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Staffing Committee Meeting 
To be held on Monday 12 July 2021 at 4:00pm at the Council Offices, The Common, 
Great Kingshill, HP15 6EN 
 
To : Cllr James Air, Cllr. P Hardinge, Cllr. M Hilder, Cllr. S Kearey, Cllr. P Nicholls.  
 
You are hereby summoned to attend the above-mentioned meeting, when it is proposed 
that the business to be transacted shall be as follows: 
 
Melinda Woof 
Melinda Woof 
Clerk to the Council 
7 July 2021 
 
Notice is hereby given that the meeting of Staffing Committee of Hughenden Parish 
Council will be held at 4:00 at the Council Offices, The Common, Great Kingshill, HP15 
6EN with Social Distancing rules in place.  All attendees must wear a face covering, bring 
their own stationery and use hand sanitiser.  Good ventilation will be maintained. 
 
Members of the public are welcome to join the  meeting but may only participate during 
Public Participation (see below).  They will also be required to respect the social 
distancing rules, wear masks and use hand sanitiser.  Attendees within the room may 
limited subject to the Covid-19 Risk Assessment for this facility. 
 
Should you require further information or assistance in attending this meeting, please 
call 07739 464691or by email to clerk@hughendenpc.org.uk. 
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AGENDA 
1 Election of a Chairperson 

Proposed Resolution 
That -------------------------- be appointed to the role of Chairperson for the Staffing 
Committee 
 
Standing Orders  will be set aside to allow for: 

2 Public Participation and Reports from Buckinghamshire Councillors 
Members of the public are permitted by the Chairman to speak once in respect of 
business itemised on the agenda for no more than 2 minutes.  Answers to questions 
raised, may not be discussed unless already within this agenda and then only at that 
time.  Outstanding questions may be referred to a future agenda for attention.  The 
period for public participation shall not exceed 15 minutes.  

 
Standing Orders will be reinstated: 

3 To receive apologies for absence 

4 To receive declarations of interest 
In accordance with Sections 30 (3) and 235 (2) of the Localism Act 2011 and Hughenden 
Parish Council Code of Conduct, Councillors are requested to disclose personal and 
prejudicial interests on matters to be considered at the meeting. 

5 Terms of Reference 
Staffing Committee to review the terms of reference  
Proposed Resolution 
That the Staffing Committee accept the Terms of Reference for 2021-2022  

6 Minutes of the previous Staffing Committee meeting – Appendix 1 
Minutes of Full Council Meeting of 6 May 2021  
To receive and approve as a correct record, the minutes of the Staffing Meeting held on 
6 May 2021  
Proposed Resolution 
To approve as a true and accurate record of the Staffing Committee meeting held on 6 
May 2021 
 

7 Confidential Matters 
7.1 Moving to Closed Session 

Council to resolve that under the Public Bodies (Admission to Meetings) Act 1960, 
the public and representatives of the press and broadcast media are excluded from 

http://www.hughendenparishcouncil.org.uk/
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the meeting during the consideration of the following items of business as publicity 
would be prejudicial to the public interest considering the confidential nature of 
the business to be transacted. 
 

7.2 Review of Covid-19 rules in the workplace and establish suitable Risk Assessment 
update to take account of this. 

7.3 Review of Staff Wellbeing 
Consider how we assess staff wellbeing and steps which may be taken to monitor 
and improve general wellbeing 

7.4 Staff Appraisals 
Consider approach and timetable to undertake staff appraisals.  MW due August 
2021, HH due September 2021.  

8 Future agenda items 

9 Next Meeting Dates 
Next Staffing  Committee meetings to be confirmed.  

 
Distribution – councillors, notice board & council website 
Supporting documents – Appendices available on request & on website 

http://www.hughendenparishcouncil.org.uk/
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Minutes - 1 June 2021 

 
 

Staffing Committee Meeting 
Held on Tuesday 1st June 2021 at 4:00pm at the Council Offices, The Common, Great 
Kingshill, HP15 6EN 
 
Present : Cllr James Air, Cllr. P Hardinge, Cllr. M Hilder, Cllr. S Kearey, Cllr. P Nicholls.  
Officer : Mel Woof - Clerk 
 
Members of the Public : None 

 

Draft Minutes 
1 Apologies for absence - None 

2 Declarations of interest - None 

3 Minutes of the previous Council meeting  
Minutes of Full Council Meeting of 6 May 2021  
Confirmed by Cllr Nicholls and Cllr Kearey who attended that meeting as a true and 
accurate record. 

4 Election of Chairman 
Cllr Kearey was elected unanimously to continue as Chairman of the Staffing Committee 

5 Confidential Matters 
5.1 Closed Session – Resolved unanimously 
5.2 Council resolved to increase the auxiliary staff members hourly rate in line with the 

standard SCP1 scale, following confirmation by Azets of the calculations.  Further 
that the auxiliary staff members be offered a contract based on the NALC template 
used by other members of staff. 

6 Future agenda items 

7 Next Meeting Dates 
Next Staffing Committee to be held 31 August 4pm at the Council Offices. 

8 Meeting Closed 
16:25pm 

 
Distribution – councillors, notice board & council website 
Supporting documents – Appendices available on request & on website 

http://www.hughendenparishcouncil.org.uk/
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Appendix 2 - Staff Wellbeing
• Print outs from .Gov website 

and Previous Risk Assessment
• Handout from MIND
• Staff Appraisal Template
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COVID-19 RESPONSE: SUMMER 2021 

1. Throughout the COVID-19 pandemic, the Government’s objective has been to protect 
lives and livelihoods across the United Kingdom. This remains the Government’s 
priority as the UK eases restrictions. 

2. The UK has made huge progress this year. The procurement of vaccines by the 
Vaccines Taskforce and the deployment of vaccines by the National Health Service 
(NHS) has put the UK in a strong position. The UK has vaccinated more of its 
population than any other country in Europe, with the exception of Malta, and has 
administered more doses per capita than any other G7 nation.1 It is thanks to the 
success of the vaccination programme that the Government and the Devolved 
Administrations have been able to ease lockdown restrictions in England, Scotland, 
Wales and Northern Ireland. 

3. Vaccines are significantly reducing the link between infections and severe disease and 
death.2 As originally set out in the COVID-19 Response - Spring 2021 (‘the roadmap’), 
with a sufficiently high proportion of the population vaccinated, the country can learn to 
live with COVID-19 without the need for the stringent economic and social restrictions 
which have been in place since March 2020. 

4. The pandemic is not over. Cases are currently rising, as are hospitalisations. Cases, 
hospitalisations and, sadly, deaths, will rise further as society and the economy 
reopen. Vigilance must be maintained and people will be asked to make informed 
decisions and act carefully and proportionately, to manage the risks to themselves and 
others. The recent spread of the Delta variant, now dominant and estimated to be 40-
80% more transmissible than the previously dominant Alpha variant,3 demonstrates 
how quickly the situation can change. The success of the vaccine programme means 
that hospitalisations are expected to rise more slowly than in previous waves though 
the rate of growth and duration of the wave remain uncertain. The data will be kept 
under regular review. There will still be high levels of infection and illness and 
therefore disruption to lives, the economy and delivery of public services. The decision 
on whether to move to step 4 on 19 July will be taken on the basis of an assessment 
of the four tests, including the impact on the NHS, on 12 July.  

 
1  https://ourworldindata.org/covid-vaccinations  
2  https://www.gov.uk/government/publications/phe-monitoring-of-the-effectiveness-of-covid-19-vaccination 
3  SAGE, ninety-second meeting on COVID-19, 9 June 2021 

https://www.gov.uk/government/publications/sage-92-minutes-coronavirus-covid-19-response-9-june-2021 

https://ourworldindata.org/covid-vaccinations
https://www.gov.uk/government/publications/phe-monitoring-of-the-effectiveness-of-covid-19-vaccination
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/993387/S1284_SAGE_92_minutes.pdf
https://www.gov.uk/government/publications/sage-92-minutes-coronavirus-covid-19-response-9-june-2021
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5. The biggest risk to the progress the country has made is a Variant of Concern which fully 
or partially escapes immunity. There is evidence that vaccines may be less effective 
against some existing variants, such as the Beta variant,4 and the Government does not 
know what new variants will emerge in the coming months and years. Even without a 
new variant, next winter could see a further resurgence of COVID-19 cases, which would 
likely be compounded by other seasonal respiratory diseases, such as influenza.5 

6. Therefore, when England moves to step 4 of the roadmap, the Government will 
continue to manage the risk of serious illness from the spread of the virus. This will 
mark a new phase in the Government’s response to the pandemic, moving away from 
stringent restrictions on everyone’s day-to-day lives, towards advising people on how 
to protect themselves and others, alongside targeted interventions to reduce risk. To 
do this, the Government will: 

1. Reinforce the country’s vaccine wall of defence through booster jabs and 
driving take up. 

2. Enable the public to make informed decisions through guidance, rather than 
laws.  

3. Retain proportionate test, trace and isolate plans in line with international 
comparators. 

4. Manage risks at the border and support a global response to reduce the risk 
of variants emerging globally and entering the UK. 

5. Retain contingency measures to respond to unexpected events, while 

accepting that further cases, hospitalisations and deaths will occur as the country 

learns to live with COVID-19. 

7. This document sets out the arrangements that will be put in place in England. The 
Devolved Administrations are setting out plans for Scotland, Wales and Northern 
Ireland.  

1. REINFORCE THE COUNTRY'S VACCINE WALL OF DEFENCE 

8. As of 2 July, c.38 million people in England had received their first dose of the vaccine 
and c.28 million people had their second dose.6 By 19 July, the Government expects 
that every adult will have had the chance to receive a first dose of vaccine, and two 
thirds of adults will have received their second dose. To further accelerate the vaccine 
rollout the Government will bring forward a second dose to eight weeks after the first 
dose for those under 40, shortening the dose interval to eight weeks for all groups. 
Subject to supply remaining stable, this means that all adults will have had the 
opportunity to get a full course of vaccine by mid-September. The independent Joint 

 
4  https://www.who.int/publications/m/item/weekly-epidemiological-update-on-covid-19---25-may-2021 
5  https://www.gov.uk/government/publications/jcvi-interim-advice-on-a-potential-coronavirus-covid-19-

booster-vaccine-programme-for-winter-2021-to-2022/jcvi-interim-advice-potential-covid-19-booster-
vaccine-programme-winter-2021-to-2022#fnref:5 

6  https://coronavirus.data.gov.uk/details/vaccinations 

https://www.who.int/publications/m/item/weekly-epidemiological-update-on-covid-19---25-may-2021
https://www.gov.uk/government/publications/jcvi-interim-advice-on-a-potential-coronavirus-covid-19-booster-vaccine-programme-for-winter-2021-to-2022/jcvi-interim-advice-potential-covid-19-booster-vaccine-programme-winter-2021-to-2022%23fnref:5
https://www.gov.uk/government/publications/jcvi-interim-advice-on-a-potential-coronavirus-covid-19-booster-vaccine-programme-for-winter-2021-to-2022/jcvi-interim-advice-potential-covid-19-booster-vaccine-programme-winter-2021-to-2022%23fnref:5
https://www.gov.uk/government/publications/jcvi-interim-advice-on-a-potential-coronavirus-covid-19-booster-vaccine-programme-for-winter-2021-to-2022/jcvi-interim-advice-potential-covid-19-booster-vaccine-programme-winter-2021-to-2022%23fnref:5
https://coronavirus.data.gov.uk/details/vaccinations
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Committee on Vaccination and Immunisation (JCVI) has advised that a dose interval 
of at least 8 weeks should be maintained as evidence shows that the longer dose 
interval results in higher long-term protection, except in a few limited circumstances.7  

9. Public Health England (PHE) analysis suggests one dose of either the 
Oxford/AstraZeneca or Pfizer/BioNTech vaccine reduces the risk of symptomatic 
disease with the Delta variant by ~35%, and hospitalisations by ~80%. A second dose 
boosts protection to ~79% against symptomatic disease and ~96% against 
hospitalisation.8  

10. The JCVI’s interim advice, based on existing evidence, is to offer COVID-19 booster 
vaccines to the most vulnerable, starting from September 2021.9 The booster 
programme would aim to provide additional resilience against variants, and maximise 
protection in those who are the most vulnerable to serious disease from COVID-19 
ahead of the winter months, when there is increased pressure on the NHS as non-
COVID-19 emergency demand is at its highest.  

11. A booster dose would be offered to groups in two stages and, if possible, delivered 
alongside the annual influenza vaccination. In the first stage, a booster would be 
offered to adults aged 16 years and over who are immunosuppressed; those living in 
residential care homes for older adults; all adults aged 70 years or over; adults aged 
16 years and over who are considered clinically extremely vulnerable; and frontline 
health and social care workers. As soon as practicable after the first stage, the second 
stage would see a booster offered to all adults aged 50 years and over; adults aged 
16–49 years who are in an influenza or COVID-19 at-risk group;10 and adult 
household contacts of immunosuppressed individuals. The recommended shape of a 
booster campaign - including when, for whom and which vaccine(s) would be used - 
might change as further evidence becomes available. 

12. The Government has asked the JCVI to provide advice on the vaccination of children. 
When the Government receives the advice, it will be considered carefully, and an 
update on how the Government plans to proceed will be provided.  

13. In addition, the Government is committed to protecting the most vulnerable by making 
COVID-19 vaccination a condition of deployment for staff and others working in care 
homes. The Government is also launching a consultation shortly on whether this 
condition should be extended to healthcare and further social care settings such as in 
domiciliary care. 

14. Over the longer term, booster vaccinations are likely to become a regular part of 
managing COVID-19, along with other pharmaceutical interventions including 
antivirals and therapeutics. In April, the Prime Minister announced the establishment 
of the Antivirals Taskforce.11 The Taskforce is leading the development of antivirals 

 
7  https://www.gov.uk/government/news/jcvi-advice-to-mitigate-impact-of-b1-617-2-variant 
8  https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file 

/998411/Vaccine_surveillance_report_-_week_26.pdf 
9  https://www.gov.uk/government/publications/jcvi-interim-advice-on-a-potential-coronavirus-covid-19-

booster-vaccine-programme-for-winter-2021-to-2022 
10  COVID at risk groups are set out in the PHE Green Book: 

https://www.gov.uk/government/collections/immunisation-against-infectious-disease-the-green-book  
11  https://www.gov.uk/government/news/government-launches-covid-19-antivirals-taskforce-to-roll-out-

innovative-home-treatments-this-autumn 

https://www.gov.uk/government/news/jcvi-advice-to-mitigate-impact-of-b1-617-2-variant
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/998411/Vaccine_surveillance_report_-_week_26.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/998411/Vaccine_surveillance_report_-_week_26.pdf
https://www.gov.uk/government/publications/jcvi-interim-advice-on-a-potential-coronavirus-covid-19-booster-vaccine-programme-for-winter-2021-to-2022
https://www.gov.uk/government/publications/jcvi-interim-advice-on-a-potential-coronavirus-covid-19-booster-vaccine-programme-for-winter-2021-to-2022
https://www.gov.uk/government/collections/immunisation-against-infectious-disease-the-green-book
https://www.gov.uk/government/news/government-launches-covid-19-antivirals-taskforce-to-roll-out-innovative-home-treatments-this-autumn
https://www.gov.uk/government/news/government-launches-covid-19-antivirals-taskforce-to-roll-out-innovative-home-treatments-this-autumn
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which, if proven to be safe and effective, could help break chains of transmission, 
reduce the number of patients who are hospitalised and speed up recovery time. The 
Government will continue to identify and supply other treatments, alongside the 
vaccination programme, to enable the long-term management of COVID-19 and its 
clinical impacts. This will ensure the virus can be managed alongside other seasonal 
respiratory diseases and that the UK is prepared for any future pandemics over the 
long-term. 

2. ENABLE THE PUBLIC TO MAKE INFORMED DECISIONS  

15. The roadmap set out four steps out of lockdown in England.12 On 14 June, the Prime 
Minister announced a four week pause at step 3, as a result of the additional risk and 
uncertainty caused by the spread of the more transmissible Delta variant. The 
Government will assess the four tests again on 12 July to decide whether to proceed 
to step 4 on 19 July. 

16. This update sets out the rules and guidance which will apply in step 4 so that 
businesses and individuals have time to prepare. The approach has been informed by 
the roadmap reviews into social distancing, certification and the Events Research 
Programme. The findings of the first phase of the Events Research Programme were 
published on 25 June,13 and the findings of the social distancing and certification 
reviews are available alongside this document. 

17. At step 4, the Government will remove outstanding legal restrictions on social contact, 
life events, and open the remaining closed settings. The Government will instead 
enable people to make informed decisions about how to manage the risk to 
themselves and others. The Government will provide guidance to the public and to 
businesses on how they can help reduce the spread of COVID-19 and mitigate the 
risk of a resurgence which puts the NHS under unsustainable pressure. 

18. This means that at step 4: 

• All remaining limits on social contact (currently 6 people or 2 households indoors, 
or 30 people outdoors) will be removed and there will be no more restrictions on 
how many people can meet in any setting, indoors or outdoors. 

• All settings will be able to open, including nightclubs. Large events, such as music 
concerts and sporting events can resume without any limits on attendance or 
social distancing requirements. 

• All restrictions on life events such as weddings, funerals, bar/bat mitzvahs and 
baptisms will be removed, including the remaining restrictions on the number of 
attendees. There will be no requirement for table service at life events, or 
restrictions on singing or dancing. 

• COVID-status certification will not be required in law as a condition of entry for 
visitors to any setting. Organisations are already able to ask visitors for proof of 
COVID-status, as long as they meet existing legal obligations including under 
equality law. The Government is providing a way for individuals to easily 

 
12  https://www.gov.uk/government/publications/covid-19-response-spring-2021  
13  https://www.gov.uk/government/publications/events-research-programme-phase-i-findings 

https://www.gov.uk/government/publications/covid-19-response-spring-2021
https://www.gov.uk/government/publications/events-research-programme-phase-i-findings
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demonstrate their COVID-status. This can be achieved by completion of a full 
vaccine course, a recent negative test, or proof of natural immunity - through the 
NHS COVID Pass on the NHS app. 

• The legal requirements to wear a face covering will be lifted in all settings. To help 
reduce the spread of COVID-19, published guidance will advise that wearing a 
face covering will reduce your risk and the risk to others, where you come into 
contact with people you don’t normally meet in enclosed and crowded spaces.  

• Social distancing rules (2 metres or 1 metre with additional mitigations) will be 
lifted. You should continue to consider the risks of close contact with others, 
particularly if you are clinically extremely vulnerable or not yet fully vaccinated. 
Social distancing will only be required in limited circumstances: ports of entry for 
passengers between disembarkation and border control in order to manage the 
risk of Variants of Concern being transmitted between individuals; and people 
who are self-isolating should also continue to socially distance from others, 
particularly where they have had a positive test. Health and care settings will 
continue to maintain appropriate infection prevention and control processes as 
necessary and this will be continually reviewed. Guidance will be updated based 
on the latest clinical evidence this summer. 

• For individual settings where the risks of rapid spread are particularly acute, 
Directors of Public Health, in consultation with setting operators and relevant 
departments, will be able to advise that social distancing is put in place if 
necessary to control outbreaks. This should be targeted, time limited, and apply to 
settings characterised by enclosed and vulnerable communities such as prisons, 
immigration removal centres and homeless shelters.  

• It is no longer necessary for Government to instruct people to work from home. 
Employers can start to plan a return to workplaces. 

• Regulations that place COVID-secure requirements on businesses, including 
table service, and distancing between tables, will be lifted. ‘Working Safely’ 
guidance will be updated to provide examples of sensible precautions that 
employers can take to reduce risk in their workplaces. Employers should take 
account of this guidance in preparing the risk assessments they are already 
required to make under pre-pandemic health and safety rules.  

• Businesses must not require a self-isolating worker to come to work, and should 
make sure that workers and customers who feel unwell do not attend the setting.  

• Businesses will be encouraged to ask staff and customers to clean their hands 
regularly and clean surfaces that people touch regularly. The Government will 
provide guidance on how businesses can reduce unnecessary contact in the 
workplace, where it is practical. Operators will still be encouraged to use outside 
space where practical, and to consider the supply of fresh air to indoor spaces. 
Carbon dioxide (CO2) monitors could be used to help identify where a space is 
poorly ventilated with businesses encouraged to take steps to improve ventilation 
if CO2 readings are consistently high.  

• Businesses will be encouraged to display QR codes for customers to check in 
using the NHS COVID-19 app, to support NHS Test and Trace, although it will no 
longer be a legal requirement.  
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• The Government will change the controls that apply in early years, schools, 
colleges and higher education institutions to maintain a baseline of protective 
measures while maximising attendance and minimising disruption to children and 
young people’s education. The Government’s intention is that from step 4 children 
will no longer need to be in consistent groups (‘bubbles’), and early years settings, 
schools or colleges will not be required to routinely carry out contact tracing, 
which will help to minimise the number of children isolating. Contact tracing in 
specific educational settings would only be triggered if deemed necessary in 
response to a local outbreak. 

• The Government also intends to exempt under 18s who are close contacts of a 
positive case from the requirement to self-isolate, in line with the approach for 
those who are fully vaccinated (as set out below). Further detail will be published 
in due course and the changes are likely to come into effect later in the summer. 
There will be no restrictions on in-person teaching and learning in universities.  

• The Department for Education will shortly set out more detail and publish new 
guidance for arrangements in education settings from step 4, covering both the 
summer period and the following term. 

• In care homes, the Government will lift restrictions that limit each resident to five 
named visitors. Specific guidance will advise how visits should be conducted to 
keep care homes safe whilst also making visits as normal as possible. Care 
homes will need to retain infection prevention and control measures essential to 
protecting residents from the risk of infection. 

19. Lifting restrictions does not mean that the risks from COVID-19 have disappeared. 
Instead it marks a new phase in the Government’s response to the pandemic during 
which people need to manage the risks to themselves and others as the country 
learns to live with the virus. Building on the updated guidance on meeting friends and 
family, announced as part of step 3, the Government will provide advisory guidance on 
how people can manage the risks to themselves and to others. It sets out how the 
following behaviours are beneficial: 

a. Meeting in well-ventilated areas where possible, such as outdoors or indoors 
with windows open. 

b. Wearing a face covering where you come into contact with people you don’t 
normally meet in enclosed and crowded spaces. 

c. Washing your hands with soap and water or using hand sanitiser regularly 
throughout the day. 

d. Covering your nose and mouth when you cough and sneeze. 

e. Staying at home if unwell, to reduce the risk of passing on other illnesses onto 
friends, family, colleagues, and others in your community. 

f. Considering individual risks, such as clinical vulnerabilities and vaccination 
status. 

20. The Government will continue to urge people to get vaccinated, and to self-isolate and 
get tested if they have symptoms. It will remain a legal requirement for people to self-
isolate if they test positive or are told to do so by NHS Test and Trace. The public will 
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continue to be encouraged to download and use the latest version of the NHS COVID-
19 app to help reduce the spread of the virus. 

21. Individuals may choose to limit the close contact they have with those they do not 
usually live with in order to reduce the risk of catching or spreading COVID-19, 
particularly if they are clinically extremely vulnerable. It is important to respect and be 
considerate of those who may wish to take a more cautious approach as restrictions 
are lifted. 

3. RETAIN PROPORTIONATE TEST, TRACE AND ISOLATE 
PLANS  

22. Test, Trace and Isolate has an important ongoing role in managing the virus and 
reduces the risk of potentially dangerous variants spreading. The Government expects 
the Test, Trace and Isolate system will remain necessary through the autumn and 
winter. 

23. Continued take-up and compliance is essential to supporting the country in living with 
the virus through autumn and winter.  

24. Symptomatic testing will continue to be available. Tracing and isolation will remain key 
to monitoring and containing the spread of the virus, augmented by use of the NHS 
COVID-19 app (though checking in or providing contact details to venues will now be 
voluntary). 

25. Regular asymptomatic testing will continue to help find cases and break the chains of 
transmission. It will help the transition as people manage their personal risk, whilst 
also protecting others. It will be particularly focused on those who are not fully 
vaccinated, those in education, and those in higher-risk settings such as the NHS, 
social care and prisons. People may also wish to use regular rapid testing to help 
manage periods of risk such as returning to the workplace, after close contact in a 
higher risk environment or when spending prolonged time with a more vulnerable 
individual. Community testing will support local authorities to focus on 
disproportionately-impacted and other high-risk groups. 

26. The Government intends to exempt people who have been fully vaccinated from the 
requirement to self-isolate if they are a contact of a positive case, with a similar 
exemption for under 18s (as above). Anyone who tests positive will still need to self-
isolate regardless of their vaccination status. Further details will be published in due 
course and the changes are likely to come into effect later in the summer.  

27. Until at least the end of September, self-isolation enforcement and support will 
otherwise continue as it is now. Positive cases and close contacts who cannot work 
from home and would experience financial hardship from isolation may be eligible for 
the £500 Test & Trace Support Payment or financial support from their local authority. 
Practical support for isolation will also continue to include a medicines delivery service 
and assistance provided by local authorities.  
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4. MANAGE RISKS AT THE BORDER AND SUPPORT A GLOBAL 
RESPONSE  

28. Variants of Concern pose the biggest threat to the progress the country has made in 
easing restrictions through the roadmap. Variants will continue to emerge globally in 
the coming months and years, and there may be variants which evade immune 
responses, weakening the protection given by vaccines. To manage and respond to 
the risk posed by variants, the Government will retain a robust set of measures, 
including its health measures at the border.  

29. The Government has implemented its traffic light system for international travel, 
established by the Global Travel Taskforce (GTT), which sets out the measures 
applying to arrivals from Red, Amber and Green countries.14 These risk ratings are 
kept under regular review, updated every three weeks, or more urgently if the health 
picture dictates. It is important that people continue to follow the rules that apply to the 
country from which they have travelled. 

30. The GTT also set out three checkpoints at which the Government would review the 
measures applying to each risk tier, to ensure they remain proportionate. At the first 
review point on 28 June, the Government confirmed that the majority of measures 
would remain in place, but set out its intention that arrivals from amber countries who 
were fully vaccinated15 would no longer need to isolate from later this summer. The 
Transport Secretary will set out further details shortly.  

31. Continuing to protect the UK also means controlling transmission globally to keep 
people everywhere safe, and prevent the continued emergence of Variants of 
Concern. Travel restrictions will continue to be part of that. In support, the G7 agreed 
to intensify discussions to deliver a safe and sustainable restart to international travel. 
The Government is committed to delivering this agenda with the G7, and through 
dialogue with the USA and the EU. 

32. Under the UK’s Presidency, G7 leaders have agreed a plan to accelerate global 
vaccination, prioritising access to vaccines in developing countries. Alongside 
pledging to provide 1 billion doses through finance and dose sharing over the next 
year (including 100 million doses from the UK), the G7 will work with other 
international partners to boost supply and support distribution and vaccination 
programmes. The UK is one of the biggest donors to the Access to COVID-19 Tools 
Accelerator (ACT-A), whose COVAX facility has so far provided over 95 million doses 
to 134 countries.16 Over 90% of these were the Oxford-AstraZeneca vaccine, the 
development of which was supported with funding from the UK Government.  

33. The Prime Minister also announced plans for a new global pathogen surveillance 
network (‘Global Pandemic Radar’) in May.17 The UK is working with the World Health 
Organisation (WHO) and others to get the Radar up and running so the world can 
better detect and respond to Variants of Concern and improve readiness to prevent 

 
14  https://www.gov.uk/government/publications/global-travel-taskforce-safe-return-of-international-travel 
15  Full vaccination: 14 days after completing a full course of vaccination, whether that requires two doses or 

one dose (according to the MHRA authorised schedule) 
16  https://www.gavi.org/covax-vaccine-roll-out 
17  https://www.gov.uk/government/news/pm-announces-plan-for-global-pandemic-radar 

https://www.gov.uk/government/publications/global-travel-taskforce-safe-return-of-international-travel
https://www.gavi.org/covax-vaccine-roll-out
https://www.gov.uk/government/news/pm-announces-plan-for-global-pandemic-radar
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and respond to future pandemics. The UK’s world leading genomic sequencing 
capability will form a key contribution to detecting and responding to variants, and the 
UK is already supporting India, Nigeria and Brazil to improve their capabilities in 
this area.  

5. RETAIN CONTINGENCY PLANS  

34. Even after the end of the roadmap, significant risks will remain, particularly from 
Variants of Concern which could escape vaccines. The virus will still continue to 
circulate at home and abroad, and this winter COVID-19, combined with a resurgence 
of influenza and other respiratory diseases, may cause additional strain on top of 
normal winter pressures on the NHS. The Government may need to take measures to 
help manage the virus during periods of higher risk, such as winter, but will as far as 
possible prioritise strengthened guidance and seek to avoid imposing restrictions that 
have significant economic, social and health costs. 

35. Alongside controls at the border, the Government has a range of tools to manage and 
respond to the risk of variants, including surveillance, genomic sequencing, outbreak 
management and pharmaceutical interventions (including revaccination). The 
Government will maintain contingency plans for reimposing economic and social 
restrictions at a local, regional or national level if evidence suggests they are 
necessary to suppress or manage a dangerous variant. Such measures would only be 
re-introduced as a last resort to prevent unsustainable pressure on the NHS. The 
Government will also maintain the current regulations until 28 September that enable 
local authorities to respond to serious and imminent public health threats. The 
Government will also publish an updated COVID-19 contain outbreak management 
framework for local areas in due course. 

36. The COVID-status certification review has concluded that the use of certification will 
not be mandated in law as a condition of entry for visitors to any setting at the present 
time. The review recognises the concerns expressed over certification, including the 
burden it would place on business. However, it is possible that certification could 
provide a means of keeping events going and businesses open, if the country is facing 
a difficult situation in autumn or winter. Any future implementation would involve 
consultation and appropriate parliamentary scrutiny.  

6. MONITORING DATA AND REVIEWING MEASURES 

37. The Government will continue to monitor the data on a regular basis to ensure there is 
no danger of the NHS facing unsustainable pressure.  

38. Later in the year, the Government will assess the country’s preparedness for autumn 
and winter. The Government will review the Coronavirus Act and remaining 
regulations in the early autumn to consider which requirements need to continue 
through the winter.  

 



 
 

1 
 

 
 
  

What are 
the hazards? 
 

Who might be 
harmed  

Controls Required Additional Controls 
 

Action by 
who? 

Action 
by 
when? 

Done 

 
Spread of 
Covid-19 
Coronavirus 
 

 
• Council staff 
• Volunteers 
• Visitors to your 

premises 
• Cleaners 
• Contractors 
• Drivers 
• Vulnerable groups 

– elderly, pregnant 
workers, those with 
existing underlying 
health conditions 

• Anyone else who 
physically comes in 
contact with you in 
relation to your 
council 

 
 
 

 
Hand Washing 

• Hand washing facilities with 
soap and water in place 

• Stringent hand washing 
taking place 

• See hand washing guidance. 
• https://www.nhs.uk/live-

well/healthy-body/best-way-
to-wash-your-hands/ 

• Drying of hands with 
disposable paper towels 

• https://www.nursingtimes.ne
t/news/research-and-
innovation/paper-towels-
much-more-effective-at-
removing-viruses-than-hand-
dryers-17-04-2020/ 

• Council staff encouraged to 
protect the skin by applying 
emollient cream regularly  

 
Council staff to be reminded on a regular 
basis to wash their hands for 20 seconds 
with water and soap and the importance of 
proper drying with disposable towels. Also 
reminded to catch coughs and sneezes in 
tissues – Follow ‘Catch it, Bin it, Kill it’ and to 
avoid touching face, eyes, nose or mouth 
with unclean hands. Tissues will be made 
available throughout the workplace. 
 
Encourage council staff to report any 
problems and carry out skin checks as part of 
a skin surveillance programme. 
https://www.hse.gov.uk/skin/professional/health
-surveillance.htm 
 
To help reduce the spread of coronavirus 
(COVID-19) reminding everyone of the public 
health advice - 
https://www.publichealth.hscni.net/news/co
vid-19-coronavirus  

MW / HH 
 
Additional 
Paper 
Towel 
Dispenser 
Installed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ongoing 
 
 
 
 
 
July 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ongoing 
 
 
 
 
 
Complete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

COVID-19 is an illness that can affect your lungs and airways and is caused by a virus called Coronavirus. The symptoms can be mild, moderate, 
severe, or fatal. 
 
This is a draft copy of a generic Risk Assessment for dealing with COVID-19 in the workplace. It is not likely to cover all scenarios and each employer 
should consider their own unique circumstances.  Much more specific assessments, such as those for healthcare workers, may look quite different although 
many of the principles would still be relevant. 

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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• https://www.nhs.uk/conditio
ns/emollients/ 

• Gel sanitisers in any area 
where washing facilities not 
readily available 

 
 
 
Cleaning 
Frequently cleaning and disinfecting 
objects and surfaces that are touched 
regularly particularly in areas of high 
use such as door handles, light 
switches and reception areas using 
appropriate cleaning products and 
methods. 
 
 
Social Distancing 
Social Distancing - Reducing the 
number of persons in any work area 
to comply with the 2-metre (6.5 foot) 
gap recommended by the Public 
Health Agency. 
 
https://www.gov.uk/government/pub
lications/covid-19-guidance-on-social-
distancing-and-for-vulnerable-people  
 
Taking steps to review work schedules 
including start & finish times/shift 

 
Posters, leaflets and other materials are 
available for display. 
https://www.gov.uk/government/publicatio
ns/guidance-to-employers-and-businesses-
about-covid-19  
 
 

 
 
Rigorous checks will be carried out by line 
managers to ensure that the necessary 
procedures are being followed. 
 
 
 
 
 
 
 
Council staff to be reminded on a daily basis 
of the importance of social distancing both in 
the workplace and outside of it. 
Management checks to ensure this is 
adhered to. 
 
 
 
 
 
 

Additional 
Sanitiser 
purchased 
and 
distributed 
around the 
office 
space 
 
External 
Cleaners 
attend 
weekly, 
surface 
wipe down 
by officers 
after 
meetings 
 
Desks 
exceed 2m 
apart, 
meetings 
spaced out 
and 
windows 
opened 
 
 
Both 
officers 

 
 
 
 
 
July 2021 
 
 
 
 
 
 
 
 
 
 
Ongoing 
 
 
 
 
 
 
 
 
Ongoing 

 
 
 
 
 
Complete 
 
 
 
 
 
 
 
 
 
 
Ongoing 
 
 
 
 
 
 
 
 
Ongoing 

https://www.nhs.uk/conditions/emollients/
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patterns, working from home etc. to 
reduce number of workers on site at 
any one time. Also relocating workers 
to other tasks.   
 
Conference calls to be used instead of 
face to face meetings. 
 
Ensuring sufficient rest breaks for 
council staff. 
 
Wearing of Gloves 
Where Risk Assessment identifies 
wearing of gloves as a requirement of 
the job, an adequate supply of these 
will be provided. Staff will be 
instructed on how to remove gloves 
carefully to reduce contamination and 
how to dispose of them safely. 
 
PPE 
Public Health guidance on the use of 
PPE (personal protective equipment) 
to protect against COVID-19 relates to 
health care settings. In all other 
settings individuals are asked to 
observe social distancing measures 
and practice good hand hygiene 
behaviours. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Council staff to be reminded that wearing of 
gloves is not a substitute for good hand 
washing. 
 
 
 
 
 
 
 
https://www.hse.gov.uk/news/face-mask-
ppe-rpe-coronavirus.htm  
 
 
 
 
 
 
 

now in the 
office, 
office 
remains 
closed to 
the public, 
officer 
take LAT 
tests twice 
weekly 
 
 
Wherever 
possible 
with 
people 
outside 
the council 
n/a 
 
 
 
disposable 
gloves and 
masks 
available 
 
 
 
 
 

https://www.hse.gov.uk/news/face-mask-ppe-rpe-coronavirus.htm
https://www.hse.gov.uk/news/face-mask-ppe-rpe-coronavirus.htm
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Symptoms of Covid-19 
If anyone becomes unwell with a new 
continuous cough or a high 
temperature in the office they will be 
sent home and advised to follow the 
stay at home guidance. 
Senior staff will maintain regular 
contact with council staff members 
during this time. 
 
If advised that a member of council 
staff or public has developed Covid-19 
and were recently on your premises 
(including where a member of the 
council has visited other premises), 
the management team of the council 
will contact the Public Health 
Authority to discuss the case, identify 
people who have been in contact with 
them and will take advice on any 
actions or precautions that should be 
taken. 
 
 
Mental Health  
Council management will promote 
mental health & wellbeing awareness 
to council staff during the Coronavirus 
outbreak and will offer whatever 
support they can to help. 

 
 
 
Senior staff will offer support to staff who 
are affected by Coronavirus or has a family 
member affected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Regular communication of mental health 
information and open door policy for those 
who need additional support. 
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Any views or opinions expressed in this document are for guidance only and are not intended as a substitute for appropriate professional advice. We have taken all reasonable 
steps to ensure the information contained herein is accurate at the time of writing. In relation to any particular risk assessment issues, readers are advised to seek specific 
advice. 
 
BHIB Councils Insurance is a trading name of BHIB Limited. Registered office is AGM House, 3 Barton Close, Grove Park, Enderby, Leicester LE19 1SJ. BHIB Limited is registered 
in England and Wales number 829660. Authorised and regulated by the Financial Conduct Authority under registration number 116675. For more details you can check the 
Financial Services Register by visiting www.fca.org.uk. We are covered by the Financial Ombudsman Service. You can find out more at www.financial-ombudsman.org.uk 
 

 
 
 
 
 
 
Officers 
Councillors 
Sub Contractors 
Invited Guests 
 

Reference - 
https://www.mind.org.uk/information
-support/coronavirus-and-your-
wellbeing/  
 
Arrangements for Meetings 
Official meetings which need to be 
held face to face will adhere to 
government regulations which may 
dictate masks, sanitiser, social 
distancing and ventilation conditions 

 
 
 
 
 
 
Include instructions within agenda 
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Resource 2

How to take stock of mental
health in your workplace 

mind.org.uk/work



Your staff are your business. We can show 
you how to boost staff motivation, loyalty, 
innovation and productivity.

Successful organisations perform 
well because they make employee 
engagement and mental wellbeing key 
priorities. Your organisation can achieve 
this too, but you need to know your 
staff and understand their experiences.
By developing a clear picture of the mental 
health of your organisation, you’ll be able to: 

•	 	understand	the	factors	that	affect	staff	
mental wellbeing in your workplace

•	 	identify	what	you’re	already	doing	to	
support it

•	 	assess	the	impact	your	current	 
approach is having

•	 	plan	further	improvements,	enhance	
morale and increase productivity.

Gathering this information needn’t be 
complicated. In fact, if you ask your staff 
about their experiences, perceptions and 
wellbeing levels – either formally or informally 
– you’ve probably got a lot of it already.
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This resource helps you take stock of 
mental health across your workplace, 
with advice on how to collect vital 
information about your employees’ 
wellbeing in a joined-up and 
comprehensive way.

Section one
explains the key factors you should 
look at when assessing mental health 
in your workplace.

Section two
provides practical guidance on how to 
collect and measure the information 
you gather.

Section three
provides guidance for line managers 
on how to monitor the mental wellbeing 
of the people in their teams.



All organisations take steps to monitor their 
productivity and effectiveness. Looking at the 
performance of staff is a fundamental part 
of this.

Smart employers know that organisations 
are only as strong as their people and that 
the experiences, wellbeing and motivation 
levels of each and every worker are 
fundamental to how well the organisation 
performs as a whole. And by supporting 
staff mental wellbeing, they reap the 
benefits through enhanced morale, loyalty, 
commitment, innovation, productivity and 
profitability.

Those employers who don’t take stock of 
their staff’s mental wellbeing won’t have a 
clear picture of what’s really going on, which 
means action to achieve good mental health 
in the workplace may be less effective. 
This has a negative impact on everyone – 
employees, employers and the bottom line.

The importance of measuring the wellbeing 
levels of your staff couldn’t be clearer. The 
key areas of your organisation that you 
need to think about when assessing staff 
wellbeing levels are:

•	 employee	experience

•	 organisational	culture

•	 mental	health.

You probably already have systems in 
place (such as staff surveys, HR data and 
appraisals) for taking stock in these key 
areas, but they may not give you the whole 
picture. For example, in many organisations, 
staff mental wellbeing is not fully integrated 
into the monitoring process and there may 
be a lack of understanding about what 
factors affect staff mental health.

You don’t need to reinvent the wheel to find 
out about your employees’ mental wellbeing. 
Just think about how you could do this by 
using the tools you already have to capture 
information. Then take steps to make sure 
relevant questions are integrated into these 
existing tools. This will help you to build up 
a good picture of the mental health of your 
organisation, without creating extra work.

We’ll now look at each of the key areas in turn. 

1. The key factors that affect mental wellbeing
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In this section we’ll look at the key 
factors you need to think about when 
setting out to measure your employees’ 
mental wellbeing.
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Employee experience
When employees feel that their work 
is meaningful and that they are valued 
and supported, they tend to have higher 
wellbeing levels and be more committed to 
the organisation’s goals. Employees who 
are engaged in this way have been shown 
again and again to deliver improved business 
performance. Resource 1: Introduction to 
mentally healthy workplaces highlighted the 
close relationship between mental health and 
employee engagement.

The key factors that influence the 
experience of employees and their wellbeing 
levels include:

•	 	Workload	– Do workloads match employees’ 
abilities and experience, are deadlines 
reasonable and mutually agreed?

•	 	Autonomy	– Are employees involved in 
planning their workload and deciding how 
they do their job?

•	 	Clarity	– Are roles, responsibilities and 
expectations clearly defined and do people 
understand how their role fits into the 
bigger picture?

•	 	Personal	development	– Are employees 
given regular opportunities for learning, 
training, career development and 
promotion?

•	 	Management	– Do managers develop and 
reward the capabilities of staff? Do they 
empower rather than control or restrict 
them? 

  Do they treat employees with respect and 
praise good work? 

  Do they communicate expectations clearly, 
make sure that work is clearly defined 
and help staff to manage their workloads 
by reaching agreement on reasonable 
deadlines? 

  Do they create opportunities for coaching 
and learning and take steps to promote a 
culture of open dialogue and mutual trust? 

•	 	Physical	work	environment	– Is it suitable? 
You may want to consider noise levels, 
lighting, space and temperature, for 
example.

•	 	Personal	issues	– Are line managers 
aware of issues affecting employees such 
as illness, bereavement, financial worries 
or other stress-related factors which 
might affect their ability to cope at work? 
Do they have a way of finding out? Are 
policies in place and are managers trained 
to deal with such issues?



Resource 2:  How to take stock of mental health in your workplace

5

Organisational culture
The culture of an organisation has a 
huge impact on levels of staff wellbeing. 
Employees need to see that their 
organisation lives up to its values and treats 
its people well. Having strong leadership 
and a culture that values staff helps to build 
trust and integrity. Open dialogue and staff 
involvement in decision-making are also vital 
to support a positive culture. 

The key factors that influence organisational 
culture include:

•	 	Work/life	balance	– Are staff supported 
to work sensible hours, take lunch breaks 
and to rest and recuperate after busy 
periods? 

•	 	Leadership	– Are leaders visible and 
accessible? Do they provide a strong 
vision which inspires ownership and 
commitment from staff? Do leaders 
clearly show how each employee’s work 
contributes to this vision? Is there a system 
of impartial and supportive supervision and 
appraisal structures?

•	 	Change	management	– Are changes 
at work (for example, management, 
organisation, work content and use of 
new technology) managed in a way 
that involves staff and tries to listen and 
respond to their views? 

•	 	Communication	– Is communication open, 
effective, manageable and responsive? 
Are leaders open about what’s happening 
in	the	organisation	where	possible?	Can	
staff access the information they need 
to do their job, while avoiding the risk 
of	information	overload?	Can	staff	seek	
support to get the balance right?  

•	 	Being	listened	to	– Does the opinion of 
staff count? Are employees’ views sought 
out, listened to and acted on? Do staff feel 
able to speak out and challenge when 
appropriate?

•	 	Relationships	– Is the workplace a mutually 
supportive environment in which teamwork 
and collaboration is encouraged and 
supported? Does the organisation promote 
positive behaviours to avoid internal 
conflict and to promote team-working and 
information-sharing? 

•	 	Diversity	and	inclusion	– Does the 
organisation take steps to ensure that 
employees don’t feel isolated due to the 
nature of their work or as a result of their 
identity or background – for example, 
because of cultural or religious beliefs, 
ethnicity, sexual orientation, disability, age 
or gender?
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Mental health
What an organisation says and does about 
employee wellbeing and mental health can 
speak volumes about its values and culture.

Everyone needs to take care of their mental 
health just as they would their physical 
health. And considering how much time we 
spend at work, it’s not surprising that it can 
affect our mental health. The extent to which 
an organisation recognises this and takes 
positive action to support employees’ mental 
health makes all the difference. 

The key factors that influence mental health 
in the workplace include:

•	 	Mental	health	on	the	agenda	– Is there an 
awareness of mental health at all levels in 
the organisation? How are mental health 
and stress talked about (if at all)? Are 
employees aware of the mental health of 
their colleagues and themselves and of 
what factors may affect this? Do leaders 
and managers create space for staff to 
raise issues and give them permission to 
talk about home as well as work issues? 

•	 	Policies	and	practices	– Does the 
organisation have clear and specific 
policies for managing mental health at 
work? A wide range of policies and 
practices interact closely with staff 
wellbeing and mental health, but many 
don’t properly reflect this. Are your 
policies joined up and inclusive of mental 
health? Are there any gaps? Section two 
lists the relevant policies you may want to 
consider. 

•	 	Confidence	of	managers	– Are line 
managers trained, supported and confident 
on mental health? Are they given stress 
management training for example? Do 
they have clear guidelines on mental 
health issues? Do they feel equipped to 
support staff who are experiencing mental 
health problems like anxiety, stress or 
depression? Do they regularly ask staff 
about their wellbeing?

•	 	Staff	perceptions	– How do employees 
feel about mental health? Are they 
confident that they can be open about 
health issues and that they will be taken 
seriously if they disclose a mental health 
problem?

•	 	Support	pathways	– What support is 
provided for staff experiencing a mental 
health problem? Do employees have a 
good understanding of how mental health 
is managed in the workplace and what 
support pathways (internal and external) 
are available? Does the organisation 
provide stress coaching to individuals?

•	 	Prevalence	of	mental	health	problems	– 
Do you know how many of your staff 
have a mental health problem? A question 
in the staff survey can be a good way 
of capturing this data, reinforced by 
the message that your organisation will 
respond proactively. Are detailed records 
kept on sickness absence? Are records 
used to analyse the workplace causes 
of poor mental health and to identify and 
tackle any issues?
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If you work in HR or are on the senior 
management team and you want to collect 
and measure information about mental 
wellbeing at an organisational level, you can:

•	 carry	out	a	policy	review

•	 capture	employee	experiences

•	 use	human	resources	data

•	 develop	an	action	plan

•	 	build	temperature	checks	into	the	
organisation’s culture.

We’ll now look at each of these in detail.

Carry out a policy review
Think about the policies and practices you 
have that interact with staff wellbeing:

•	 	Find	out	if	you	have	clear	policies	
to support wellbeing and manage 
stress. These should set out 
the organisation’s approach to:
 promoting wellbeing for all staff, tackling 
the causes of work-related mental 
health problems like stress and anxiety,
 and supporting staff who are experiencing 
mental health problems.

•	 	Check	that	mental	wellbeing	is	at	the	
heart of other policies relating to staff 
wellbeing such as: health and safety,
 working time, sickness absence and  
return-to-work.

2.  Collecting and measuring information  
about mental wellbeing

In this section we’ll help you build 
on what you already do to capture 
information and show you how to 
develop this into a framework that gives 
a clear picture of mental health in your 
organisation.
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•	 	Review	policies	for	performance	
management, disciplinary action, 
recruitment, change management and 
redundancy to ensure they take account 
of the impact these processes can have on 
employees’ mental wellbeing.

•	 	Additionally,	policies	on	performance	
management and disciplinary action 
need to recognise that an employee’s 
performance or behaviour can be 
affected if they are experiencing a mental 
health problem. Appropriate support and 
adjustments should be explored before 
proceeding with formal action. 

•	 	Review	policies	that	relate	to	the	
workplace culture such as equality, 
diversity, inclusion and bullying and 
harassment, and make sure they reference 
mental health.

•	 	Make	sure	the	organisation’s	approach	
to employee engagement and personal 
development recognises the key role that 
these approaches play in maintaining staff 
mental wellbeing.

Capture employee experiences
Think about how you currently find out 
about the experiences, perceptions and 
wellbeing levels of your staff: 

•	 	Does	your	organisation	run	a	staff	
satisfaction survey? They’re a great tool to 
help you understand the factors that affect 
staff wellbeing.

•	 	Look	at	the	key	factors	outlined	in	
Section one under employee experience, 
organisational culture and mental health,  
and think about questions you can ask in 
the survey to capture this information.

•	 	A	staff	survey	will	probably	already	ask	
staff about things like their workload, 
leadership and management, opportunities 
for personal development and internal 
communication. However, it may not make 
the links between these issues and the 
impact they have on employees’ mental 
wellbeing. It also might not ask specific 
questions about mental health.

•	 	Integrating	the	themes	identified	in	Section	
one (employee experience, organisational 
culture and mental health) into your staff 
survey will improve the quality of the data 
you have and can help you to quickly 
identify any particular areas that need 
immediate attention.
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Use human resources data
You can supplement what you know about 
the employee experience with data that 
the organisation collects on things such as 
absenteeism and staff turnover and with  
feedback gathered in exit interviews.

Both the frequency with which employees 
take sickness absence and the reasons that 
they give can provide some clues about your 
organisation’s mental health.

However, these data need to be treated 
with caution and you shouldn’t make any 
assumptions. For example, a recent survey 
found that while stress has forced one in 
five workers to call in sick, 90 per cent say 
they have lied to their boss about the real 
reason for not turning up.1  

If mental health isn’t routinely spoken 
about in your workplace, then you should 
be particularly careful about how you 
interpret data. Low levels of reported 
mental health-related sick leave among 
staff may not necessarily mean that only 
very few of your staff are experiencing 
mental health problems. In fact, this may 
instead be masking the fact that people are 
experiencing mental health problems but 
don’t feel comfortable to disclose, because 
they are concerned they will face prejudice. 

Being more proactive on staff mental health 
and wellbeing sends a clear signal to staff 
that their mental health is valued. This should 
encourage staff who are experiencing a 
mental health problem to disclose this and to 

seek support sooner, which can help people 
to recover more quickly. In some cases, this 
may mean staff are able to remain in work, 
but if they do need to take sick leave this 
will help employers to properly plan for and 
manage their return to work. 

Develop an action plan
After undertaking the steps above, you 
should be able to identify what you do well 
and what you need to improve in relation to:

•	 ensuring	a	positive	employee	experience

•	 	promoting	a	healthy	and	supportive	
workplace culture

•	 	effectively	managing	and	supporting	the	
mental health of staff.

You can then use this information to 
plan out the key areas that you need to 
address including timescales and targets 
where possible. Some aspects may need 
to be taken forward by HR or the senior 
management team – such as reviewing 
policies or setting up new systems. Other 
areas may need staff input so you could set 
up a staff working group to explore possible 
solutions.

You should schedule regular reviews of the 
plan and keep staff informed of progress. 
You should also routinely carry out further 
assessments of workplace wellbeing. This 
will help you to monitor impact and identify 
emerging priorities. 

1	Populus	poll	for	Mind	of	2,060	adults	in	England	and	Wales	in	employment	–	polled	between	6	and	10	March	2013.
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Build temperature checks into
the organisation’s culture
Embedding a culture of regular one-to-ones 
and open dialogue, where conversations 
about mental health are normalised, will 
ensure that staff wellbeing is routinely 
monitored throughout the organisation.

You can do this by:

•	 	encouraging	managers	to	speak	regularly	
with their team members about how they’re 
doing, and to explore with them what might 
be impacting on their mental wellbeing

•	 	making	sure	your	appraisal	and	
supervision procedures ask about mental 
wellbeing and stress

•	 	creating	the	right	environment	and	giving	
staff permission to talk about home as well 
as work issues.

These steps can also help to create a 
more open culture that supports employee 
engagement and builds mutual trust.

Section 3 gives practical tips to help line 
managers embed these ideas into their own 
practice and support mental wellbeing in 
their teams.
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Reflect on your managerial style
How people are treated and managed 
on a day-to-day basis is central to their 
mental wellbeing and to how motivated and 
engaged they feel.

•	 	Do	you	tailor	your	management	style	to	
suit the needs of each staff member and 
task? A good approach is to ask your staff 
what support they need from you. 

•	 	Do	you	regularly	ask	your	staff	how	
they’re doing? 

•	 	Do	you	develop	an	atmosphere	of	trust	by	
regularly asking for feedback about the 
support you provide? 

•	 	Do	you	make	sure	that	deadlines	are	
reasonable, that work is clearly defined 
and well matched to each employee’s 
abilities and that people understand their 
role in the bigger picture?

Capture employee experiences
If your organisation runs a staff survey 
and it asks about the factors outlined in 
Section one under employee experience, 
organisational culture and mental health, 
then you may be able to gather information 
about your team’s wellbeing from that. This 
could form the basis of a team action plan of 
the key issues to address.

You could take this further, with the support 
of your HR department, by holding a session 
at a team meeting:

•	 	Ask	people	for	their	thoughts	on	what	a	
mentally healthy team looks like in terms 
of values and behaviours.

•	 	Ask	people	for	their	thoughts	on	what	the	
team does well to promote good mental 
health and how this can be built upon. 

•	 	Ask	people	to	share	what	is	currently	
impacting negatively on their mental 
wellbeing in the workplace. 

•	 	Ask	people	to	group	these	issues	under	
the following headings:

 1.  What do we have control over?

 2.  What do we have influence over?

 3.  What issues are beyond our control  
and influence?

3. Guidance for line managers

In this section, we provide some 
guidance for line managers on how 
to monitor the mental wellbeing of the 
people in their teams.
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Develop a team action plan
The issues that you have control and 
influence over should form the basis of 
your action plan. You can ask your team to 
prioritise what they think the key issues are 
and agree timescales together. You could 
also explore whether team members want 
to lead on certain parts of the action plan 
so people start to recognise that everyone 
has a role to play in maintaining a mentally 
healthy workplace.

Build temperature checks into
the culture of the team
You can do this at an individual level by 
speaking regularly with your team members 
to check how they’re doing and to reflect 
on what might be causing them stress. 
You can also do this at a team level by 
adding a standing item to team meetings 
where people talk about mental wellbeing 
and stress as a group. This will help to 
embed positive attitudes and normalise 
conversations about mental health.



We’re Mind, the mental health charity.
We believe no one should have to face a mental health 
problem alone. We’re here for you. Today. Now. 
Whether your stressed, depressed or in crisis. We’ll 
listen, give support and advice, and fight your corner.

Our	Taking	Care	of	Business	campaign	aims	to	give	
employers simple, inexpensive and practical ways to 
improve mental wellbeing and employee engagement.

mind.org.uk/work
work@mind.org.uk

Support us
Mind	is	a	charity	and	we	rely	on	donations	to	 
continue	our	work.	Please	visit	mind.org.uk	or	call	 
0300 999 1946 to find out how you can support us.

Join us
Help us make change happen. Be part of our work. 
Become	a	Mind	member	today.
mind.org.uk/get_involved/membership

Contact us
Mind	Infoline:		0300	123	333	
9am	to	6pm,	Monday	to	Friday

Mind
15-19 Broadway
Stratford
London
E15 4BQ

Find your local Mind at  
mind.org.uk/help/mind_in_your_area

 @MindCharity

  facebook.com/mindforbettermentalhealth

Mind	is	a	registered	charity	No.	219830
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1. What have been your main achievements in during the year? 
 (refer to agreed objectives from previous year if applicable) 

 

Appraisee 

 

 

Appraiser 

 

 

 

 

2. What, if any, special circumstances or difficulties have adversely affected your  
performance, and how could these be alleviated? (eg communication issues, 
misunderstanding) 
 

Appraisee 

 

 

Appraiser 
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3. What do you see as main strengths and how these can best be utilised  in your 
role? (Please refer to the Performance Categories) 

 

Appraisee 

 

 

Appraiser 

 

 

 

Personal Development 
 

4. What do you consider could be done to improve your performance and what  
actions are necessary to facilitate this?  
(eg Training & Development support) 

 

Appraisee 

 

 

  

Appraiser 

 

Performance Categories (this is not an exhaustive list) 
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Specific Job Responsibilities  
 

 

 

 

 

http://www.hughenden-pc.gov.uk/


  
  
  

 

 
www.hughenden-pc.gov.uk ` P a g e  | 5 of 5 clerk@hughenden-pc.gov.uk 
 

Staff Appraisals 

July 2021 

Overall Comments 
 

Any observations on the appraisal should be recorded here. 

 

Appraisee 
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