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• Ensuring there is a whole Trust approach to mental health and well-being 

embedded within leadership practice, the curriculum, values and ethos, and 

the social and physical environment. 

• Identifying suitable members of staff to oversee the provision and support of 

mental health and well-being in each setting, and to ensure effective links 

exist with local mental health support. 

• Meeting with senior members of staff on a regular basis to monitor and 

review the impact of provision and interventions. 

• Working with senior members of staff to ensure appropriate training is put in 

place to support staff. 

• Developing a sensitive performance management process linked to clear job 

specifications. 

• Reporting to the People Committee and ELT on the successes and areas of 

improvement in planned interventions, and the resources that are in place. 

• Gathering information in any cases that allow monitoring of this policy, such 

as, but not limited to, the following: 

 

 Sickness and absence data 

 Staff turnover 

 Exit interviews 

 Referrals to occupational health 

 Referrals to EAP 

 Referrals to other mental health services 

 Grievance cases 

 Harassment cases 

 

2.3. The Senior Leadership Team in schools and line managers within the central team 

are responsible for: 
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 Headaches 

 Aching muscles 

 Heart palpitations 

 

• Cognitive Indicators 

 Indecisiveness 

 Difficulty concentrating 

 Memory loss 

 Feelings of inadequacy 

 Low self-esteem 

 

• Emotional Indicators 

 Anger or irritability 

 Anxiety 

 Hypersensitivity 

 Lack of motivation 

 

4. Actions to Support Staff within the Trust 

 

4.1. To positively impact levels of stress, the Director of HR in conjunction with Well-

being Champions and senior leaders, will make changes to help manage stress 

and will: 

 

• Lead by example and encourage staff to be open if they feel stressed, to 

take breaks and to have a work-life balance outside of work. 

• Make the most of team bonding; using INSET days to build relationships, as 

feeling comfortable amongst colleagues will make discussing stress easier. 

• Assist with work and help to manage employees’ workloads. 

• Reach out to staff during difficult points in their personal lives, e.g. 

bereavement, and supporting them when they return to work. 

• Promote the Trust’s Employee Assistance Programme relevant to the needs 

of all staff, regularly monitoring its effectiveness and impact on well-being. 

 

4.2. To effectively address workload issues and support staff well-being, the Director of 

HR, working with Well-being Champions and senior leaders, will measure staff 

well-being and identify workload issues by: 

 

• Commissioning staff surveys on a regular basis and organising structured 

conversations about workload with staff. 

• Arranging workshops and drawing together a summary of outcomes from 

staff surveys and questionnaires. 

• Addressing workload issues that have been identified, e.g. by undertaking a 

data audit and developing an action plan. 

• Evaluate the impact of the actions taken on a regular basis, measuring staff 

well-being and identifying new workload issues to address moving forward. 

 

4.3. Senior leaders will ensure all changes proposed as a result of the actions outlined 

in 4.2 are communicated to all members of staff. 
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5.4. Careful consideration should be given when purchasing gifts and/or prizes to 

ensure they are appropriate and do not cause offence to any individual or group. 

 

5.5. If a setting wishes to use their well-
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7.6. In some cases, such as those directly impacting day-to-day activities, 

confidentiality cannot be guaranteed. If this is the case, staff will be made aware of 

the situation. 

 

7.7. The Director of HR, once in receipt of the complaint, will investigate and report to 

ELT for the central team or senior leader for schools. 

 

7.8. ELT or the senior leader within schools will decide whether any further action will 

be taken. 

 

8. Response Actions 

 

8.1. Where a well-being incident arises, the necessary support and appropriate actions 

will be considered. This may include support from HR advisers and/or external 

services, e.g. occupational health. 

 

8.2. The Trust will continue to support staff when external services are involved. 

 

8.3. Support will be provided to staff who are experiencing challenging circumstances 

outside of the workplace. The Trust will direct staff to support, both internal and 

external, and consider a plan of work and duties that can be managed differently 

during challenging periods. 

 

8.4. Support for staff who are experiencing challenging circumstances will be provided 

following the procedures outlined in the Grievance Policy. 

 

9. Monitoring and Review 

 

9.1. This policy will be reviewed every two years by the Director of HR and ELT. 

 

9.2. All members of staff are required to familiarise themselves with all processes and 

procedures outlined in this policy. 
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APPENDIX 1 

Staff Workload Charter - Our Aims 

Community Inclusive Trust is committed to considering and supporting the well-being of all our 

staff. As part of this commitment, and through a coordinated effort with staff and leaders, we 

aim to ensure workloads can be managed. 

We recognise that staff workload can become overwhelming, which in turn affects staff well-

being and prevents a healthy work-life balance. We believe we have a collective responsibility 

to ensure working remains manageable, a positive experience, and, above all, enjoyable. 

By providing this support, we hope we can retain and recruit more staff and meet our core 

values and ethos for helping and caring for one another. 

To protect staff well-being, we will: 

• Ensure staff have a fair and reasonable workload. 

• Provide senior members within the Trust with Leading a Mentally Healthy School 

(LAMHS) training. 

• Provide Mental Health First Aid training. 

• Provide high-quality training and CPD opportunities that meet the needs of individual 

staff members. 

• Continue to review staff workload and ensure it always remains manageable. 

Our Commitments 

We have agreed the following commitments and expectations between the Director of HR, 

ELT and staff, to demonstrate our support in helping to manage staff workload. 

All staff working within the Trust can expect: 

• To work within a clear Code of Conduct. 

• To receive a robust and high-quality induction. 

• To be made aware of the named person to contact if needed as part of their induction 

process. 

• To be provided with training opportunities relevant to their role and responsibilities. 

• To be allocated roles and responsibilities linked to their 
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An agreed policy that ensures all marking undertaken is purposeful and focusses on quality 

feedback and the impact on pupil outcomes. 

The ELT and senior leaders within school commit to the following: 

• Conducting regular activities, e.g. staff surveys, to identify the areas of work that lead 

to high levels of workload and implementing approaches to reduce this. 

• Providing staff with opportunities to discuss areas they feel are creating high levels of 

workload and how these could be managed. 

• Implementing practices that allow meaningful and useful communications to manage 

workload. 

• Supporting all staff in the early stages of their careers to adopt efficient work 

practices and keeping this support under regular review. 

• Encouraging a workplace culture that promotes a healthy work-life balance. 

• Making every effort to reduce the number of meetings, ensuring those that take place 

are planned effectively and flexibly, and always have a key focus. 

• Providing staff with relevant training or CPD opportunities, including recognising the 

early signs of stress. 

• Ensuring workload reduction initiative is included within the SDP/strategic vision and 

enough resources are dedicated towards achieving this aim. 

• Monitoring staff absence levels, patterns and reasons, and using return to work 

meetings consistently and effectively. 

• Regularly monitoring the progress of work practices. 

• Considering the impact of any potential changes within practices before they are 

implemented and creating a clear implementation plan before changes are agreed. 

• Communicating changes to any practices to all staff and the whole workforce, to 

ensure everyone understands the reasons behind the changes. 

The Trust commits to the following: 

• Ensuring the Trust’s ethos reflects its commitments to managing workload and 

creating a working environment that is focussed, purposeful and considers 

individuals’ well-being through the successful management of workload. 

• Ensuring it receives regular updates regarding absence. 

• Making every effort to ensure meetings that staff are expected to attend are 


