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The Bishop Wheeler 
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Our Mission 

 

Outstanding Catholic education for all pupils.  As a family of schools, 
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intellectually and personally, putting their faith into action, through 

serving Christ in others, in the church and in the world around them.
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Statement of intent 
 
We value each member of the BWCAT community and commit to supporting the health and wellbeing 
of everyone involved in our schools. This policy aims to complement our Workload and Wellbeing 
Charter (Appendix 1) which has been developed by the BWCAT People Strategy Committee, setting 
out key principles that we will all work to. We want to attract and retain staff who enjoy working in 
our schools and who are fulfilled and developed, with our organisation operating in an environment 
of high professional trust, with our Catholic ethos, integrity and professionalism underpinning our 
approach to accountability. 
 
In the Education Staff Wellbeing Charter, the Department for Education defines wellbeing as “a state 
of complete physical and mental health that is characterised by high quality social relationships.” We 
aim to achieve an open, honest and collaborative culture, always acting with integrity; therefore, 
forming positive relationships across our schools.  
 
We recognise that the health and wellbeing of our staff is important to pupil achievement and the 
performance of the schools in our Trust. 
 
The commitment and care shown by our staff are fundamental to the success of our pupils and the 
culture of our Trust is critical in ensuring that we have an enjoyable and rewarding working 
environment. Our aim is for our schools to be driven by ethical leadership, where we develop, grow 
and retain our staff.   
 
 
 
  

https://stmarysmenston.sharepoint.com/sites/bwcat/Shared%20Documents/POLICY/Wellbeing/DfE_Education_Workforce_Welbeing_Charter_Nov21%20(1).pdf
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1 Legal Framework 
 
This policy has due regard to all relevant legislation and guidance including, but not limited to, 
the following: 
 

• DfE (2022) ‘Workload Reduction Toolkit’ 

• Employment Relations Action 1999 

• Employment Rights Act 1966 

• Equality Act 2010 

• Health and Safety at Work etc. Act 1974 

• The Management of Health and Safety at Work Regulations 1999 
 

This policy operates in conjunction with the following Trust Policies: 
 

• Communication Policy 

• Data Protection Policy 

• Flexible Working Policy 

• Grievance Policy & Procedure 

• Health & Safety Policy 

• Menopause Policy 

• Sickness Absence Policy & Procedure 

• Special Leave of Absence Policy 
 

2 Aims of the policy 
 

2.1 To support and develop a motivated workforce who are able to deliver a high standard of 
education to pupils. 
 

2.2 To help ensure that BWCAT promotes the health and wellbeing of all staff, recognising the 
impact work can have on staff members stress levels, mental and physical health. 
 

2.3 To recognise that excessive hours of work can be detrimental to staff health and effectiveness 
and to consider flexible working practices where possible in line with the Flexible Working 
Policy. 
 

2.4 To communicate the importance of a work-life balance to all staff, and to ensure that all policy 
updates are communicated regularly. 
 

2.5 To respond sensitively to external pressures which affect the lives of staff members. 
 

2.6 To provide staff with training to deal positively with stressful incidents, and provide them with 
a sense of confidence to deal with emergencies via training. 
 

2.7 To improve staff development, co-operation and teamwork by creating effective leaders. 
 

2.8 To make staff aware of the channels which can be used to manage and deal with stress or 
work-related health and wellbeing issues. 
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3 Roles 
 

The Trust Board / Academy Council: 
 

3.1 Will take overall responsibility for implementing this policy and ensuring that staff enjoy a 
reasonable work-life balance. 
 

3.2  Will adopt the appropriate policies in respect of ‘family friendly’ employment, including 
consideration of part-time working, flexible working patterns etc., where this can be 
implemented without detriment to the operational requirements of the individual school and 
in line with the BWCAT Flexible Working Policy. 

 
3.3 Will ensure that clear procedures are in place that will minimise the levels of stress caused to 

staff when following formal procedures such as the Capability, Grievance, Sickness Absence 
or Disciplinary Policy. 

 
3.4 Will provide a range of strategies for involving staff in the school decision making processes. 

 
3.5 Will review the demands on staff, and seek practical solutions wherever possible. 

 
3.6 Will provide personal and professional development such as Dignity and Respect 
 training, mental health awareness etc. 
 
3.7 Will ensure that policy changes affecting staff are consulted with Trade Unions via the Joint 

Negotiating and Consultative Committee (JCNC) and the school’s Professional Association. 
 

3.8 Will ensure all policies that affect staff wellbeing are properly adhered to and regularly 
reviewed. 
 

3.9 Will review data in any cases that allow monitoring of this policy, such as, but not 
 limited to the following: 
 

• Exit interviews 

• Grievance, bullying and harassment cases  

• Referrals to EAP counselling service / other mental health services 

• Sickness and absence data and staff turnover 

• Reports of violent incidents against staff 
 

The Headteacher / Executive Headteacher / Chief Operating Officer: 
 
3.10 Will promote staff enjoying a reasonable work-life balance and lead by example in this 
 regard. 
 
3.11 Will support the Academy Council in ensuring that strategies are implemented to effectively 

manage and, where necessary, reduce the stress of staff. This includes preventing 
unnecessary stress and ensuring that any work-based stress staff experience is at a 
manageable level. 

 
3.12 Will adopt Trust policies and provide clear guidance regarding time-off for public or 

 trade union duties, or for personal reasons. For further information, refer to the Trust’s 
Sickness Absence Policy and Special Leave of Absence Policy. 

 
3.13 Will ensure that there is clear communication between staff and management with regards 

to all areas of school life. 
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3.14 Will create reasonable opportunities for staff to discuss concerns, and will enable staff to do 

so in an environment where stress is not considered a weakness. 
 
3.15  Will ensure that all staff are aware of and trained in-line with the school’s priorities and 

offered opportunities for development. 
 
3.16 Will monitor and review any supportive measures that are planned and assess their 

effectiveness. 
 
3.17  Will conduct risk assessments for work-related stress in consultation with senior staff. 
 
3.18 Will make individual interventions such as short-term rehabilitation and return to work plans 

and longer-term reasonable adjustments to work in conjunction with HR. 
 
3.19 Organise extra support for staff during times of increased stress, e.g. during Ofsted 

inspections. 
 

3.20 Encourage all staff to take advantage of any initiatives introduced to promote wellbeing and 
effective working e.g. Employee Assistance Programme (EAP). 

 
3.21 Ensure that where any staff members are engaging with any informal or formal employment 

 process, they are offered the support of an HR colleague for the sole purpose of providing 
wellbeing support during the process.  This would be a different HR colleague to that involved 
in any process. 

 
3.22 Ensuring all staff have access to this policy, including all new staff. 
 

Staff: 
 
3.23 Will make themselves aware of the following Trust policies: 
  

• Appraisal for teachers / support staff 

• Capability Policy & Procedure 

• Communications Policy 

• Disciplinary Policy & Procedure 

• Flexible Working Policy 

• Grievance Policy & Procedure 

• Leave of Absence Policy  

• Menopause Policy 

• Sickness Absence Policy & Procedure 
 

3.24 Will assist in the development of good practice and ensure that they do not, through their 
actions or omissions, create unnecessary work for themselves or their colleagues. 

 
3.25 In the first instance will ask their line manager for help or support if required. This includes 

understanding that a good relationship requires communication from both parties and 
therefore it is important that issues are raised at the earliest possible moment so that effective 
strategies can be put in place to manage workloads. 

 
3.26 Will identify opportunities for development and take advantage of those offered by the 

school. 
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3.27 Maintain a healthy work-life balance and attend any events and training opportunities 
promoting health and wellbeing. 

 
3.28 Should be able to recognise the early signs of their own mental health issues and be 

considerate to colleagues who may be exhibiting signs of stress. 
 
3.29 Will apply for any requests for leave of absence giving as much notice of such requests as 

possible, and be open and honest about the reasons for sickness absence, including being 
open to discussing stress.  

 
3.30 Will share, in an appropriate and professional manner, their views, ideas and feelings about 

all issues concerning the school at informal gatherings, questionnaires and formal meetings.   
 

3.31 Will support colleagues if they become stressed, which may include practical assistance or 
emotional reassurance or signposting to SLT / EAP / Catholic Care / HR team. 

 
3.32 Report any concerns they have about colleagues’ stress and/or mental health to the 

Headteacher or line manager. 
 
3.33 Report any immediate welfare concerns as soon as possible to the Headteacher or a member 

of the Senior Leadership Teams. 
 
3.34 Will participate in the school’s Performance and Development Review, the purpose of which 

is to establish a framework for a clear and consistent review of the performance of staff and 
for supporting their development. 

 
4 Actions to support new staff 
 
4.1 Practical actions to support new staff 
 
 These may include but not be limited to: 
 

• Arrange visits prior to taking up new post wherever possible. 

• All staff will be made to feel welcome and given as much support as required. 

• All staff are to be issued with a name badge on arrival on their first day. 

• All new staff will receive the staff induction pack/staff handbook. This will continue to 
include all important policies (or information about where they can be found) and will 
include this policy on Staff Wellbeing. 

• All staff will be given a school induction arranged by the Headteacher or delegated staff 
member. 

• At the end of the first week of employment, new staff will have an informal review with 
a senior member of staff or line manager. 
 

5 Procedures for handling issues of wellbeing 
 
5.1 The Headteacher, Executive Headteacher, Senior Leadership Team and Middle Leaders must 

encourage the creation and maintenance of an atmosphere where all staff feel comfortable 
asking for help or raising concerns.  
 

5.2 The Headteacher, Executive Headteacher, Senior Leadership Team and Middle Leaders should 
be sensitive to any problems which may cause staff stress-related issues and should act in a 
professional, fair, consistent and timely manner if a concern arises. 
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5.3 Where additional professional advice is required, the school has contacts with 
 Occupational Health and other professional services via the BWCAT HR team and these 
avenues should be utilised. A mediation service could also be supportive in order to assist staff 
members to return to normal working relationships.  This could be accessed via the EAP or 
other agency e.g. ACAS.  Where this may be appropriate, it will be discussed with the staff 
affected by the situation. 

 
5.4 Staff should be signposted towards the Trust’s Employee Assistance Programme (EAP) via the 

Education Support website Education Support - the mental health and wellbeing charity for 
education staff for information, support and use of the confidential helpline available 24 hours 
a day, 7 days a week.  This free and confidential helpline is staffed by qualified counsellors and 
is available for all BWCAT staff. 

 
5.5 Where necessary, staff should be encouraged to use the confidential self-referral 

 counselling service available through the Trust’s Employee Assistance Programme 
 (EAP).  This service provides staff with concerns to obtain advice and support outside of the 
workplace. This can be accessed via the Education Support website at 
educationsupport.org.uk/onlinesupport.  For further details, see Appendix 3.  

 
5.6 The school will provide support to any staff facing high levels of stress in the workplace, as 

well as other work-related issues which are having/have the potential to have negative 
impacts on the staff members’ health and wellbeing. The various options for dealing with such 
issues should be discussed with staff members where appropriate. In some cases, this may 
include external support such as the EAP programme or counselling support via Education 
Support.  

 
5.7 During this time, the school will ensure that at all times the staff members’ privacy and dignity 

is respected. This means maintaining confidentiality, upholding the staff members’ rights as 
well as dealing with the member of staff sensitively. 

 
6 Procedures to promote staff wellbeing 

 
These could include: 
 

• Regular communication via staff briefings, staff bulletins, emails 

• Promoting the continuing professional and development for all staff  

• Engagement with the Trust’s Performance and Development Review cycle 

• All staff encouraged to contribute to the School Development Plan 

• All staff invited to whole school training events 

• Disaggregated training days 

• Collaborative planning and development time for teaching staff 

• Using teaching staff for rarely cover 

• Feedback Policy 

• Use of flexible working for staff where possible 

• Regular staff social and support events e.g. whole school coffee breaks, quiz nights, staff 
initiatives, staff committee etc. 

• Recognition of important personal events e.g. weddings, births etc. 

• Designated areas for teams to relax, work and support colleagues 

• Support staff to support the wider workforce 

• Regular meetings with Professional Associations 

• All staff encouraged to complete a Staff Health and Wellbeing Survey 
 
 

https://www.educationsupport.org.uk/
https://www.educationsupport.org.uk/
file:///C:/Users/a.whelan/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/ZN1S4WDA/educationsupport.org.uk/onlinesupport
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7 Identifying warning signs 
 

7.1 The Trust recognises that individuals will react differently to stressful situations and become 
stressed by a variety of different issues throughout their working life. 
 
The following sources of stress can often be attributed to work: 
 

• Overworking or undertaking work that does not match the individual’s skills and abilities 

• Fear of change and trying to cope with change e.g. advancements in technology 

• Insufficient workload or not being able to use skills 

• Lack of job security 

• Poor relationships with colleagues and a lack of involvement 

• Harassment or bullying 

• Crisis management 

• Lack of long-term planning 

• Engagement with any informal or formal employment procedures 
 
7.2 The Trust recognises that home and personal lives can also prove stressful for staff; 

bereavement, separation, financial and family problems (including caring responsibilities) 
make people more vulnerable to stress at work.  It is common that a combination of stress at 
home and work can make people particularly stressed. 
 

7.3 We will strive to identify and deal with symptoms of stress quickly in order to maintain a 
healthy workplace and we have a legal requirement to actively respond where any staff 
member displays symptoms of work-related stress. 
 
The following indicators can help staff identify stress in themselves or others. 
 
All indicators listed below are examples, this is not an exhaustive list: 
 

Behavioural indicators 

• Changes in eating habits 

• Compulsive habit forming 

• Difficulty sleeping 

• Engaging in unhealthy behaviours 

• Increased smoking, vaping or drinking 

• Overeating or developing an eating 
disorder 

• Social withdrawal 

• Substance misuse 

Physical indicators 

• Aches and pains 

• Chest pain or feeling like your heart is 
racing 

• Digestive / stomach issues 

• Headaches  

• High blood pressure 

• Muscle tension or jaw clenching 

• Tiredness / exhaustion 

• Weak immune system 

Mental indicators 

• Feeling overwhelmed or on edge 

• Feelings of inadequacy 

• Lack of concentration 

• Low self-esteem 

• Memory loss 

• More emotional than usual 

• Trouble making decisions 

Emotional indicators 

• Anger or irritability 

• Anxious, nervous or afraid 

• Depression 

• Feeling drained and lethargic 

• Hypersensitivity 

• Inability to switch off 

• Loss of sense of humour 

• Unable to enjoy life 
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8 Actions to support staff 
 
8.1 To positively impact wellbeing in our schools, the Trust will ensure that a whole-school 

approach is taken. 
 
To help manage wellbeing, the Headteacher (or other responsible person) will: 
 

• Lead by example and encourage staff to be open if they feel stressed, to take breaks to 
have a healthy work life balance 

• Assist with work and help to manage staff workloads 

• Maintain contact with staff during difficult points in their personal lives, e.g. 
bereavement, allowing sufficient time and supporting them when they return to work  

• Arrange to meet with staff when planning any changes to working practices so that these 
can be discussed openly 

• Promote the Trust’s Employee Assistance Programme (EAP) with Education Support and 
monitor its effectives and impact on wellbeing 

 
8.2 To effectively address workload issues and support staff wellbeing, the Headteacher working 

with SLT may consider the following actions: 
 

• Measure staff wellbeing and identify workload issues by: 
o Commissiong staff workload and wellbeing surveys in line with Trust’s People 

Strategy 
o Organising structured conversations about workload with staff 
o Collating a summary of outcomes from staff surveys and questions 
o Analysing staff workload and identifying which members of staff are spending too 

much time on certain aspects of the job 
o Consider using IT to visually assess where workload issues lie and identify areas of 

focus 

• Review the areas of workload that have been identified using a workload impact graph 
and produce an evaluation of the school’s current workload to highlight any actions that 
will be taken 

• Address the workload issues that have been identified e.g. by undertaking a data 
collection audit and action plan and developing an action plan 

• Implement the Staff Workload Charter to outline the commitment and expectations 
between the Academy Council, SLT and school staff regarding the wellbeing and mental 
health of school staff 

• Evaluate the impact of the actions taken on a termly basis, measuring staff wellbeing and 
identifying new workload issues to address during the next term 

 
The Headteacher will ensure that any changes proposed as a result of the actions outlined 
above are communicated to all members of staff and will report to the Academy Council 
regarding health and wellbeing initiatives in line with the Trust’s Workload and Wellbeing 
Charter.  
 
Individual schools are welcome to appoint their own Wellbeing Committee which will be 
supported by the Trust’s People Strategy Committee to ensure all staff are supported in their 
roles and that actions are implemented to mitigate stress in the workplace. 
 
All new members of staff will be provided with a comprehensive induction and their duties 
regarding their own and their colleagues’ wellbeing will be made clear. 
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The Trust will ensure that all staff returning to work after a period of sickness absence will 
have a return-to-work meeting, and promote a positive, caring strategy for staff in line with 
the BWCAT Sickness Absence Policy and Procedure. 
 
The Trust will ensure wellbeing is promoted and aim to prevent stress through good 
management practices, including the following: 
 

• Fair and transparent recruitment and selection procedures 

• Clear job descriptions and person specifications to ensure the right candidates are 
attracted to apply 

• Clear careers paths for both teaching and support staff  

• Clear line management structure 

• Performance Development and Review cycle 

• Absence management procedures – return to work meetings will ensure that individuals 
are supported back into the workplace following illness 

• Reasonable adjustments are considered for staff as required 

• Harassment and anti-bullying resources 

• Flexible working arrangements, in line with the Flexible Working Policy 

• Annual surveys to better understand the areas of work that have a negative impact on 
staff wellbeing 
 

9 Self-Management 
 
Staff can make changes to avoid and prevent stress and/or poor mental wellbeing, as it is a 
problem that should be tackled and not ignored. 
 
Staff should be encouraged to speak to their colleagues and senior staff if they are struggling 
with their mental wellbeing, or feeling stressed in their personal lives or at work. 
 
Staff are encouraged to take action to manage their own mental health and wellbeing.  These 
actions may include but are not limited to the following: 
 

• Keeping active as a way of releasing emotional intensity and any negative feelings; 
exercise will also help to clear thoughts and deal with problems more calmly 

• Managing their workload and establishing and maintaining a healthy balance between 
work and home life 

• Prioritising their workload throughout the workday, leaving the least important tasks 
until the end of the day and concentrating on the work that will make the biggest 
difference 

• Avoiding unhealthy habits such as drinking, smoking, abusive substances 

• Taking full advantage of the wellbeing initiatives, training and support offered by the 
school 

• Speaking to their line manager in the first instance about any concerns they may have 
regarding their own workload, stress or mental wellbeing 

• Engaging with school, in a manner agreed with the staff member, when they are absent 
from work with mental ill health and try to take up any support which is offered such as 
occupational health, counselling via the EAP etc. to try to support the member of staff 
with a successful and sustained return to work. 
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10 Raising concerns 

 
If any staff member wishes to raise a concern about wellbeing, this can be done by: 
 

• speaking to your line manager 

• speaking to any member of SLT 

• speaking to a member of the HR team 
 

The relevant person will be able to provide the staff member with information about the 
support that is available to them; this may include both from the school and outside sources.  
Examples of these are: 
 

• Employee Assistance Programme (EAP) from Education Support 
o Online resources available 
o 24 hour in-the-moment support along with structured counselling  

• Catholic Care 

• A referral to occupational health via HR 

• Various wellbeing tools  

• Completion of a Wellness Action Plan (for example MIND) 
 

All conversations will be treated confidentially.  However, in some cases such as those that 
directly impact day-to-day activities or may become a safeguarding issue, confidentially may 
not be guaranteed.  If this is the case, the staff member will be made aware of the decision. 
 

11 Review of policy 
 

This policy will be reviewed annually. 
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Appendix 3:   

 

Useful links: 

Anxiety UK charity 
 

Anxiety UK 

ACAS website ACAS 
 

ASCL Help and Advice ASCL 
 

DfE Education Staff Wellbeing Charter Education Staff Wellbeing Charter 
 

Education Support website https://educationsupport.org.uk/onlinesupport 
 

Forward Leeds Alcohol & Drug Support 
for People in Leeds 

Forward Leeds 

GMB Mental Health Matters: Support GMB 
 

Mind website Home - Mind 
 

MindWell Leeds resources & materials 
 

MindWell Leeds 

NASUWT Wellbeing Tools for Teachers NASUWT 
 

NEU Mental Health & Wellbeing NEU 
 

NHS Every Mind Matters website 
 

Every Mind Matters 

NHS Northern Gambling Service Northern Gambling Service 
 

North Yorkshire Horizons (adult alcohol 
and drug recovery service) 

North Yorkshire Horizons 

North Yorkshire Talking Therapies NY Talking Therapies 
 

Samaritans website  
(calls day or night for free) 

Samaritans 
Call 116 123 

Unison member support and services Unison 
 

West Yorkshire mental health support 
line 

Call 0800 183 0558 

 

https://www.anxietyuk.org.uk/
https://www.acas.org.uk/
https://www.ascl.org.uk/Help-and-Advice
https://www.gov.uk/guidance/education-staff-wellbeing-charter
https://educationsupport.org.uk/onlinesupport
https://www.forwardleeds.co.uk/
https://www.gmb.org.uk/campaigns/taking-care/mental-health-matters-support
https://www.mind.org.uk/
https://www.mindwell-leeds.org.uk/services-directory/west-yorkshire-24-hour-mental-health-helpline/
https://www.nasuwt.org.uk/news/campaigns/wellbeing-tools-for-teachers.html
https://neu.org.uk/advice/health-and-safety/mental-health-and-wellbeing
https://www.nhs.uk/every-mind-matters/
https://www.northerngamblingservice.nhs.uk/
https://www.nyhorizons.org.uk/
https://northyorkshiretalkingtherapies.co.uk/
https://www.samaritans.org/how-we-can-help/contact-samaritan/
https://www.unison.org.uk/get-help/services-support/

