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LONDON FIRE BRIGADE

Freedom of Information request: Reference number FOI2026/00960
Date of request: 12th August 2026
Request:

I am writing to request information from London Fire Brigade under the
Freedom of Information Act.

Please can you provide the following, for the calendar years: 2021, 2022, 2023,
2024, 2025, and 2026 to date, unless stated otherwise.

1. Does the organisation currently have a staff mental health or wellbeing
policy in place? If yes, please provide a copy of the policy or a link to where it is
publicly available.

2. The total number of employee sickness absence days recorded for mental
health-related reasons, including stress, anxiety, depression, PTSD, trauma or
work-related mental health issues, where recorded.

3. The number of individual staff members who took sickness absence for
mental health-related reasons.

4. The total number of staff referred to occupational health, an employee
assistance programme, counselling, therapy or other psychological support for
mental health-related reasons, where recorded.

5. Of those referrals, the number where the reason included stress, anxiety,
depression, PTSD, trauma or work-related mental health, where recorded.

6. What internal and/or external support is currently provided for employee
mental health? Please specify whether each form of support is internal or
external. This may include, but is not limited to, employee assistance
programmes, occupational health, counselling, cognitive behavioural therapy,
talking therapy, Eye Movement Desensitisation and Reprocessing, peer support,
trauma-informed support, psychological wellbeing checks or other forms of
support.

7. The average waiting time for staff to access mental health support,
including counselling, employee assistance programmes, occupational health or
other psychological support, where recorded.

8. The total annual spend on staff mental health support, employee assistance
programmes, counselling, occupational health or other psychological support
services, where recorded.

9. The total number of employees in the organisation in each year.

Where held, and where disclosure would not risk identifying individuals, would
it be possible to receive the data for questions 2, 3, 4 and 5 broken down by:

* Age band: 18-24, 25-34, 35-44, 45-54, 55-64 and 65 and over
* (Gender: male, female, other



* Job role
* Location of unit or branch by the first half of the postcode

Please supply the data as a spreadsheet, Excel or CSV, rather than as a PDF.

If any part of this request would exceed the cost limit, please treat each
numbered question as a separate request, tell me which part is affected, and
advise how it could be narrowed, in line with the duty to provide advice and
assistance under section 16 of the Act.

Response:
Please see below for the information you requested:

1. Does the organisation currently have a staff mental health or wellbeing
policy in place? If yes, please provide a copy of the policy or a link to where it is
publicly available.

Please see below for a copy of the LFB PN1005 Supporting Health and
Wellbeing policy. Our internal policies are also the following, which can be
found below:

PN1002 Mental Health: promote, prevent and treat

PN690 Managing Stress within the LFB

2. The total number of employee sickness absence days recorded for mental
health-related reasons, including stress, anxiety, depression, PTSD, trauma or
work-related mental health issues, where recorded.

The data for the total number of employee sickness absence days recorded is in
the table below.

Jan-Sep
Gender 2021 2022 2023 2024 2025 | 2026
Female 2914 4035 5677 6467 5975 3500
Male 12547 | 14993 | 17920 | 19107 | 21095 13998
Total 15461 | 19028 | 23597 | 25574 | 27070 17498

Jan-Sep
Age Group 2021 2022 2023 2024 2025 | 2026
18-24 33 27 156 84 191 158
25-34 1799 2077 3500 3557 3704 2692
35-44 5030 7319 8519 7688 7833 5176
45-54 6244 6448 7795 | 10545 | 11901 7037
55-64 2297 2966 3570 3382 3078 2062
65+ 58 191 57 318 363 373
Total 15461 | 19028 | 23597 | 25574 | 27070 17498




Occupation Jan-Sep
al Group 2021 2022 2023 2024 2025 | 2026
Control

Staff 211 208 444 1123 555 466
FRS Staff 2311 3301 3484 3565 4899 3026
Operational

Staff 12939 | 15519 | 19669 | 20886 | 21616 14006
Total 15461 | 19028 | 23597 | 25574 | 27070 17498

Tables indicate total lost working days recorded on StARS, the LFB staff
rotabook due to Sickness, Anxiety & Depression within each calendar year

3. The number of individual staff members who took sickness absence for
mental health-related reasons.

The data for the number of individual staff members who took sickness absence
specifically for mental health reasons is in the table below.

Jan-

Sep
Gender 2021 | 2022 | 2023 | 2024 | 2025|2026
Female 83 94 141 150 139 104
Male 309 332 413 460 491 365
Total 392 426 554 610 630 469

Jan-
Age Sep
Group 2021 | 2022 | 2023 | 2024 | 2025|2026
18-34 59 66 102 119 115 112
35-44 141 163 206 206 207 138
45-54 142 139 179 202 237 156
55+ 50 58 67 83 71 63
Total 392 426 554 610 630 469
Occupati Jan-
onal Sep
Group 2021 | 2022 | 2023 | 2024 | 2025|2026
Control
Staff 10 11 13 25 30 22
FRS Staff 64 61 91 96 114 73
Operatio
nal Staff 318 354 450 489 486 374
Total 392 426 554 610 630 469

Tables indicate total number of staff who had at least one period of sickness
absence due to Sickness, Anxiety & Depression within each calendar year.

4. The total number of staff referred to occupational health, an employee



assistance programme, counselling, therapy or other psychological support for
mental health-related reasons, where recorded.

The Occupational Health contract was launched in 2025. There is no data prior
to this date. The number of staff referred to Occupational Health for 2025 is
391. For 2026, to date the number referred to occupational health is 366.

For the Employee Assistance Programme, the number referred in 2025 is 9. For
reference, the contract was launched on 30t October 2025. The number
referred to the employee assistance programme for 2026 to date is 58.

CTS referrals are a total of 538 between 2025 to 2026.



5. Of those referrals, the number where the reason included stress, anxiety,
depression, PTSD, trauma or work-related mental health, where recorded.

We do not have data for occupational health where it is broken down in the
above categories. However, please see below for the Employee assistance

programme (EAP) and CTS.

EAP
Reason EAP 2025 (contract EAP 2026 to
aunched 30/10/2025 so no data ate
prior to that):
Anxiety 7 32
Traumatic Incident — Work % 6
Traumatic Incident 0 5
Work related stress — Role 0 $]
Depression 1 1

CTS

NB: Reason for referral is reported on at time of close of therapy. For the 2025
to 2026 period, 352 reasons were captured, although a client may report more

than one reason.

Psychological

Psychological and
Physical

Life Stress

72

Anxiety mild to moderate

44

Anxiety severe

Depression mild to
moderate

29

Depression severe

Suicide risk

Anxiety plus depression

Psychological - other

Trauma non-LFB post
incident

Trauma non-LFB acute
stress response

PTSD non LFB related

Trauma both LFB and
non LFB related

Driving anxiety

Trauma - LFB related
Post Critical Incident




Trauma - LFB related 6
Acute Stress response
Post traumatic stress

. 4
disorder
Work related stress - non 5
specific

6. What internal and/or external support is currently provided for employee
mental health? Please specify whether each form of support is internal or
external. This may include, but is not limited to, employee assistance
programmes, occupational health, counselling, cognitive behavioural therapy,
talking therapy, Eye Movement Desensitisation and Reprocessing, peer support,
trauma-informed support, psychological wellbeing checks or other forms of
support.

The following forms of support are available to support LFB employee mental
health.

Internal

Peer Support

Post Critical Incident Contact

Counselling & Trauma Service (CTS) (Cognitive Behavioural Therapy, EMDR,
TFCBT, Person Centred Therapy, Relaxation Techniques, Solution Focused,
Integrative, Psychotherapy)

External
Employee Assistance Programme (EAP)
Occupational Health

7. The average waiting time for staff to access mental health support,
Including counselling, employee assistance programmes, occupational health or
other psychological support, where recorded.

For the Employee assistance programme, LFB staff have immediate access
available 24/7. For Occupational health, in accordance with the key
performance indicator (KPI); this is for an appointment to be offered within 10
days of referral. Individuals can choose to have a later date if they prefer. For
CTS, the KPI is for an appointment to be offered within 10 days of return of
referral forms. 47% were recorded as having an appointment within 10 working
days, although changes to waiting times fluctuate over the year, dependent on
demand and therapist availability.

8. The total annual spend on staff mental health support, employee assistance
programmes, counselling, occupational health or other psychological support
services, where recorded.

We are unable to provide the data for question 8 as the annual spend for each
category is exempt from release under section 43(2) of the FOIA - Commercial
interests as the data is considered commercially sensitive.

Section 43 requires that we consider whether there is a public interest in
disclosing the data or with-holding this information. LFB are of the view that the


https://www.legislation.gov.uk/ukpga/2000/36/section/43
https://www.legislation.gov.uk/ukpga/2000/36/section/43

public interest is best served by the Authority being able to secure the best
terms and prices for its contracts, which means keeping the financial details of
such agreements confidential. The total annual spend for occupational health
services contains commercially sensitive information, the disclosure of which
would, or would be likely to, prejudice the commercial interests of the
organisation. We are also unable to separate the cost for mental health only. For
CTS, staff are directly employed by LFB, so we are unable to share the spend for
this category also as it relates to staff pay. Sharing the annual spend could be
considered contentious and could disadvantage the relevant parties if made
publicly available. We feel that securing the best value in providing wellbeing
staff services within a confidential agreement puts the balance in favour of
withholding the information.



9. The total number of employees in the organisation in each year.

The data for the total number of employees is in the table below.

Occupational 31.12.2 |31.12.2 |31.12.2 | 31.12.2 | 31.12.2 | 30.09.2
Group 021 022 023 024 025 026
Control 113 114 110 122 138 142
FRS 956 944 997 1039 995 1030
Operational 4595 4610 4668 4720 4707 4684
Total 5664 5668 5775 5881 5840 5856

Number of employees recorded on the last day of the

reported period.

We have dealt with your request under the Freedom of Information Act 2000.
For more information about this process please see the guidance we publish
about making a request on our website: https://www.london-fire.gov.uk/about-
us/transparency/request-information-from-us/



https://www.london-fire.gov.uk/about-us/transparency/request-information-from-us/
https://www.london-fire.gov.uk/about-us/transparency/request-information-from-us/
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Introduction

This policy setz out the Brigade'z arrangements how it will promote good mental health, will zeek
to prevent poor mental health, and will treat (support) staff who experience mental health
challenges during their employment.

The Brigade iz committed to enzure that all individualz are treated fairly, with dignity and respect
in their working emvironment, and therefore recognises that staff may need additional
conzideration, support, and adjustmentz during times of mental ill health.

To ensure that staff feel confident to be able to discuss their mental health and to ask for
support/reasonable adjustments to their working practice, thiz policy has been developed to:

(a) PROMOTE

(i}  Provide staff in our organisation with information to raise wider awareness and
underztanding of mental health.

(b} PREVENT

(i}  Provide staff/managers with options that can be accessed to assist in helping prevent
poor mental health taking hold.

(e} TREAT

it Outline what support is available to all staff who may experience epizodes of poor
mental health.

The Brigade’s commitment to thiz responzibility iz outlined in its internal publications; the
Drelivery Plan, Togethemess Strategy, People Services Strategy and Wellbeing Strategy and
various policies, as well as being independently supported by the engagement with extarnal
stakeholders, the rezults of which include the Brigade being a signatory to the Time to Change*
pledge promoted by the mental health charity MIND., and being aceredited by the GLA's London
Healthy Workplace Charter award to Excellence level (highest awardy*=.

* Signad by tha Commissioner in Febrsery 2017 sommitting to challsngs mental health stigma and promots positie

**fwvardad in April 207 demonstrating that haatth and wellbeing ars smbeddsd in LRB: corporats culturs and valuea.

What is mental health?

It iz important to understand that everybody has mental heatth; best described as ‘a state of well-
being in which every individual realizes his or her own potential, can cope with the normal
stresses of life, can work productively and fruitfully, and is able to make a contribution to her or
hiz community” (World Health Organisation).

Mental health: From wellness to illness

Mental health should therefore not be thought of a solely static state, it fluctuates, s0 we are
never always just mentally well or ill, people range from having excellent mental health to
experiencing major mental health problems, illustrated as per balow.

lzzue date: 7 Movember 2022 2of 10
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2.4  Ensuring that staff do not move from "Good stress’ to ‘Distress’ is a primary aim of this policy.

3 London Fire Brigade and mental health

31 LFB believes that the PROMOTE, PREVENT and TREAT approach toward mental health
wellbeing will provide staff/managers with a clear and referenced framework that they will be
able to use to ensure that their own mental health wellbeing, and that of colleagues, iz a constant
conzideration when undertaking their roles.

002 lzzue date: 7 Movember 2022 Jof10
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Promote

The Brigade believes that promoting mental health iz integral to personal wellbeing, building
effective working relationshipz and establishing a positive workplace culture. To promate mental
wellbeing the Brigade will use:

Communication channels

Uze itz exizting communication channelz — Hotwire, Shout, Your LFB Update, Viva engage and
staff briefings — to alert staff to mental health initiatives, zervices, and rezource availabiliy.

People and teams

Uze dedicated staff and teams/groups to promote and engage with ztaff on matters relating to
mental health.

(a}

(b}

(ch

(d)

(e}

Counselling and Trauma Service (CTS) — the Brigades in house

tean will promote itz profezsional counzelling zervice provision to all

staff using written materials, audio/fvisual resources, and face to face .
engagements. Information on CT5 can be found on H-:rh-ﬂre Direct

contact can be made using nounselllg@lmdnn—ﬁre gon_u

Mental Health First Aid and Trauma Team Lead — thiz officer will take responsibility for
promoting, recruiting, and supporting the work of LFB Mental Health First Aiders (LFB

MHFA) uzing written materialz, audio,/visual rezources, and face to face engagements.
Contact LFBMHFAE|ondon fire gov.uk.

Wellbeing Team — thiz team will promeote and offer a wellbeing service
provision to all staff focused not only on mental health, but alzo physical
and workplace wellbeing wsing written materials, audio/vizual
resources, and face to face engagements. Contact
weellbeingteam|ondan-fire_gov.uk.

Equality Support Groups (ESGs) — theze groups are eszential to the delivery of the LFBz
commitment to promoting equality, embracing diversity, and foztering incluzion and
togethemezs. They are all able to provide advice, guidance and sign posting support to staff
about mental health wellbeing matters. A list of LFBz ESGs and contact details are available
here.

LFB Mental Health First Aiders (LFB MHFA) — LFB MHFAs will proactively engage with
staff on a face to face basiz and/or via Teams to account for amy working from home statuz
to begin conversations related to mental health. LFB MHFAs will be promoted via poster
images, by the wearing of LFB MHFA pin badges and e-mail LFB MHFA sign off bannerz.

’ P I BRI

Mental Health First Aider

Trade union representatives — trade union reprezentatives will continue to engapge with
LFB to ensure that mental health wellbeing iz a primary consideration in developing
policiez/puides/strategiez, and when dealing with staff who may require additional
performance support.

lzzue date: 7 Movember 2022 4of 10
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(g} Wellbeing Dog — the Wellbeing Dog handler and dog will vizit LFB establizhments and
promote mental health wellbeing via face-to-face engagements and be available to talk on a
one to one basiz if requested by staff.

(h) Safe to Speak Up — this initiative allows all staff, and anyone working on LFB premizes, to
raize a concem and/or zuggest improvements about any matter related to working for LFB,
including mental health wellbeing, without fear of reprizalz or consequences. Contact
CCSafeToSpeak Up@london-fire pov.uk.

Career/employment stages

The Brigade will uze zpecific stages of a person’s employment,career with LFB to reinforce and
promote mental health wellbeing, including, but not limited to:

(a} Induction/onboarding to the organization.
(b) Promotion(s).

ic} Change of role/responsibilities.

(d) Training/development programmes.

(e) Exiting the organization.

Prevent

The Brigade believes that preventing staff experiencing epizodes of poor mental health iz integral
to personal wellbeing, building effective working relationshipz and establishing a positive
workplace culture. To put measures in place to help prevent staff from experiencing poor mental
health wellbeing the Brigade will:

Training
Enzure that training interventions are avsilable for all staff in order that they better understand
their own and otherz" mental health wellbeing, and the role they play a= individuals/managers in

recognising and actively engaging with colleagues who may be experiencing epizodes of poor
mental health.

(a} Mental Health Awareness — available on the Big Leaming Platform; clicking on the Big
Leamning icon on the desktop and searching for ‘mental health awareness” using the
Catalogue Search facility located on the left-hand button bar. This learning packape haz six
interactive modules that are dezigned to help staff better understand mental health matters.
The modulez are broken down into small zections that focuz on the signs and symptoms to
look: out for az well as explaining the range of help and trestment available.

lzzue date: 7 Movember 2022 Sof10
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Thiz course izfwill become a pre learning requirement for all staff that will be attending the
Recopnizing and Managing Stresz Anxiety and Deprezsion leaming intervention.

(b} Recognising and Managing Stress Anxiety and Depression — a mandatory 1-day face
to face training course for all staff that have a people management rezponsibility. This
learning haz been designed specifically for Brigade managers/leaders and places stress,
anxiety and deprezsion in context of the Brigade’s working environment, whilst also
providing managersleaders with the skill sets to be able to engage with, and support
colleagues experiencing episodes of poor mental health.

Let's Get Talking
Recognizing and Managing Streas,
4nxisty and Oeapression

Signposting

Enzure the dedicated officers and teams/groups referenced in paragraphs 4.3 (b) to (g) inclusive
are afforded the time and opportunity to engage directly with staff on all matters relating to
mental health, and be trained and able to signpost/zupport staff to seek professional help from
CTS or other external sources when their mental health necessitates such interventions.

lzzue date: 7 Movember 2022 &of 10
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These officers and teams/groups will alzo be able to offer puidance/advice/support to line
managers when dealing with staff who may be experiencing epizodes of poor mental health.

Policies and guidance documentation

Enzure that puidance and policy documentation iz available to managers and staff, zo they have a

clear reference point and are aware of the proactive processesz and procedures in place that are

there to support them and reduce the impact and longevity of an epizode of poor mental health.

(a) Policy number 815 - Recognising and coping with potentially traumatic events -
puidance for managerz regarding station debriefs and CT3 interventionz after potentialhy
traumnatic events and/or critical incidents, and information about reactions an individual
might experience and the types of coping mechanizmz that should be considered to help
eaze the effects of such events.

Integral to this policy is the Post Critical Incident Contact procedure PCIC Palicy

2019 pdf- puidance for ztaff outlining the procedure followed by Counselling and Trauma
Service after a critical incident occurs. The aim of the contact is to reinforce normal
processing of a traumnatic event and prevent the development of potential longer-term
complications zuch az Post Traumatic Stress Dizorder (PTSDY). This procedure not only
allows for Counselling and Trauma Service to follow up with individualz where there may be
specific concerns, but alzo how individuals can refer themszehves to Counzelling and Trauma

Service for trauma-focuzsed treatment, should their symptoms persist.

(b} Policy number 448 - Working with Choice: Flexible working options — guidance for
all staff about flexible working options that might be uzed az an intervention to aveid and/or
cope with mental heatth challenges a= a rezult of an individual'z work flife balance not being
propery aligned.

(c} Policy number 553 - Learning Support — puidance for all staff about learning support
provisions that might be used as an intervention to avoid and/or cope with mental health
challenges az a result of an individual prezenting with zpecific learning difficultie=.

(d) Pelicy number 269 — Menopause - guidance for all staff about the menopause that might

be used as an intervention to avoid and/or cope with mental health challenges az a result of
women experiencing menopausal symptoms and a tool for managers to help support them.

() Policy number 653 — Domestic Violence — guidance to assist staff who are experiencing
domestic violence which affect= their wellbeing, and for managers who are supporting these
staff.

i) Policy number 690 — Managing stress within the LFB — guidance for staff about the
responsibility LFB has, to prevent/reduce the causes of stress/effects of stress and what
actions are in place to achieve this goal.

Occupational Health Service

Emzure that as part of all Routine Periodic Medicals (RPMs) for

operational staff, and wellbeing clinics for FRS staff, a mental health heal rimanagenenT
review iz undertaken, and actions required as a result of this T
imtervention are progreszed appropriately.

lzzue date: 7 Movember 2022 7of10
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Treat

The Brigade believes that having optionz in place to treat staff who present with merntal health
problems iz integral to a person’s longer-term perzonal wellbeing, suztaining and building
effective working relationshipz and establishing a positive workplace culture where staff
recognise that LFB iz supportive of individuals who experience peor mental health epizodes. To
treat staff the Brigade will:

Internal treatment service provision

(@) Counselling and Trauma Service — offer all staff access to our
accredited, professional, and confidential counselling service available .
where pecple will be able to talk about their mental health and be
provided with clinically approved imterventions aimed at improving
their condition({s).
(b) Oecupational Health Service — offer all staff access to professional
occupational health practitioners where people will be able to talk about |- fpvanagensant
their mental health iszues in a confidential emvdironment, with support A
provided to access other service provision if required.

Signposting to external treatment service provision
Enzure that staff who want to be referred to an external mental health wellbeing service provider

are supported to access their chozen service

(a} The Fire Fighters Charity — a cloze working partner with a specific W
and professional paychological service provizion offered to all fire % Fi[eg F|g||te|~5

senvice staff. Charity
T!IEP'IIH‘IE: 0800 389 BE20
wwrwy firafi ity org.uk

(b} Sapper Support — a24/7 FT5D support helpline staffed solely by

weterans from the military. SAPPER. - rH
Telephone: 0800 040 7783 SUPPGRT
Text: 07860 018 733

(c} Shout 85258 — a 24/7 text zervice for staff that work in the emergency shout
services and require mental health support.

hecs bor pzu AT

Text: B3258

(d) Samaritans - iz a regiztered charity aimed at providing emotional

support to anyone in emotional distress, struggling to cope, or at risk SAMARITANS
of suicide.

Telephone: 116 123

e-mail: jo2samaritans org

lzzue date: 7 Movember 2022 8of 10
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Self-help therapy

Enzure that staff are given advice and support to accezs options for self-help therapiez available
from the MHS and other zervice providers. CTS, LFBs Occupational Health Service provider
(HMAL), the Wellbeing Team and Inclusion Team are all able to aszist in thiz process upon request.

Workplace adjustments

Enzure that workplace adjustmentz are made to support staff experiencing mental health
difficulties zo that they are not substantially dizadvantaged when deing their jobsa.

Workplace adjustments will wary from individual to individual but will be effective and practical in
order that a person can continue to dizcharge their role responzibilities.

In all instances advice in rezspect of what workplace adjustments should be conzidered and/or
provided for staff requiring such an intervention can be zought from CTS, Occupational Health
Service , the Wellbeing Team and/or the Inclusion Team.

Workplace adjustments can be record on your Workplace Adjustment pazsport. Pleaze zee
details on Hotwire how to record this here.

Records

Records thould be zent to RecordzServices@london-fire. pov.uk and will be kept on your
electronic personal record file (e-prf) being retained in accordance with Policy number 788 -
Electronic perzonal record files (ePRF) policy. Perzonal data shall be proceszed in accordance

with Policy number 351 — Data protection and privacy policy.

Help and support

Pleaze contact the Wellbeing Team by email to WellbeingTeam@london-fire gowv.uk.

This policy may alzo be available on request in other altemative accessible formatz az zet outin
Policy number 280 — Guidance note on translation and interpretation. Flease contact
Communications on extension 30753 and by email to communications team&|london-fire. gowv.uk
to dizcuzs your needs and options.

lzzue date: 7 Movember 2022 Sof 10
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Assessments

An equality, sustainability or health, zafety and welfare impact aszezsment and/for a rizk aszezsment was
last completed on:

|EIA |n?f:35!24 |5[:-Ln |H-zsfmfm||-|swm |:1f09122 ||m | |

Audit trail
Listed below iz a brief audit trail, detailing amendments made to this policy/procedurs.

Pagefpara nos. | Brief description of change Date
Throughout Reviewed az current with minor changes made. 24/04/2024

Page @, para8.1 | Wellbeing team contact details updated. 20/05/2024

Subject list

You can find this policy under the following subjects.

Freedom of Information Act exemptions

Thiz policy/procadure has been zacurely marked due to:

Considered by: FOLA exemption Security marking
{responszible work team) classification
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Introduction

This policy setz out the arrangements for zupporting =taff health and wellbeing and applies to all
employees.

The Brigades Wellbeing Strategy focuszes on the prevention and treatment of poor
psychological, physical and workplace wellbeing, as well as the promotion of good
peychological, phyzical and workplace wellbeing. The Supporting health and wellbeing policy iz a
tool for bringing the Wellbeing strategy to life when you need it most, during a peried of ill-
health.

This policy will equip employees and managers with the knowledge and tools to support
themzelves and each other in maintaining good levels of health and when recovering from a
pericd of ill-health. Providing support at the right time can be inztrumental in supperting
employees to continue to succeed in the workplace and enablez the Brigade to deliver excellence
through having the best people and being the best place to work.

This in turn will support employees to bring their whole sehves to work in providing the
reassurance that in cases of ill-health or dizability employees will receive appropriate support to
succeed in their roles as long as they are able. The policy alzo provides detail on how support will
comtinue throughout a period of absence bath through locally apreed arrangements and

employee support services.
This policy should be applied in line with the Brigade's values:
*  Service — We put the public first.
* Courage — We step up to the challenge.
*  Leaming —We lizten zo that we can improve.
*  Teamwork — We work together and include everyone.
*  Equity — We freat everyone fairly according to their needs.
*  Integrity - We act with honesty.

Section 1 - Employee section

2

21
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Employee support services

The Brigade zhall support you and providez you with access to a wide range of support servicez
for both your mental physical wellbeing. Pleaze zee below employee support services and click
on the link for further information how to uze them and who to contact:

+ Employes Aszsistance Programme (EAF)

Thiz iz a new zervice designed to help you navigate both the emotional and practical sides of

life. The zervice iz completaly confidential; no-one at LFB will know you have contacted them.

fou and your immediate family memberz® can access the service 24 hours a day, 365 dayz a

year for:

— In the moment support via counzellors.

— Financial support — guidance from qualified money advizers to help with budgeting, debt
conzolidation, and leng-term planning.

— Lepal support - practical advice on housing disputez, congumer rightz, family law, and

more.
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— Family care — professional support for relationship challenges, bereavement, and other
family matters.

— Emotional wellbeing — up to six zessions of short-term, sohution-focused counselling per
year, available by phone, video, or in person_

— Digital tools for everyday wellbeing.

*Immediata family members iz defined & your partnes and children agsd 16-24 in full time aducation and residing at
the same housshold addrass.

You can contact the EAF in a few different ways; to speak to one of the helpline team you can call
0800 882 4102. If you prefer typing over talking, you can alzo access the live chat service via
the Champion Health app and portal at app. pamwellness. co.uk Organization code: Hhe99.

+ Occupational Health,

+ Counzelling and Trauma Services.
* Mental Health First Aiders.

* Fitness Advice Team.

+ Equality Support Growps.
+ ‘Walk and Talk 999,

+ Firefighters Charity.
* ‘VWelfare Fund.

+ Chaplaincy.

= Samaritans.

* Trade Linions.

* Union Street Gym.

Supporting your health at work

Employee support meeting

An Employee Support Meeting (ESM) can take place at your request or at the request of your line
manager where there iz a concemn regarding your health and any support that you may require.
The meetings will be held either with your ine manager or an alternative agreed point of contact,
and can take place whilst you are at work,, or absent from work. They are uzed to discuss your
health and wellbeing to understand what support you may need. You will be given at least 7 days”
notice of this meeting unless otherwize mutually agreed and they will normally take place at either
a Brigade bocation, via video call or via a telephone call.

fou may be accompanied by efther a work colleague or a Trade Union Representative. You may
instruct a work colleague or Trade Union Representative to attend the meeting on your behalf
and/or provide a written submiszion rather than attend the meeting in perzon.

The zpecific discuszion at any ESM will be dependent on your needs at the time. During an ESM
the following may be dizcussed, if appropriate:

+ Anupdate on your health and any support you may be receiving.

+ Signposting to additional services available.

* Retumn to work plan such as a phased return to work, worlplace adjustments, training or
refamiliarization.

+ Review of adjustments in place and their continued effectiveness.

Where your health condition iz likely to result in you being unable to return to your contractual
role, an ESM may also be arranged to discusa:

+ Redeployment.
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* lll-Health Retirement.

There is the potential for a lot of information to be dizcuzsed during an ESAM and, particularhy
during a period of ill-health, it may be difficult to take it allin. A reprezentative from People
Services will also attend ESMz where ill health retirement is dizcussed to ensure that you have all
the information relating to this process that you may need.

After the meeting your manager or alternative agreed point of comtact will also zend you an
accurate summary of the meeting, including contact detailz of any support zervices discuzsed. A
copy of thiz will be placed on your e-prf.

Stress risk assessments

If you believe your role or other work-related factors may be having a detrimental impact on your
peychological health, you can complete a workplace stress questionnaire. It is important that this
iz completed as scon as you realize that work may be the trigger for your strezs. Thiz is a uzeful
tool to allow managers to understand the areas of concern and starts a conversation as to howa
manager can support you. When used proactively, before illness, the Stress Risk Assessment can
be uzed to reduce likelihood of future sickness through the implementation of proactive support.
Further detail can be found in Policy number 620 — Managing stresz within the LFB.

Reasonable adjustments

If you have a health condition or a disability, in accordance with the Dizability Provizions of the
Equality Act 2010, reasonable adjustments should be made to support your health and wellbeing
wehilst at work. You are considered to be disabled under the Equality Act 2010 if you have a
phyzical or mental impairment that has a substantial and long-term adverze effect on your ability
to carry out normal daily activities. Such adjustments will be referred to within the Brigade az
workplace adjustments.

Workplace adjustments

Examplez of workplace adjustments to support your health and wellbeing include provision of
specializt equipment, a change in working pattern or a change in working location. Theze
adjustments can be temporary, or permanent, dependent on your needs, but their effectivenszs
will be reviewed in an ESM at least every & months. You should discuss, with your line manager,
the adjustmentz available to you. Discuzsion regarding adjustments, including what has been
agreed and what cannot be facilitated at prezent will be recorded in your Workplace Adjustment
pazsport. Pleaze visit the Workplace Adjustment passport details on Hotwire here to record this.

Reduced hours

There may be times that your long term and substantial health condition impacts on your ability to
undertake the full remit of your role and, although you have not had sickness abzence,
Occupational Health have advized that a peried of reduced hours would support your wellbeing.
Reduced hours will not normally exceed a period of & weeks.

If you feel that you need more than & weeks of reduced hours within a 12-month rolling period,
you should discuss this with your fine manager. it may be possible to facilitate this with the uze of
annual leave, unpaid special leave, or a temporary change in your contractual hours.

Medical appointments

It iz recognized that from time to time in order to support your overall wellbeing you may need to
attend a medical appointment. Theze appointments can happen when you are fit to work as well
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a&s when you are off sick. If these appointments take place whilst you are fit for work you should
arrange for them to take place on an off-duty, or rota day_ Thiz applies in particular to watch-
based staff (all cccupational growps), flexi-duty staff, and FRS/Control/2 day-fortnight staff who
work part-time. It is accepted that occasionally it iz not possible for thiz to happen and if this is
the caze you will need to ask permission from your line manager to attend during working hours
glong with providing evidence of your appointment. Whilst your manager will consider your
request on its merits, they may have grounds to refuse your request if they consider it necessary.
The types of medical appointments you may attend are:

Brigade Medical Appointment (MA)— an appointment with the Brigades” Occupational Health
Service to provide support and advice on fitness for waork

Gone To Visit (CTV)— an appointment with your GF, treating conzultant, dentist etc.

Routine Periodic Medicals (RPM) — a mandatory 3 yearly appointment for all operational staff to
maonitor your health and levels of fitnezs to enable us to provide support where possible to enable
you te remain fit for role

Cancer Screening - an appointment to detect cancer at an early stage or to prevent cancer from
developing . Thiz can be taken as special leave , the process to apply for thiz iz set out in Policy
number 512 - Special leave and public duties leave policy.

Disability treatment leave

It iz recognized that if you have a disability, you may require time off from waork: for attending
clinic appointments, aszessments or medical treatment a= an in-patient or out-patient for a reason
relating to your dizability. Where it laztz for one or more whole dayz (part day absences for
dizability treatment will be recorded as CTV (Gone to Wisit), Disability Treatment Leave (DTL) will
ke given. Thiz will normally be limited to skxteen working days per year.

Surgical treatment for visual deficiencies

There are zeveral surgical techniques available for the purpoze of corecting vision to avoid or
reduce the requirement for glasses or contact lenses. if you are conzidering refractive surgery,
then you should seek an azsezsment with a reputable eye surgeon to dizcuzs the risks and
benefitz of the various options. All staff are advized to consult with the OHS.

If you are operational, then it iz likely that a minimum period of two monthsz light duties will be
recommended post operatively. After two monthz you will need to attend for a medical
aszezzment with the OHS to prezent the post-zurgery check-up report from the surgeon to
confirm that the operation has been succeszful and not resulted in any complications. The OH will
advize on your fitnesz to return to full duties. The OHS will undertake further imvestigations az
necezsary to determine your fitnezs for role and thiz may include a referral for further
aszezzment/investigation to confirm that a zatisfactory recovery from surgery has been made and
there are no vizual impairments that might compromize ability to safely dizcharge your role.

Tetanus vaccinations

Crue to rizk of exposure to the bacterium clostrdium tetani imeoheed in firefighting and other
operational duties, you are encouraged to ensure you are adequately protected against tetanus
by means of vaccination. Trestment of a tetanus prone wound (puncture wounds, bums or
scratches) by qualified staff iz poszible, however many injuries that could cauze tetanus could go
unrecognized. Immunization will reduce the rizk of thiz cccurring.
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You are advised to check with your general practitioner (GP) records to determine your immune
status and arrange vaccination through the Mational Health Service (NHS). Early recognition and
treatment can be lifezaving.

Operational staff who are deployed outside of the LK are advised to contact the Wellbeing
Medical Team in advance of travelling, zo that advice can be sought as to whether any additional
booster injections are recommended.

You are advised to keep arecord with you at all times when on duty to confirm when and what
combination type of anti-tetanus injections have been received. Appropriate cardz can be
provided on request from GPz at the time of immunization or from previous medical history also
available from the GP.

Employee responsibilities during sickness absence

Sickness reporting procedure

Should you feel too unwell te atbend work, you should contact your manager by telephone at
least one hour, or as soon as reasonably practicable, prior to the commencement of your work
time. During this initial comtact you should advize of the nature of your zickness abeence and
agree when future comtact will take place i.e., will you call again before the following shift, or do
you know that you will be unable to work for a minimum period of time. It iz acknowledged that in
some circumstances you may not feel comfortable reporting your condition to your line manager.
In thiz caze you must let your manager know that you will not be able to attend work and agree
who you would be most comfortable reparting your condition to.

If you feel that reporting your sickness to your line manager might be detrimental to your
wellbeing, you should report your zickness to a more zenior manager. For operational watch-
bazed staff, where a more senior manager cannot be located prior to the commencement of the
employee’s shift, your sickness is to be reported to the Officer of the Dray (00D,

If you attend work and become too unwell to continue to be at work within one hour of
commencing your hift/duty, thiz will be recorded as sicknesz abzence for that day/=hift.

If you become too unwell to continue to work more than one hour after starting your shift youwr
ghaence will be recorded as an incomplete duty.

Certification

Up to 7 consecutive calendar days
Upon your return to work you will be required to complete a self-cerification form_ The form will
be sent to your Brigade email address for you to complete.

8 consecutive calendar days or more

If your period of sickness lasts B conzecutive calendar days or more, you will be required to
submit a “Statement of Fitnezs for Work Note’ alzo known as a ‘Medical Certificate” from your GP
or a hospital to cover your sickneszs absence from day 8. These should be submitted to your line
manager or agreed point of contact a= zoon as practicable after they are obtained. They can be
submitted electronically via emiil and should be clear and eazy to read. If your certificate iz not
clear enough your line manager may ask you to provide the original.

You must provide conzecutive medical certificates for the full period of sickness absence. This iz
for the purposes of paying Statutory Sick Pay (55P) and occupational sick pay. Youwr GF iz unable
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to backdate certificates, so & iz advized that you schedule your appointments with the GP in goad
time to ensure you are able to obtain a medical certificate covering your dates of absence.

It iz important to underztand that failure to provide medical certificates may rezult in your
entitlement to occupational sick pay and/or S5P ceasing,

Where the GF advizes that you 'may be fit for work with recommendations’ your manager will
review the recommendations, zeeking support from the OHS if neceszany. The recommendations
will be dizcussed with you, and you will be advized whether they can be accommodated. All

agreed adjustments will be updated in your workplace adjustment pazsport.

if you become unwell whilzt abroad and are unfit to travel back to the UK, you will need to follow
rormial sickness reporting procedures az detailed above. If your medical condition prevents you
from returning to the UK by the 8% day of sickness, you will need to obtain an appropriate
medical statement confirming that you are unfit to travel to the UK.

Contact

It iz important that you and your fine manager maintain regular contact during your sickness
ahzence to:

* Monitor your progress in terms of your retumn to health.

+ Provide you with information relating to support services available.

+ Provide you with information zo that you can make informed decizsions (for example, in
relation to sick pay entilement).

* Enzure that you remain informed about events in the workplace.

It iz the joint responsibility of you and your line manager, or your agreed point of contact, to agree
how often the contact should take place. This will be dependent on your individual
circumstances, but contact should be made at least every 28 days. Contact can take place over
the phone, via video call, in person or in certain circumstances via email.

It iz important that you make yourzelf available for amy agreed contact. f you become unavailable
for any agreed contact, you must contact your line manager as scon as possible zo that alternative

arrangements can be made.

Staying connected with your team or watch can help you to continue to feel a part of the
workplace and reduce anxiety when retuning to work. Your manager will zpeak to you about the
type of contact you would like to receive from your colleagues and, if appropriate, ensure you
remain engaged in non-work focussed team activities.

Referral to Occupational Health Service

There may be instances when your manager feels it iz necesszary to refer you to OHS. This may be
becausze:

* ‘fou or your manager are concemed about your wellbeing or fitness for work.
+ You have reached a sickness absence trigger point {as set out in section 12).

Before you are referred to the OHS, your line manager will speak to you about the reazon for the
referral, the referral process, and obtain your verbal agreement. If you do not agree to a referral
to the OHS or withdraw your conzent to release the outcome report to your line manager, your
line manager will only be able to provide support based on the information that they hold about
your medical condition. Thiz may limit the support that your line manager iz able to provide. Mare
detail about what to expect from an OHS referral can be found here.
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Attendance at OHS appointments

It iz important that you attend OHS appointments as thiz will help your manager to understand
your health condition and what support they may be able to give you. Failure to attend OHS
appointments or provide conzent to release reports will mean that your manager will make a

decizion on your fitness to perform your role, and any support you may require, based on the
information already available to them.

Physiotherapy

Training for and participating in aporting eventz may increaze your rizk of injury. Occupational
Health Physioz can support you with strengthening exercizes and stretching routines to minimize
thiz rizk. All Occupational Health outcome reports will be zent to your line manager or aternative
agreed contact with conzent. it is therefore important that you advise your line manager of your
request to enzure that they are able to provide any necezsary additional support. If you are fit for
work and feel you would benefit from phyziotherapy then appointments for watch-bazed, flexi-
duty and control staff will be made in off-duty time.

Work related absence

Due to service

Within the Brigade, a Due to Service Injury iz an injury which occurred whilst on duty having
arizen out of or in connection with work as a result of an authorized duty.

Support on the ‘Due to Service’ process can also be obtained by contacting the HR Helpdeszk on
extenzion 83100, Further detail on the "'Due to Service” process and how to put in a request can
be found here

Your sickness absence will automatically be recorded as "Mot Due to Service'. If you feel that your
sickness should be conzidered az 'Due to Service' it is important that you have a conversation
with your line manager az soon az possible. Applications for a due to service dlassification should
be submitted to the line manager within three months of the event which cauzed the sicknezs
ghzence, or three months of the commencement of the relevant period of sickness if later, unless
the employee can demonastrate there are reasonable grounds for a longer period to apply. If you
feel unable to approach your immediate line manager then you can contact either an alternative
manager or, if you are a member, a Trade Union representative and ask for their support to
initiate the process for you.

In order for Due to Service to be agreed three criteria must be met:

+ The event occurred whilst on duty.
* The event has arizen out of or in connection with work.
* The event occurred as a result of an authorized duty.

Industrial injuries disablement benefit

ou are entitled to Dizablement Benefit if an injury arising out of and in the courze of your
employment rezults in incapacity lasting more than 15 weeks. For Dizablement Benefit purposes,
an accident means any unexpected happening or incident at work. Benefit is paid only if the
accident rezults in personal injury, whether or not the effect of the injury is immediate (for
example, breaking a leg in a fall) or delayed (for example if a minor cut later turnz septic).
Generally, an accident which happens at work iz treated as having cocured as a result of the
work and Dizablement Benefit will be paid unlezs there iz evidence to the contrary.
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If you have an accident on duty which may cauze continuing disability, you are advized to inform
the Department for Work and Pensions (DWP) of the accident as soon az possible even if you do
not proceed on sick leave at the time of the accident to enzure there iz no undue delay in the
payment of any subsequent Dizablement Benefit. Form BI 1004, which iz available from local
social security offices or via the DWP web site, should be uzsed for thiz purpoze.

e

In cazes where a Form Bl 1004 (Industrial accident) or Bl 100PD (Industrial dizeazes) is received
from the DWWP in respect of your sickness absence and your sick pay iz being adjusted as though
State benefit for sickness were receivable, deductions will be continued at sickness benefit rates,
but you will be required, in writing (a) to agree, that, in the event of benefit for injury being
ultimately received, any axcezz sick pay granted shall be recoverable by the Brigade, by
deductions from future pay, or if you are not still in the Brigade's service, you shall repay the
excess sick pay and (b) to undertake to inform People Services Department immediatehy
notification iz recaived from the DWP that State benefit for injury iz payable.

For the purpose of the Social Security Acts and Regulationz any accident at work must be entered
promptly in the Accident Book. In compliance with these requirements, the provizionz of Policy
number 463 — Accident books muzt be followed.

The reporting and investigation of accidents resulting in perzonal injury are required under both
Social Security and Health and Safety legizlation. Instructions for dealing with investigations are
contained in the Brigade's Policy number 363 - Health, safety and environmental event
imvestigation policy (personal injuries near mizzes and traffic accidents). All injury events details
are to be recorded within the Safety Event Reporting Dratabase (SERD in accordance with the
policy.

Supporting your finances

Sick pay
Dretails of the sick pay you will receive during a period of sickness absence can be found in

+ Policy number 558 — Operational ztaff pay rates and sick pay policy.
+ The Staff Code for FRS and Control Staff.

You will be notified in advance should your contractual sick pay be affected whilst you are off
zsick. A letter will be zent to you advizing you of the change in pay and the date at which it will
take effect. You will be provided with approximately 28 days” notice. In exceptional
circumstances your sick pay may be extended, the letter you receive will detail how you can
apphy for an extension.

Welfare Fund
The London Fire Brigade Welfare Fund is a standalone membership organisation.

Some of the benefitz of being a member, serving or retired include:

* The death benefit scheme.

+ Access to gyms/health centres ete (via the Blue Light Card).

+ Hardship Fund.

* The Welfare Fund provides a welfare care package for memberz, who they know are suffering
from an illness or bereavement, in the form of a card, flowers or voucher.

For further information on the fund, visit weww . fbwelfarefund.com, call 020 7407 3964 or email
info@ifbwelfarefund.com.
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Annual leave

Sickness shzence and an aszociated reduction in pay may have an impact on your wellbeing
because of financial inztability. If you are on half or nil pay it iz poszible for you take some of your
accrued annual leave whilzt on sickness abzence resulting in you being paid full pay for the period

of your annual leave.

If you wish to do this, please contact your line manager or agreed contact who will support you to
progress your request

Outside Employment

Further detail regarding outside employment and sicknezs can be found in Policy number 551 -
Outside employment.

Returning to work

Recovering from illness iz not always a quick or straightforeard process and there may be
occazions where you are fit to retum to work, however you are not well enough to undertake all
the aspects of your role straight away. If you are well enough to undertake only some of the
dutiez of your contractual role your manager will consider, in conzsultation with the OHS, whether
it iz pozsible for you to return to work and what support they can provide to gradually rebuild
your rezilienca to retumn to your full role. In such circumstances, during an ESM prior to your
return to work, your manager may dizcuzs with you:

+ Restricted Duties - Thiz may be either a temporary change to your duties or only fulfilling
certain azpects of your role until your condition improves further to allow you to undertake
your full zubstantive role.

+ Phased Return to work - Thiz can help build your confidence and a gradual return to your
full role. Thiz would be a temparary arrangement to support a full returmn to your role. The first
& weeks of a phased return to work will be paid at full pay, following thiz you will be paid for
the hourz worked. Leave may be used to further extend this period. If however you find thata
change in working howrs zupports your condition on a longer term basiz you can consider
putting in a request to change your hours on a permanent basis via Bolicy pumber 445 -
Working with choice — flexible working options.

Return to work meeting

Upon your return to work your line manager will arrange a return to work meeting. Thiz will give
them the opportunity to welcome you back, provide you with any updates or changes that may
have occurred, confirm any temporary changes to your working arrangements and confirm amy
necezsary support that you may require to support your return to work.

Redeployment

Whilst it iz hoped that you can return to your role, there are occasions where this might not be
pozzible, because of your health condition and the specific demandsz of your rele. OHS may
advize that you are unlikely to be able to retum to your current role but may be able to carry out
alternative roles within the organization.

If you have been advized by the OHS that you are not likely to be fit for the forezeeable future to
carry out your role, or they are unable to give a timescale for a full retumn to your role, your
manager will arrange an ESM to meet with you to discuss how they can support you. In the first
instance every effort will be made to find you a role within the same staffing group. if thiz iz not
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possible then your line manager will work with you, within your agreed redeployment period. to
identify a suitable role within a different staffing group, subject to vacancies.

Upon identifying a role of interest, you may be required to participate in the recruitment process
to enzure that you have the appropriate knowledge, skills, and experience for the role. To secure
redeployment you will be required to meet the minimum criteria for the role. Additionally, where
available, short term development opportunitiez may be provided to zupport you to gain a better
underztanding of the role.

Should you be successful in zecuring the new role and your current salary is higher than that of
your new role, you will be given three years pay protection if you are operational, and one year
pay protection if you are FRS or Contraol.

Il health retirement

Occasionally when an employee iz too unwell to undertake amy work, ill health retirement (IHR)
can be explored. Thiz will only be conzidered when all reasonable avenues of zupport have been
exhausted and the OHS have advized that they are not likely to bacome well encugh to fulfil their
role, they are unable to determine whether a recavery will be made, or they are unable to provide
& prognosis.

This can only be explored for members of the Firefighters Pension Scheme or the Local
GCovemnment Penzion Scheme once reazonable adjustmentz and/or redeployment have been fully
conzidered (see sectionz 3.8, 3 9and all of 3).

Learning that you may be unable to work in the future can be very upsetting and difficult to take
in. Support can be provided by:

+ Your line manager or point of contact.

+ Your colleagues.

+ Counzelling and Trauma Services.

+ Firefighters Charity.

+ Trade Union Representative.

+ Pre-retirement workzhops.

Your manager will arange an ESM with you to dizcuzs the advice received from Occupational
Health and the process for ill health retirement will only start with your conzent.

The Brigade will obtain a medical opinion from an Independent Qualified Medical Practitioner
(12MAF) for thoze individuals in the Firefiphters Penzion Scheme, or from an Independent
Registered Medical Practitioner (IRMP) for thoze in the Local Government Pension Scheme on
the individual’s medical capability to undertake their role.

The medical opinion will be conzidered by the Brigade and a decision will be made as to whether
you are to be ill health retired. *our line manager will contact you to dizcuss the outcome and you
will alzo receive written confirmation of the decision, including the medical rationale for the
IQMP/IRMP'z opinion. If you are diszatisfied with the medical opinion provided, the letter will
cutline your rightz of appeal.

Should the decizion be that you are to be ill health retired you will be provided with notice on full
pay in accordance with your contract of employment. You will not be required to provide a
medical certificate for the peried of your contractual notice.
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Dying to work charter

In the unfortunate event that you become terminally ill, the Brigade has committed to providing
support following a diagnosiz by:
(@} Allowing you to continue undertaking zafe and reazonable work showld you wizsh to do so.

b}  Providing you with security of work, peace of mind and allowing you to choose the best
courze of action for yourself and your family, to help you through the challenging period
with dignity and without undue financial lozs.

Should you receive such a diagnosiz, at a time that you feel able, you should share this with your
line manager or point of contact so that they can support you.

Sickness absence triggers

Even though your manager may have taken zteps to support your medical condition it is
understood that this support may not avoid sickness absence.

Sickness shzence triggers are monitored over a 12 month rolling period, should you reach an
abzence trigger within an active monitoring period, your manager may imvite you to a further
meeting. Please referto Policy number 873 — sickness capability policy for further information on
thiz.

Section 2 — Managers section
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Training and support

A3 a manager you are rezponsible for supporting the health and wellbeing of your team and at
timez you are likely to have a team member with a medical condition who requirez support to
enable them to come to work.

To assist you in providing support the following resources are available:

* Education zeazions with the OHS on how to support employees.

+ Education zeszions with People Services on supporting health in the workplace.
+ Support from People Senvices.

* Caze conferences with the OHS.
* Medical Panels.

It iz appreciated that az a manager dealing with complex casez can sometimez have an impact on
your wellbeing alzo. Support iz also available to you from:

+ Counzelling and Trauma Services.
+ People Services.
+ ‘four line manager.

A full list of support zervicez can be found in zection 3.

Recording Sickness

When an individual reports sick you must record them as absent from work on 5tARS
immediately.
To assist you with recording sickness , further information on how to do so can be found on
Hobwire: hitga: 1 zharepoi zites i gre/SiteP i

gnarepomnt comy)sikes ) HYW-WWorkmeH er: S L= cE ALk
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Employee support meetings

Creating a safe space to talk

An important part to having an ESM iz to make sure that it takes place in an emvironment where
the individual feels zafe to be able share their thoughts and feelings.

You should allocate plenty of time for the mesting in a private, quiet, and neutral location, which
in zome cases may not be Brigade premizes, where you will not be interrupted. Thiz can be ata
Brigade |ocation, via a video call or through atelephone call.

Remind the individual of the confidentiality that will be maintained and encourage the person to
talk, uzing simple open questions whilst actively listening to what iz being said, alongzide not
being judgemental and//or making any aszumptions about what iz discuszed.

Respond calmly and clearly to any questions asked and be understanding and reassuring in
relation to the matters raised. If you are unzure about the anzwers to any questions advise that
you will have to zeek further information/zuppart and will get back to them within a given
timeframe.

The ESM iz in place to encourage the employee to be open about how they are feeling from both
a psychological and physical perspective, so a zafe space to be able to share thiz information iz an
important part of making the ESM successful.

Thinking of the bigger picture

A health condition can often be exacerbated by paychological ill health. Thiz can be related to

izolation from colleagues and friends.

The individual may suffer from:

* The abzence of structure to their day.

* Worry about the financial implications of being off sick.

+ Concemns that they may not be well enough to fulfil their role again and uncertainty in their
future.

When holding an ESM being mindful of these potential concerns will allow you to offer the
appropriate support suited to their needs.

Motification of ESM

Az a manager you are rezponsible for providing the individual with 7 days’ notice of an ESM in
writing and advising that they have a right to be accompanied by either a work colleague ora
trade union reprezentative. This can be either via letter or via email.

Recording discussions

15.10 Once you have held the ESM it iz important to provide a written summary of the meeting. This

16

16.1

1005

allows for the individual to have a copy of the information that has been shared with them in the
meeting. A copy of the outcome lether or email must also be placed on the e-prf.

Incomplete duties

If an employee attends work and becomes too unwell to continue to be at work within one hour
of commencing their shift/duty, this muzt be recorded as sicknezs absence for that day/zhift.
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If they become too umwell to continue to work more than ane hour after starting their shift their
ghzence must be recorded as an incomplete duty on their PARC in StARS.

The PARC must be annotated to record the time they worked prior to leaving duty, the time they
left duty, and the reasonz/circumstances (taking into account confidentiality).

It iz your responsibility to ensure a retumn to work interview is undertaken following an Incomplate
duty. A note should then be recorded on the PARC card: ‘informal discussion has taken place
following incomplete duty’.

Agreeing a contact strategy

It iz important to agree how you will keep in touch with the employee whilst they are off sick. Thiz
allows you as a manager to continue to understand how you can support the employee in a return
to work. There iz no set timetable as to when cantact should be made as this will be dependent
on the individual and their particular circumstances.

It iz important to have a converzation with the individual to mutually agree how often contact
should take place. Thiz will give you an oppoertunity to pet updatez on the individual'z condition
and will assist your understanding as to whether the level of zupport you are providing needs to
change. Thizs alzo allows you to provide the individual with any updates or changes in the
workplace such as any changes in the team or watch, changes to policies or changes to OHS
appoimments etc.

You should be mindful of the individual's ability to process information. If you are updating them
on policy changes, consider the format of this information if neceszary. it may be appropriate in
some cases to delay sharing information_

When considering how frequent contact should be, consideration can be given to:

+ ‘When the individual's medical certificate iz due to expire.

+ When the individual's next GF/fapecialist appointment iz.

+ ‘When the next OHS appointment is.

+ Will it be by telephone or video call.

+ ‘Would the individual prefer to attend a Brigade location (this also offers the opportunity for
them to remain engaged with their colleagues).

Contact should be at least once every 28 days if the sickness abzence iz long term and should be
recorded on the Individual Contact Record on S5tARS. This should alzo include the details of any
agreed Brigade altemative point of contact for the employee.

Working with Occupational Health Service
Managers should give consideration to referring an individual to the OHS when:

* They have been on zickness absence for 28 days or more.
* There are concems about their health or fitness to undertake their role.
+ They have exceeded a sickness abzence trigger a= set out in zection 12.

Prior to referring an employee to the OHS, you must speak with them to dizcuzs the referral, the
purpeze, and the procesz. During thiz comverzation you should ask the employee to confirm that
they agree to the referral being made: thiz agreement can be verbal . Employees can withhold
conzent and can change the consent given at any time in the procesz. If conzent iz withheld, your
decizionz regarding the support that can be offered to them can only be made bazed on the
information available. If conzent is withdrawn, you should speak with the employee to
underztand their concerns and see what can be done to addrezs these.
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183 The purpose of a management referral to the OHS service i to try to establish:

* How you can continue to support an individual'z health at work where there are concerns.

+ The likely duration of abzence or unavailability to undertake all aspects of their substantive
role.

+ ‘What support can be provided to assizt an individual's recovery and full return to their
substantive role.

* ‘Whether there are likely to be any limitationz upon the individual'z ability to return to their
existing role and if these are temporary/permanent.

+ ‘Whether the absence iz cauzed by a condition that iz likely to last beyond 12 months that haz a

‘substantial’ and Tong-term' negative effect on the employee’s ability to do normal daily
activities.

18.4 Incases of sickness abzence, the Wellbeing Team will contact the manager to determine when a

referral iz required to the OHS. Managers should consider the following:

* How long the individual haz been abzent from work.
+ Information from the individual regarding their condition and any planned treatment.

18.5 Further guidance on how to complete a management brief and get the best uze out of it can be
found here.

19 Medical appointments

19.1 Managers should enzure, where an employee iz fit for their full role, that medical appointments
should take place on an off-duty, or rota day where pozsible. Thiz applies in particular to watch-
bazed staff (all cccupational groups), flexi-duty staff, and FRS/Contrel/2 day-fortnight staff who
work part-time. It is accepted that occasionally #t iz not possible for thiz to happen and if this is
the caze the employees must ask your permizzion to attend during warking hourz along with
providing evidence of their appointmant.

192 You must obtain sufficient documentation, such az an appointment letter, to support the request

for time off.

19.3 Each case must be conzidered individually, however you are entitled to refuse the request on
reasenable grounds if you zo consider.
The types of medical appointments are:
Brigade Medical Appointment (MA)— an appointment with the Brigade’s Occupational Health
Service to provide support and advice on fitness for work: - thiz will automatically be placed on
their Personal Aftendance Record Card (PARC) on StARS.

Gone To Visit (GTV) — an appointment with their GF, treating consultant, demtist ete - you must

record thiz as a GTW on their PARC on 5tARS and include the time required for travel to and from

the appointment. if the employee does not attend work for a whole day as a result of this you
must record the abzence as sickness.

Routine Periodic Medicals (RPM) — a mandatory 3 yearly appointment for all operational staff to

meniter their health and levels of fitnezs to enable uz to provide support where possible to enable

them to remain fit for role this will automatically be recorded az ORM on StARS.

Cancer Screening - an appointment to detect cancer at an early stage or to prevent cancer from
developing . Thiz can be taken az zpecial leave, the process to apply for this is set out in Policy
512
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Diizability Treatment Leave (DTL) — individualz with a disability may require time off from work for
gttending clinic appoimtments, azseszmentz or medical treatment as an in-patient or out-patient
for a reason relating to their dizability. Where & lasts for one or more whole days (part day
ahaences for disability treatment will be recorded as CTW {Gone to Visit), DTL will be given. Thiz
will normally be limited to sideen working days per year and you must record the abzence on
StARS a3 scon as possible.

Medical appointments taking place outzide of working hourz de not need to be recorded on
StARS.

Reduced hours

When an employee has a health condition it iz zometimez pozsible for it to affect their ability to
undertake the full remit of their role.

If advice from the OHS iz received that the employee would benefit from a reduction in howrs to
suppaort their condition, consideration should be given as to whether this recommendation can be

supported.
Reduced hours would not normally exceed 6 weeks. Whilst working reduced hourz, employees

can be zupported on full pay. if an employee feels that they require more than & weeks, then the
request can be conzidered by uzing annual leave or a change to contractual hourz.

If the condition iz long term and the employee requests a further period of reduced howrs in
accordance with 18.3, there iz no requirement to seek OHS advice unlezs a new/additional
medical condition iz disclozed.

Any changes to hours to support a medical condition should be recorded in the workplace
adjustment passports.

Outside employment

Further detail regarding outside employment and sickness can be found in Policy number 551 —
Qutside employment.

Return to work

When an individual iz well enough to retumn to work, they may inftially not be able to undertake
their full zubstantive role. In zuch cincumstances you should arrange an ESM with them to
conzider the following:

+ Restricted Duties
Consider the medical advice from the OHS as to what they are well encugh to undertake and
determine whether there iz alternative work, fitting theze criteria, available for them to
undertake.

+ Phased Return to work
Consideration of a phazed return to work can be given where you feel that thiz would support
areturn to ful hourz. OHS advice may be sought if needed, however decizsions regarding
specific working hours are made by you, as you are better placed to understand what can be
facilitated. Such arrangements will usually only last for one or two weeks, but thiz can be
extended up to six weeks depending on the circumstances.

In exceptional circumstances where a phased return to work exceeds a sin week period, theze
cases will need to be agreed by a Head of Service or DAC and the Assistant Director of People
Services. Thizs decizion must be confirmed in writing and placed on the e-prf_ A longer phased
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return to work may also be facilitated using outstanding annual leave with the employee's
agresment.

Where, following the agreed phazed retumn to work period, the employee iz unable to return to
their full contractual hourz {either on a restricted duties or substantive role basis), but you are
ahle to continue to accommodate their waorking pattem, the employee will be paid in accordance
with the hours worked for the duration of the arrangement (which zhould last no longer than &
months). Any requests for a permanent change to working hourz/pattern must be progrezzed in
accordance with Policy number 445 - Working with choice - flexible working optiona.

Return to work meetings

When an employee retumns to work following an epizode of sickness abzence you should conduct
a retum to work meeting and record the outcome on StARS. Ideally the retum to work meeting

should take place as soon as possible on the day they return to worlke.
The purpose of a retumn to work meeting is to:

* Welcome the employee back.

* Provide updates on any changes in the employee’s abzence.

+ [ necessary, dizcusz a retum to work plan including training and intreduction to new team
members or workstreams.

+ Dizcuss support required and any adjustments that may be made to support the employes’s
ability to remain at work.

If the employee indicates at thiz point that their abzence was a result of them undertaking their

role, consideration should be given as to whether the sickness abzence should be classed as Due

to Service. Further detail as to how and when to record a due to service sickness absence can be

found here.

Redeployment
Redeployment iz to be explored when one of the following applies:

+ An individual has not been able to fulfil their substantive role due to efther long term sicknezs
or long term light/amended dutiez or a mixture of both and there is no clear indication as to
when they are likely to be able to fulfil their substantive role; or,

+ pccupational Health haz provided an opinion that an individual iz not likely to be fit for their
substantive role or they are unable to give a timezcale for a full return to their role.

Drizcussions regarding redeployment can be very difficult for the employee as it can signify an

end to their chosen career. You should arrange an employes support mesting with the individual

+ Understand their feelingz around redeployment.

+ Understand whether they feel they can apply for and succeed in any available roles.

+ Understand what development they may need to support them into an alternative role.
+ Dizcuzs what contractual changes redeployment entails.

Advice must be sought from People Services before an ESM is arranged to discuss
redeployment.

For further detail regarding what zupport can be provided pleaze refer to section 10.
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Il health retirement

In most cazes the support mechanizms outlined within this policy will azsist in supporting an
employee’s health and assist their ahility to attend work on a regular baziz. There may however
be a small number of cases where these support mechanizms are not effective in assisting
employees to attend work on a repular basiz or be able to undertake their substantive role owing
to the severity of their condition. In these cases, Il health retirement can be explored for
members of the Firefighters Pension Scheme and the Local Covernment Penzion Scheme only.

Should you have an individual who you believe meets the criteria to be progressed to an
Independent Qualified Medical Practitioner (IQMP) ar an Independent Regizterad Medical
Practitioner (IRAMP) you must contact People Services to discuss this further.

People Services will support you by attending a meeting with you and the employee to discusz
the precess for ill-health retirement. They will obtain information regarding the individuals
pension scheme, complete the necessary forms for OHS and ensure an appointment s arranged
with an IQMP or IRMP to review the case.

If a decizion iz reached that an employes iz to beill health retired, you will be contacted by a
colleague in People Services to inform you of thiz decizsion. Az the point of contact for the
individual you will be asked to inform them of the decision and let them know that they will
receive confirmation in writing. The outcome letter will confirm the decision made and any rightz
of appeal. It iz important to keep regular contact with the individual once they have been notified
of the decizion az they will require support in coming to terma with it. You may wizh to discuss at
an appropriate time how they wish for the decision to be communicated to their colleagues and
whether they are well encugh to attend an event to celebrate their service.

it would be uzeful to remind them of the support that we will continue to provide until their last
day of zervice and support that iz available after they have left the organization.

Risk assessments

A health condition may result in a change of support that an individual requirez.

When an employee notifies you of a health condition you will need to conzider whether a risk
aszezzment is required to understand whether there are any elements in the workplace that are
likely to result in an increased rizk to their wellbeing or zafety. This can be done when the
employee haz declared a health condition and iz continuing to work or, prior te them returning
from sickness abzence Thiz will allow you to understand what measures you can put in place to
avoid or minimize that rizk.

Policy number 630 - Managing stress within LFB and Policy number 673 - Rizk azsezsment
procedure, provide further information az to how to undertake a risk azsezzment.

Medical Advisory Panels

In zome complex medical cases it may be neceszary for you to seek advice from the Medical
Advizory Panel.

If a case iz to be put forward you should speak to the individual and. where possible, the Trade
Union representative and update them on thiz process.
If the individual wishes they may provide a written submizsion to be considered by the panel.

The Medical Advizory Panel iz convened upon demand and iz formed of representatives from
OHS, Ceneral Counzel, People Servicez, Health and Safety, Central Operations and Wellbeing.
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These panel meetings can be used to discuss specific, complex medical cases where a view is
required from all parties to determine whether an individual can remain safely at work_

The Medical Advizory Panel may alzo be uzed to provide support and advice when making
adjustments and deciding whether recommended adjustments are reazonable. If you require
further guidance on and how to escalate a caze to the Medical Panel, pleaze contact

wellbeingteam&|ondon-fire. gov.uk.

Sickness absence triggers

Sickness ahsence triggers are monitored over a 12-month rolling period. Please refer to Policy
number B73 — sicknezs capability policy for further information on the triggers and actionz you
should take.

Records

Pleaze zend records by email to RecordaServices@london-fire_powv uk. Records will be kept on
your electronic perzonal record file (e-PRF) and retained in accordance with Policy number 788 -
Electronic perzonal record file (ePRF) policy. Perzonal data shall be procezsed in accordance with

Eolicy number 351 — Data protection and privacy policy.
Help and support

Fleaze contact the HR. Helpdesk on ext. 82100 option 3 or by email to [T HR&@london-fire_gov.uk
for help, support or further information.

This policy may also be available on request in other alternative accessible formatz as zet outin
Paolicy number 290 — Cuidance note on tranzlation and interpretation. Please comtact
Communications on extension 30753 and by email to communications team&london-fire. pow. uk
to dizcuzs your needs and options.

The Brigade invites your engagement so that it can learn 2o if you have a suggestion that can
improwve this policy then please submit your idea via the Staff Supgestion Scheme on Hobwire az
set out in Policy number 887 — Staff suggestion scheme. Ay changes do need to go through the
agreed engagement, consultation, negotiation or governance requirements.
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Page 1, para 193 Inclusion of information relating to DTL and Cancer Screening.
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Introduction

This policy setz out the Brigade'z arangements for zupporting and managing staff who
experience strezs. This should be applied in conjunction with Policy number 1002 - Mental
health: promete, prevent and treat and Policy number 1005 — Supporting health and wellbeing
palicy.
This policy should be applied in line with the Brigade's values:

*  Service — We put the public first.

*  Courage — We step up to the challenge.

*  |eaming - We lizten zo that we can improve.

*  Teamwork — We work together and include everyone.

*  Equity — We treat everyone fairly according to their neads.

*  Integrity — We act with honesty.

A definition of stress

Strezs can be defined az ‘the adversa reaction to excessive prassures or other types of demands
placed on an individual” - Health and Safety Executive (HSE). Some pressures can be stimulating;
they can challenge, encourage, concentrate the mind and help to keep people motivated. Stress
iz a reaction to excessive, or in some cases too [Rtle, prezsure. The intensity of the stress responze
iz determined, at least in part, both by the individual’z appraizal of the sftuation and how the
individual copes with the emvironments they face and thiz iz recognized as varying from person to
person.

Stress is not a single, specific responze or a recognised medical condition in ftzelf; it iz a general
label or ‘'umbrella’ term which iz uzed to refer to a broad and diverze range of emaotions, thoughtz
and behaviours.

Causes of stress

The Brigade recognizes that there are a range of contributory factors, both acute and chronic, to
individual stresz. It iz therefore committed to a comprehensive approach to encompass the
dizstinct areas that are comtributory factors to stress. The following list, although not exhaustive,
are some of the sources associated with stresa:

+ Perzonalf/domestic.

+ Organizational.

+ Aftendance at (some) operational incidents.
+ Internal and external change.

+ Interperzonal relationships.

* Workloads.

+ Bullying and harazsment.

Internal and external influences can result in increased demands on the service, and
organizational zources of stress can affect staff at all levelz. Among the diverse sources of stress
identified abowe, the H5E has identified the following as key risk factors: the demands of the job,
the level of control over the work, the support that is received, the relationships at work, the
individual'z role in the organization and how well it iz understood, and how change iz managed
and communicated._
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It iz recognized that attendance at or involvement in traumatic incidents, especially those
imsohving multiple fatalities or the death of children or colleagues, can induce symptoms of stress
and anxiety for groups or individuals. Theze can result in feelings of sadness and helplessnezs in
the face of bozs. Such reactions are normal, but in izolated cases theze feelings can remain
unrezolved and undiminished and may result in an individual suffering from the medical condition
known as Post Traumatic Stress Disorder (PTSDY.

The zources of perzonal and domestic stresz vary greatly from individual to individual, but zome
commonality can be establizhed from the following:

+ Family illnesz and bereavement.

* Relationzhips with partners, children, parents and other family members.

+ Fnancial problems.

+ Problems with dependency on aleohol, drugs, gambling or anti-social behaviour.
+ The effects of being a victim of crime.

Symptoms and effects of stress

Stress can manifest itself in a number of wayz and some symptoms associated with stress are:
headaches/migraines, inzomnia/changes to zleep patternz, anxiety, loss of self-esteem,
susceptibility to fllness andfor accidents, lack of appetite and noticeable weight loss or weight
gain. Stress may also lead to an increaze in the conzumption of alechel, drugs and/or cigarettes,
all of which are potentially harmful to health.

Stress haz alzo been aszociated with a number of zeriouz ill health conditionz such az heart
dizease, raized blood pressure, ulcers and deprezsion, az well az with minor dizorders such as
indigestion, nausea, skin rashes, excessive tirednezs and muacle pain.

The effects of strezs on an organisation can include a loss of motivation in staff, declining
performance, poor time keeping, becoming withdrawn or argumentative, raised sickness abzence
and high staff tumowver.

Positive action to manage employee stress

The Brigade cannot eliminate all intemnal pressures, nor would thiz be desirable. In addition, the
Brigade has little or no influence over external strezsors. It iz neverthelezs, committed to
identifying, mitigating and/or removing, where pozsible, inappropriate levels and sources of
internal pressure which are likely to cause siress to individuals. In order to achieve this, the
Brigade muzt be clear ahout rizks within the organization. it also recognizes that some memberz
of itz workforce, due to their individual make-up and/or the particular nature of their work, may
be potentially more exposed to such pressures than others.

The overall approach to stress management for the Brigade will be one that adoptz a risk-based
approach. The Brigade's primary focus will be to avoid undue stress in the workplace. However,
all organizations are likely from time to time to have staff affected by stresz and as such, measures
to identify and assess sources of stress and those at most risk iz needed with the neceszary action
taken to addrezs the cases highlighted.

Alongzide implementation of Policy number 1005 — Supporting health and wellbeing policy, the
Brigade has alzo adopted the Appendix 1 document "Work-Related Stress: Guidelinez’. The
work-related stress risk asseszment repart form can be found at Mew Office Documents™>Forms
(Stationz)>Personnel Forms>Work related stresz — risk azsessment.
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Assessing the risks

Rizk azsessment is the process of looking forward to anticipate and prevent harm before it occurs.
The rizk azzezsment process iz designed to identify hazards, aszess the rizk to heath and zafety,
prevent the hazard(z) from cccurring or if it cannot be avoided, controlling the rizks in order that
they are reduced or minimized.

A rizk aszessment approach represents a set of measures used to identify potential stressors
within the workplace and can be carried out on both an organizational and individual level.

The aim of thiz process is to explore the areas that are causing strezs to the individual, focuzing in
the first instance on performance at work and working with the individual to identify what steps
can be taken to support them in their work. tt may be that temporary or relatively minor changes
can help to alleviate the feelingz of strezs.

Staff will be asked by their line manager to complete the “Workplace Stress Questionnaire” and to
dizcuss thiz with their line manager (or where the employee would prefer, ancther appropriate
manager) in the first instance_ Managers should discuss the purpase of thiz questionnaire with
the employee and offer the option of either the employee completing the questionnaire first and
then dizcussing it, or, alternatively, meeting with the manager and completing the questionnaire
together.

Any actions or pozsible zolutionz should be noted and a date to review progrezs agreed on the
work related ztress - risk assezament report. The work-related stress rizk azseszment report form
can be found at Mew Office Documents>Forms (Stations)*Personnel Forms>Work related stress
— risk azzessment.

Ezsentially the aim iz to:

+ Identify sources of stress.

+ Evaluate the severity of stresz levels identified.

+ Highlight areas of rizk.

+ Ewvaluate the Brigade'z policies and procedures for preventing and/or mitigating ztress.
* Recommend interventions that would reduce employee exposure to stress.

+ Satizfy health and safety [aw requirements.

A manager (when thiz iz not appropriate, an altemative member of staff of the same grade az the
manager) must conduct a risk assessment in the event of a member of staff retuming to work,
having been absant from work due to stresz and consider as neceszary, any adjustments that may
be required, irrespective of whether the stress iz work related or not. Rizk assessmentz
conducted zhould be in line with any information// puidance provided by the Brigade’s
Occupational Health Service (OHS). Where a manager does not feel a risk aszesament is
neceszary, this zhould be noted inthe employee’s return to work meeting (RTWHAA).

A manager will need to consider conducting a risk azseszment in the event of a member of staff
presenting any or all of the following behavioural changes in the workplace.

+ Becoming withdrawn.

* Being aggressive.

* Manifestation of poor time keeping.

* Interperzonal problems.

+ Sporadic periods of un-certificated sicknezs abzence.
* Irrational behaviour.

The above list, although not exhaustive, containz some of the triggers for a manager to note and
act upon. Exploring the areas that are causing stress, focussing in the first instance on
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performance at work, iz a legitimate role of a manager. Listening to the individual's concerns,
offering a sympathetic ear and giving reazsurance may be all that is needed in some cases.
Communicating with the member of staff in an open and honest way may lead on to iszues
outside of the working environment, which a manager may or may not be able to deal with given
what iz being presented. To this end, managers and staff can utilize the specialist resources
available to them, az detailed in zaction 9 of thiz policy.

In zummary, a stress related situation that warrants a rizk aszeszment and zuitable plan will be
brought to a manager’s attention in any one of the following ways:

+ The member of staff raizes a stress related izzue with the manager.

* The manager raises concerns that a member of staff may be showing signs of strezs.

+ The member of staff iz on sick leave with a potential stress related condition and the
accomparnying medical certificates confirma thiz e_g. - "stress//work related stress,/fati gue,
nervous exhaustion/debility’ (these examples are not exhaustive).

Staff are advized to discusz any izsues of concern with their line manager in an open and honest
manner in order to arrive at workable solutions. lssues of workleads and the ability to cope at
work or with inter perzonal problemz with colleagues, need to be brought to the line manager's
gttention in an open and honest manner. Even where the pressures experienced are not work-
related, it iz important that managers are made aware of them, given the potential for theze
matters to have an effect on work performance and impact on the working environment. Any
information received by managerz should be treated zensitively and in keeping with the
principles aszociated with confidentiality.

In conducting rizk asseszments and developing aszociated plamsz, it iz important that a record of
the rizk aszessment iz maintained and retained in order to monitor progress of a given stress
related situation, with a view to achieving the desired positive cutcome. Completed forms must
be stored on the employee’s electronic perzonal record file (e-PRF) in order that reviews of risk
aszessments can be undertaken as necessary. This will also provide for up to date information to
be available at a given point, for caze management purpases.

Providing support

Drepending on the izsuels) prezented, regardlesz of whether they are work: related or not, staff
and managers have recourse to specialist advice from the Wellbeing team and the Chaplaincy
Services, who can provide appropriate guidance. Additionally, the Brigade haz a confidential
Counzelling and Trauma Service (CTS), our Employes Assistance Propramme (EAP) and the
OHE. While managers can recommend staff be referred to CTS in the light of particular
situationz, both CTS and the EAP also operate on a self referral basis where staff can liaize directhy
with the senvice for referral as necessary. The OHS can help in providing advice in order to
facilitate a return to work and support the manager in identifying workplace adjustments.
Workplace adjustments can be recorded on the employee’s Workplace Adjustment pazsport.
Pleaze zee detailz on Hotwire how to record this here_

In addition to the specialist sources of advice and support mentioned above, the Brigade's Health
and Safety Services (H55) can alzo assist in providing guidance and support to staff and managers
bry offering independent help and advice conceming the risk assessment process and providing
advice on best practice.
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Recommended action

By managers:

+ Communicate — with staff regarding workloads, standards, variations and expectations and
your rele in supporting them. Encourage staff to say what they think and generate their own
ideas for change where possible. Listen without judging. Give constructive feedback.

+ Staff Assezssment —through regular one-to-ones, or through conducting a Strezs Risk
Azzezsment with the member of staff. Do not rely zolely on the appraizal process, but actively
manage and provide positive support for any changed situation. Conzider any reasonable
workplace adjustments that may be required to mitigate the rizks identified.

+ Support/Direction/Training — ensure that this iz in place at the beginning and throughout any
period of intensified workflow or new rezponsibilities.

* Monitor — make this a regular feature. If a manager has conducted a risk assessment, and
implemented a plan, they need to ensure that thiz iz monitored at regular intervals and be
prepared to revize any working arrangements in the short term and encourage staff to develop
their ahilities.

+ Action — Be aware of specialist zources of help and advice available as per section 9 abowve.

By staff:

Motwithstanding the specialist sources of aszistance available to staff, there are also a number of
strategies that can be adopted to alleviate the symptoms of ztrezs and zome of these include:

+ Social zupport, i_e. family, friends and colleagues

+ Professional support i.e. GP, specialist, counzellor, paychiatrist
* Support groups

+ Relaxation techniques

+ Physical exercize

* Good nutrition

+ Adequate sleep and rest

+ Life style changes

+ Talking to someone

* Work based solutions

Records

Pleaze zend records by email to RecordsServices@london-fire_pov.uk. Records will be kept on
your electronic perzonal record file (2-PRF) and retained in accordance with Policy number 785 -
Electronic perzonal record file. Perzonal data shall be processed in accordance with Policy
number 351 — Crata protection and privacy policy.

Help and support

Pleaze contact the Wellbeing team by email to WellbeingTeam@london-fire gov uk.

This policy may also be available on request in other altemative accessible formatz as zet outin
Eolicy number 290 — Guidance note on translation and interpretation. Flease contact
Communications on extension 30753 and by email to communications team®london-fire gov ik

to dizcuzs your needs and options.
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Employeez have a rezponsibility to raise concerns with their manager (or to the next manager if
appropriate) if they believe that their job or other work related factors are making them ill or
comtributing to their illness.

Employees have a duty to take reasonable care of their own health, zafety and wellbeing and that
of others who may be affected by their actions. Employees may sugpgest ways in which the work:
might be organised to alleviate the stress and discuss any other adjustments with their line
manager that could be made to assist them in performing their job.

Employers have a duty of care to employees and must take reazonable care of their health, safety
and wellbeing in the workplace_ A referral to the Occupational Health service can be made for
sickness relating to strezs to ensure early zupport for the employee. Managerz should also
conzider a referral to Counzelling and Trauma Services in cazes of work-related stress.

In situations where work has been identified as a perceived cause of strezs (whether the
employee iz abzent or not), the employee should raise it with their line manager in the first
instance.

In cazes where line managers may be cited az the perceived cauze of stress, then they should
refer the matter to the next manager outlining reasons why concerns cannot be raised with their
line manager. The next manager may consider an alternative designated officer as point of
comtact during the period of abzence but only in exceptional circumstancez and where there are
substantial grounds for doing 0. The desipnated officer will undertake duties relating to contact,
Employee Support Meetings or return to work interviews for as long as necessary.

The London Fire Brigade Supporting Healfth and Wellbeing iz clearly focuzed on supporting
employees with health concemns; and where work related stress iz identified az a perceived cause
of absence; managers have a responsibility to dizcuss the perceived cause(s) with employess
with a view to eliminating (or minimizing) those causes to assizt a return to work or to maintain
gttendance. Employees should fully disclose the perceived causes of work relsted stress to their
manager in order that the izsues can be addressed without delay.

To assist with thiz process the "Workplace Stress Questionnaire™ should be completed by
employees in all cases of reported work related strezs. Managers are encouraged to dizcuss cases
of perceived work related stress with the Wellbeing team prior to meeting with the employee._ If
the employee’s responzes to the questionnaire indicate health izsues, then a referral to
Occupational Health should be made even if the employee has not reported sick.

Managers and employees should then meet to agree an action plan and review timeframe to
maonitor the impact of any agreed actions.
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