have in stress identification and
elimination?

You have a responsibility for maintaining their own health and well being. By co-
operating with supervision and appraisal processes and training, your
competence and ability to cope with work situations should be increased.

Similarly, your participation in the risk assessment process should help to create
healthier working environments and practices.

Employees are responsible for raising the need for support with an appropriate
person, such as their manager, colleague, union representative, when they feel
they are not coping. Employees suffering from the effects of stress should expect
their manager and colleagues to fully support them to help preve ickness
absence or assist in a return to work strategy.

When stress is identified as the underlying proj
advice given by their medical advisers and gt
He/she should take an active part in the de
action plans and then make every effort to ke
success will be significantly increased if they h:

14. Where can | get more information?
Work-related stress [HSE]

Stress at work booklet [ACAS]
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[tem No.

SAFETY COMMITTEE

AGENDA

5" October 2009 at 1400 hours

PART 1 — OPEN ITEMS

To receive apologies for absence, if any.

To note any urgent items of business which the
Chairman has consented to being considered under
the provisions of Section 100(B) 4 (b) of the Local
Government Act 1972.

Members should declare the existence and nature of
any personal or prejudicial interests in respect of:-

a) any business on the agenda
b) any urgent additional items to be considered
C) any matters arising out of those items

and if appropriate, withdraw from the meeting at the
relevant time.

To approve the minutes of a meeting held on 8™ July
2009.

Sickness Absence/Occupational Health Statistics
2008/9

General Health and Safety Report

Stress at Work Management Policy and Guidance
PART 2 — EXEMPT ITEMS

The Local Government (Access to Information) Act

1985, Local Government Act 1972, Part 1, Schedule
12a

Paragraph 2

Accident and Stress Statistics
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