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Minute 
Human Resources Sub-committee 
Tuesday, 21 March 2023, 12 noon. 

Council Chamber, Council Offices, School Place, Kirkwall. 

Present 
Councillors Heather N Woodbridge, Alexander G Cowie, James R Moar, Gwenda M 
Shearer, James W Stockan and Duncan A Tullock. 

Present via remote link (Microsoft Teams) 
Councillor John A R Scott. 

Clerk 
• Sandra Craigie, Committees Officer. 

In Attendance 
• Karen Greaves, Corporate Director for Strategy, Performance and Business Solutions. 
• Gareth Waterson, Corporate Director for Neighbourhood Services and Infrastructure. 
• Gavin Mitchell, Head of Legal and Governance. 
• Emma Chattington, Senior Organisational Development Adviser. 

Apology 
• Councillor Ivan A Taylor. 

Declarations of Interest 
• No declarations of interest were intimated. 

Chair 
• Councillor Heather N Woodbridge. 

1. Mental Health and Wellbeing Policy 
After consideration of a report by the Corporate Director for Strategy, Performance and 
Business Solutions, together with an Equality Impact Assessment, copies of which had 
been circulated, and after hearing a report from the Senior Organisational Development 
Adviser, the Sub-committee: 
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Noted: 

1.1. That, although the Council had a policy on Stress Management, a wider policy on 
helping employees with stress and other mental health and wellbeing issues would be 
advantageous. 

1.2. That a draft Mental Health and Wellbeing Policy had been developed in line with 
current Health and Safety Executive standards and best practice. 

The Sub-committee resolved to recommend to the Council: 

1.3. That the policy on Mental Health and Wellbeing, attached as Appendix 1 to this 
Minute, be approved. 

2. Conclusion of Meeting 
At 12:12 the Chair declared the meeting concluded. 

Signed: (Chair). 



Mental Health and 
Wellbeing Policy 

February 2023 

www.orkney.gov.uk 

www.orkney.gov.uk 
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Introduction 

Here at Orkney Islands Council, we want to support our colleagues’ wellbeing and this 
includes mental health. We know for some of us, talking about our mental health can be 
uncomfortable. But with research suggesting that 1 in 4 of us will experience a mental 
health issue every year and that 17% of us are living with a serious mental health concern, 
it’s ever more important to talk about how we are feeling. 

Just like physical health, we all have mental health. Sometimes we might experience 
mental health concerns that last a few weeks or months, or we might have more serious 
issues that are longer term. Our mental health may change over time, just like our physical 
health does. The purpose of this policy is to encourage you to talk about your mental health 
and wellbeing, to let you know what we can do to support you, and to give you information 
on where to go for further help. 

We have a number of guides that accompany this policy including a guide to managing 
workplace stress and a guide on supporting employees’ mental health and wellbeing. 

 

We are committed to ensuring the health and wellbeing of all employees and that we are all 
treated fairly and with dignity and respect at work. 

We are committed to taking all reasonable steps to make sure that we: 

• Listen to you if you tell us about your mental health or workplace stress. 
• Keep information about your mental health confidential. 
• Support you if you are experiencing symptoms related to your mental health and 

wellbeing, making reasonable adjustments where needed. 
• Treat you with respect, not making judgements or assumptions about you because 

you have told us about your mental health or workplace stress symptoms. 
• Treat any issues of bullying and harassment in relation to mental health or workplace 

stress issues seriously. See our Dignity at Work Policy for more information. 

Policy statement 
As an employer we have a legal duty under Section 2 (1) of the Health and Safety at Work 
etc. Act 1974 to ensure, so far as is reasonably practicable, the health, safety and welfare 
at work of all our employees. In terms of Regulation 3 of the Management of Health and 

The aims of this policy are: 
• To encourage us to talk more about mental health and wellbeing in the workplace.  
• For those experiencing symptoms to feel you can ask for the support you need.  
• For managers to have the knowledge and confidence to know what to do if you 

need to provide support to a team member through this time.  
• To give all colleagues information about where to access further guidance and 

support. 

Introduction 
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Safety at Work Regulations 1999, the Council also has a duty to make a suitable and 
sufficient assessment of the risks to the health and safety of our employees to which they 
are exposed whilst at work; this includes the risks of psychological as well as physical 
harm. Orkney Islands Council will therefore take the necessary steps to assess the risk of 
work-related stress and put measures in place to reduce the risk as far as is reasonably 
practicable.  

We recognise that stress can be work related, can arise from a person’s private life or a 
combination of the two. Whatever the case, the impact of stress on an individual will still 
potentially impact on the workplace. 

Scope of the policy 
This policy applies to and covers all managers and employees. Third parties (including 
contractors, customers and visitors) are also required to comply with this policy in so far as 
it relates to Orkney Islands Council’s commitment to providing a workplace free from 
harassment, bullying and victimisation. This policy also takes account of Orkney Islands 
Council’s obligations under the Employment Rights Act 1996, the Protection from 
Harassment Act 1997, the Working Time Regulations 1998 and the Equality Act 2010.  

The procedures outlined within Orkney Islands Council’s Sickness Absence Policy must be 
followed in conjunction with this Policy.  

Please note this policy does not form part of any contract of employment and may be 
amended and reviewed in conjunction with Trade Unions at any time. 

Responsibilities 
The Chief Executive retains overall responsibility for Health and Safety as per the corporate 
Health and Safety Policy. Practical responsibility is delegated to line managers in respect of 
the area under their management control. Additional responsibilities in respect of Mental 
Health and Wellbeing are detailed below. 

Corporate Directors and Head of Services are responsible for:  
• Monitoring absence statistics, staff surveys and other available information on a 

regular basis, particularly in care settings where coping with distressing and 
traumatic incidents, including vacancy rates which may indicate where there are 
not enough people to do all of the work. 

• Providing advice, support and training to managers in relation to implementation 
of this policy.  

• Maintaining and promoting a positive working environment throughout their 
service.  

• Ensuring sufficient resources are made available to implement this policy.  

As a manager with responsibility for others, you should: 
• Have an awareness of your own management and leadership style and the 

impact your behaviours might have on the people you manage. 
• Have regular conversations with your team members and should cover health 

and wellbeing.  
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• Listen non-judgementally and provide appropriate support to your team members 
who are affected by mental health problems or workplace stress. 

• Follow the relevant manager guidance to support team members in managing 
any mental health issues or workplace stress.   

• Consider using the Wellness Action Plans with your team members to help 
proactively manage health and wellbeing. Guides can be found for line managers 
and employees within Health and Wellbeing (sharepoint.com). 

• Set team members realistic targets, monitor workloads, working hours and 
overtime to ensure that they are managing their workload within the time 
available. 

As an employee you should: 
• Take reasonable care of your own health and wellbeing.  
• Familiarise yourself with this policy and associated documentation and act in 

accordance with its aims and objectives.  
• Plan and organise your work to meet organisational objectives.  
• Behave in a manner that is conducive to the mental wellbeing of your colleagues.  
• Raise issues of concern and seek assistance as appropriate from your line 

manager, human resources, health and safety representative, trade union, your 
General Practitioner or the Council’s occupational health service (via a 
management referral).  

• Engage with any support, advice and guidance that may be offered.  
• Engage with any Work-related stress risk assessment your manager or service is 

undertaking.  
  

https://orkneyislandscouncilgov.sharepoint.com/sites/HRandPerformance/SitePages/Health-and-Wellbeing.aspx
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Talking about mental health and wellbeing at work 

If you’re living with a mental health issue, we know it can be a difficult step to tell people 
about it. But we encourage you to talk to your manager, so they can give you the support 
you need. You can mention it in your next one-to-one or ask to meet with them just to talk 
about this.  

Your manager won’t judge you. They’ll listen to you and talk to you about what they can do 
to help. You might feel it’s enough for them just to be aware of what you’re experiencing. Or 
they might need to make changes to your work or work environment to help. There is more 
information about reasonable adjustments in the section below. You can discuss and agree 
what will happen next. 

They may encourage you to go to your GP for support, if you haven’t already. They might 
also ask you if you’re happy to be referred to occupational health. This is so we can get 
more information about how your mental health issue is likely to affect you at work, and 
what adjustments we can make to help. 

If you tell your manager about your mental health concerns, they’ll keep this confidential 
and won’t share this information unless you say it’s okay – except if we’ve got serious 
concerns for your safety or that of others. 

 

 

  

Reducing stigma 
We recognise the importance of promoting open communication to support reducing any 

stigma around mental health issues. We are committed to raising awareness of mental 

health in the workplace and continue to: 

• Utilise national campaigns and activities relating to mental health and wellbeing. 
• Provide online training to all employees via iLearn to raise awareness of mental 

health conditions. 
• Provide specific training for managers on supporting people with mental health 

issues. 
 

Talking about m
ental health and w

ellbeing at w
ork 
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Making reasonable adjustments 

There might be reasonable adjustments we can make at work to help you manage your 
mental health or workplace stress symptoms. These may be temporary changes or longer-
term changes depending on your particular circumstances.  

Your manager may do a risk assessment to understand more about how your mental health 
or stress symptoms might affect you at work and the adjustments you need. 

 

If you think you might need a change to your working pattern to help you manage your 
mental health or stress, talk to your manager about this when you are creating your 
Wellness Action Plan. In some circumstances, this request may be considered as a 
reasonable adjustment rather than requiring an application through the Flexible Working 
Policy. 

Your manager may suggest an occupational health referral. This is so that we can get more 
information about how your mental health or stress symptoms are likely to affect you at 
work and what adjustments can be put in place to support you. 

Wellness Action Plans 
You can use a Wellness Action Plan to identify how your mental health or stress is 

impacting you at work and use this to discuss any changes you might need with your 

manager. 

The adjustments we can make will depend on your circumstances, but the types of 

changes that might help could be: 

• Having meetings with your manager more often. 
• Agreeing that we’ll tell you information face to face, so you can talk through how 

you feel about it. Alternatively, you might prefer us to send information to you in an 
email first, so you have time to think through how you want to talk about it. 
Whatever helps in your situation. 

• Adjusting some of your duties. 
• Providing specific equipment such as noise cancelling headphones or a light box 

which might help if you have Seasonal Affective Disorder (SAD). 
• Changing your start and finish times, or when you take your breaks. This might 

help you avoid situations you know are going to be stressful for you. 
• Agreeing for you to work somewhere else at times if you need to. 
• Giving you time off to attend medical appointments. 

M
aking reasonable adjustm

ents 

https://orkneyislandscouncilgov.sharepoint.com/sites/HRandPerformance/SitePages/Health-and-Wellbeing.aspx
https://www.orkney.gov.uk/Files/Human_Resources/Flexible_Working_Policy_March_2016.pdf
https://www.orkney.gov.uk/Files/Human_Resources/Flexible_Working_Policy_March_2016.pdf
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Implementation of existing Policies 
The Council has a policy on Sickness Absence management which includes absence 
triggers based on duration or frequency of sickness absences. Any employee absences 
resulting from mental health or workplace stress should be recorded as per the Sickness 
Absence Management policy.   

It is acknowledged that mental health or stress symptoms may in some circumstances 
impact a person’s performance at work, and therefore this should be taken into account 
when applying the Council’s Disciplinary or Capability Policy. 

Other policies that may be useful for you and your team member include: 

• Health and Safety. 
• Leave of Absence. 
• Flexible Working. 
• Supporting Menopause in the workplace. 

Wellness Action Plans 
Wellness Action Plans can be used to identify what helps you to manage your mental 
health or stress symptoms at work, what causes you to become unwell and the support you 
would like to receive to improve your wellbeing. 

By creating a Wellness Action Plan, you can identify what works and what doesn’t work for 
you in managing your mental health and wellbeing. It can help identify what support you 
might need from your manager and what you can do to support your own mental health and 
wellbeing. 

There are templates you can use to create your Wellness Action Plan; one for hybrid 
working and one for the workplace. You can either do this on your own and then share it 
with your manager or discuss it with them to put it together. Once you have shared this with 
your manager, they will keep it confidential and won’t share it with anyone else without your 
permission. 

It is good to meet regularly with your line manager to discuss your Wellness Action Plan 
and how you feel things are going. You can use your usual one-to-one, or just ask them if 
you want a catch up. 

  

https://orkneyislandscouncilgov.sharepoint.com/sites/HRandPerformance/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FHRandPerformance%2FShared%20Documents%2FHealth%20and%20Wellbeing%20Policies%20and%20Guidance%2FWellness%20Action%20Plan%20Guide%20for%20hybrid%20working%2Epdf&parent=%2Fsites%2FHRandPerformance%2FShared%20Documents%2FHealth%20and%20Wellbeing%20Policies%20and%20Guidance
https://orkneyislandscouncilgov.sharepoint.com/sites/HRandPerformance/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FHRandPerformance%2FShared%20Documents%2FHealth%20and%20Wellbeing%20Policies%20and%20Guidance%2FWellness%20Action%20Plan%20Guide%20for%20hybrid%20working%2Epdf&parent=%2Fsites%2FHRandPerformance%2FShared%20Documents%2FHealth%20and%20Wellbeing%20Policies%20and%20Guidance
https://orkneyislandscouncilgov.sharepoint.com/sites/HRandPerformance/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FHRandPerformance%2FShared%20Documents%2FHealth%20and%20Wellbeing%20Policies%20and%20Guidance%2FWellness%20Action%20Plan%20Guide%20for%20the%20workplace%2Epdf&parent=%2Fsites%2FHRandPerformance%2FShared%20Documents%2FHealth%20and%20Wellbeing%20Policies%20and%20Guidance
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Other sources of support 

There is lots of other support available about managing mental health, stress and wellbeing. 
Here are some that you may find useful: 

Wellbeing Resources 

Resources to support employees and further information can be found within the Wellbeing 
section of the Council’s Intranet. 

Mental Health Awareness for Managers – Virtual 

The aim of the course is to understand common mental health problems and how to cope 
with and deal with these in a positive way in your role as a manager. 

Occupational Stress will be covered along with your responsibilities as a manager in 
dealing with this in terms of both organisational policy and under legislation. 

Scottish Mental Health First Aid – Face to Face 

This is a two-day course and is designed for everyone.  It covers how to recognise 
someone in a mental health crisis, how to approach and support them and covers basic 
suicide intervention skills. 

Managing Personal Stress – Face to Face 

For all employees who are prone to stress and would like to investigate the reasons and 
potential solutions behind work related stress, contact Learning and Development for a 
place on a Managing Personal stress workshop. 

iLearn health and wellbeing resources  

Available to all employees to raise awareness of health and wellbeing in a workplace 
setting. 

Trauma Informed Training – Virtual 

Training sessions are available on TURAS, The NHS Learning Management Centre. 
Contact Learning and Development for further details. 

Trade Unions can be contacted for further advice and support. 

  

O
ther sources of support 

https://orkneyislandscouncilgov.sharepoint.com/sites/HRandPerformance/SitePages/Health-and-Wellbeing.aspx
https://learn.nes.nhs.scot/Search/SearchResults?searchterm=Trauma%20informed&page=1
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Glossary 

Knowing how to talk about mental health, stress and wellbeing is important for both people 
experiencing symptoms and those who need to provide support to a team member or 
colleague during this time. 

Having a shared understanding of the terms and terminology that are frequently used in 
discussions about the mental health is key to ensuring we are all clear on what we mean 
and helps to reduce any potential confusion or embarrassment. 

 

Term Definition 

Mental wellbeing A positive term that includes life satisfaction and psychological 
wellbeing e.g. a sense of control, having a purpose in life, a sense 
of belonging and positive relationships with others. 

Mental illness or 
mental health 
problems 

A term that refers to symptoms that meet a clinical diagnosis of 
mental illness or symptoms at a sub-clinical threshold which 
interfere with emotional, cognitive, or social function. Examples 
include common mental health problems such as depression, 
anxiety or severe and enduring mental health problems such as 
schizophrenia. 

Work related 
stress 

The adverse reaction some people may have to perceived 
excessive pressures or other types of demand placed on them at 
work (HSE). Stress can contribute to a state of poor mental 
wellbeing and sustained over a period of time, can lead to mental 
or physical illness. It should be recognised that stress can be work 
related or can arise from a person’s personal life or a combination 
of the two.  

Mental health 
disability 

A mental impairment which has substantial, adverse and long-term 
effects on a person’s ability to carry out normal day-to-day 
activities. Someone with a mental health-related disability would 
fall under the scope of the Equality Act (2010) and reasonable 
adjustments should be supported in line with the relevant section 
in the Sickness Absence Policy and Procedure. 

 

You aren’t expected to be an expert on mental health conditions. Having an awareness of 

the common terms used when discussing mental health and wellbeing means that 

conversations are more likely to be supportive and better provide the right guidance and 

signposting where needed. 

The table below provides a short guide to some of the terms and definitions that are used 

regarding the mental health. 

 

               

            

              

   

                 

    

G
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