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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.

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.

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
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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.
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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.
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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.

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.

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.
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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.
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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.
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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.

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.

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.
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Helpf ul
defi nit ions
For t he purpose of clarit y, when
we refer t o ‘ment al healt h’ in t his 
guide we are using it  in t he broadest 
possible sense. Some useful
definit ions t o t erms used in t his guide
can be found below.



Guide f or Line Managers Helpf ul  defi nit ions

Ment al healt h
We all have ment al healt h, just  as we all have 
physical healt h. How we feel can vary from 
good ment al wellbeing t o difficult  feelings and 
emot ions, t o severe ment al healt h problems.

Ment al wellbeing
Ment al wellbeing is t he abilit y t o cope wit h t he 
day-t o-day st resses of life, work product ively, 
int eract  posit ively wit h ot hers and realise our 
own pot ent ial. When we t alk about  wellbeing, 
we are referring t o ment al wellbeing.

Poor ment al healt h
Poor ment al healt h is when we are
st ruggling wit h low mood, st ress or anxiet y. 
This might  mean we’re also coping wit h 
feeling rest less, confused, short  t empered, 
upset  or preoccupied. We all go t hrough 
periods of experiencing poor ment al healt h 
– ment al healt h is a spect rum of moods and 
experiences, and we all have t imes when we 
feel bet t er or worse.

Ment al healt h problems
We all have t imes when we st ruggle wit h
our ment al healt h. A ment al healt h problem is 
when difficult  experiences or feelings go on for 
a long t ime and affect  our abilit y t o enjoy and 
live our lives in t he way we want . You might 
receive a specific diagnosis from your doct or, 
or just  feel more generally t hat  you are 
experiencing a prolonged period of
poor ment al healt h.

Common ment al healt h problems
These include depression, anxiet y, phobias
and obsessive-compulsive disorder (OCD). 
These make up t he majorit y of t he problems 
t hat  lead t o one in four people experiencing 
a ment al healt h problem in any given year.
Sympt oms can range from t he comparat ively
mild t o very severe.

Severe ment al healt h problems
These include condit ions like schizophrenia 
and bipolar disorder which are less common. 
They can have very varied sympt oms and 
affect  your everyday life t o different  degrees, 
and may require more complex and/or
long-t erm t reat ment s.

Work-relat ed st ress
Work-relat ed st ress is defined by t he
Healt h and Safet y Execut ive as t he adverse 
react ion people have t o excessive pressure 
or ot her t ypes of demand placed on t hem at 
work. St ress, including work-relat ed st ress, 
can be a significant  cause of illness. I t  is
known t o be linked wit h high levels of sickness
absence, st aff  t urnover and ot her issues
such as increased capacit y for error. St ress
is not  a medical diagnosis, but  severe st ress
t hat  cont inues for a long t ime may lead t o
a diagnosis of depression or anxiet y, or ot her 
ment al healt h problems.

Burnout
Burnout  isn’t  t echnically a diagnosis, but
inst ead refers t o a collect ion of sympt oms. 
You may feel exhaust ed, have lit t le mot ivat ion 
for your job, feel irrit able or anxious and you 
may see a dip in your work performance.



What  is a 
Wel lness
Act ion Plan?
Given t he high levels of st ress 
and poor ment al healt h we are 
seeing in t he workplace, t here is 
a growing demand for innovat ive 
and proact ive ways of managing 
our ment al healt h at  work.



Guide f or Line Managers What  is a Wel lness Act ion Plan?

The Wellness Act ion Plan is inspired by Mary Ellen Copeland’s Wellness 
Recovery Act ion Plan® (WRAP®): an evidence-based syst em used worldwide 
by people t o manage t heir ment al healt h.

Wellness Act ion Plans are a personalised, pract ical t ool we can all use
– whet her we have a ment al healt h problem or not  – t o help us ident ify
what  keeps us well at  work, what  causes us t o become unwell, and how t o 
address a ment al healt h problem at  work should you be experiencing one.

As a manager, encouraging your t eam members t o draw up a Wellness
Act ion Plan gives t hem ownership of t he pract ical st eps needed t o help
t hem st ay well at  work or manage a ment al healt h problem.

By giving your t eam an opport unit y t o draw up a Wellness Act ion Plan, t hey 
will be able t o plan in advance and gain an awareness of what  works and 
what  doesn’t  work for t hem. A Wellness Act ion Plan can help your people
t o develop approaches t o support  t heir ment al wellbeing.

I t  also opens up a dialogue bet ween you and your t eam member, t o help you 
bet t er underst and t heir needs and experiences and t herefore bet t er support  
t heir wellbeing. This in t urn can lead t o great er product ivit y, bet t er 
performance and increased job sat isfact ion.

By regularly reviewing t he agreed, pract ical st eps in t he Wellness Act ion 
Plan, you can support  your t eam member t o adapt  it  t o reflect  t heir 
experiences or new approaches t hey find helpful. By allowing t he individual
t o t ake ownership of t he process and of t he Wellness Act ion Plan it self, you
will be empowering t hem t o feel more in cont rol.

Wellness Act ion Plans are also part icularly helpful during t he ret urn t o work 
process, as t hey provide a st ruct ure for conversat ions around what  support 
will help your t eam member and what  workplace adjust ment s might  be 
useful t o discuss and consider.



Support ing 
your t eam 
members
t o develop
a Wel lness 
Act ion Plan



Guide f or Line Managers Support ing your t eam members t o develop a Wel lness Act ion Plan

How t o get  your t eam st art ed wit h 
a Wellness Act ion Plan
Mind provides t hree Wellness Act ion Plan
t emplat es and associat ed guides for your
t eam members t o make use of depending
on t heir predominant  way of working.
We have guides for:

P eople working in a workplace

P eople working remot ely

P eople who are hybrid working

St art  by sharing our guides wit h your t eam
and encouraging t hem t o prot ect  t ime in t heir 
calendar t o reflect  on what  keeps t hem well at 
work and complet e t he appropriat e Wellness 
Act ion plan t emplat e.

Complet ing a Wellness Act ion Plan can
t ake some t ime, part icularly if it  is t he first
t ime a t eam member has ever been asked t o 
consider what  keeps t hem well at  work, so 
look t o schedule some t ime t o discuss t heir 
complet ed Wellness Act ion Plan t emplat e at 
least  a week aft er sharing t he guides t o allow 
t ime for a person t o properly reflect  on t he 
quest ions being posed.

Discussing a Wellness Act ion Plan
While t he Wellness Act ion Plan it self will 
provide a st ruct ure t o your discussion wit h 
your t eam member, it ’s import ant  t o creat e 
an environment  in which t hey feel safe and 
comfort able t o share t he det ails t hey’ve 
prepared. Consider t he following in preparing 
for your conversat ion:

Choose an appropriat e place
When discussing ment al healt h and 
wellbeing, it ’s import ant  t o make people 
feel comfort able so t hat  t hey feel able t o 
have an open and honest  conversat ion. I f 
holding your discussion in t he workplace, 
find a privat e and quiet  space.

I f your t eam member is working remot ely, 
be sure t o provide appropriat e not ice of t he 
meet ing so t hey can find an appropriat e 
space t o have t he discussion. A person
working from home may not  feel comfort able
having a conversat ion about  ment al healt h 
if sharing a working space wit h a part ner or 
ot her members of t heir household.

Somet imes a neut ral space out side of
t he workplace like a coffee shop can help
a t eam member t o feel at  ease. Depending 
on t he locat ion of any remot e workers in 
your t eam, consider whet her it  might  be 
possible t o hold t he meet ing in person
in a mut ually agreeable locat ion.

List en and don’t  make
assumpt ions

I t  can be difficult  for people t o share 
informat ion relat ing t o t heir ment al
healt h. The Wellness Act ion Plan t emplat e
will hopefully have provided your t eam 
member t ime and st ruct ure t o order t heir 
t hought s and art iculat e t heir feelings
in a way t hey’re comfort able.

Provide your t eam member t he space
t o t alk t hrough t heir Wellness Act ion Plan 
in t heir own words in t heir own t ime. List en 
and be respect ful.

Support  your t eam member t o explore t he 
support  t hey need

We are all expert s on our own ment al 
healt h and t he support  or adjust ment s 
we may need. Don’t  make assumpt ions 
about  what  may or may not  be of support t 
o your t eam member and t ry not  t o 
influence t hem by offering your own 
suggest ions unless it  is sought .

Workplace adjust ment s for poor ment al 
healt h don’t  need t o be cost ly or require 
significant  changes. They can be simple. 
See our sect ion on workplace adjust ment s 
for furt her informat ion.

https://www.mind.org.uk/workplace/mental-health-at-work/taking-care-of-your-staff/employer-resources/wellness-action-plan-download/
https://www.mind.org.uk/workplace/mental-health-at-work/taking-care-of-your-staff/employer-resources/wellness-action-plan-download/
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Carry out  regular reviews
A Wellness Act ion Plan is most  effect ive 
when t reat ed as a live, flexible document , 
so a regular feedback loop wit h your t eam 
member t o discuss and assess what  is 
working and what  isn’t  is an import ant
part  of t he process.

Look t o prot ect  t ime t o review wellbeing 
and your t eam member’s Wellness Act ion 
Plan as part  of regular cat ch-ups or one t o 
ones and make any necessary changes or 
capt ure any learnings.

I f your t eam members are comfort able
and happy t o do so, you might  consider t he 
benefit  of a session wit h your wider t eam t o 
discuss any key considerat ions for ways of 
working t oget her t hat  are useful t o share. 
Underst anding one anot her’s communicat ion 
preferences for example can ensure t he
t eam work in a way t hat  support s everyone
t o perform at  t heir best . Some t eam 
members might  be happy t o share t heir 
writ t en Wellness Act ion Plan in ent iret y, 
you might  consider where might  be best 
t o save t hese document s t o enable 
appropriat e rest rict ed access t o t he 
immediat e t eam. But  do remember:
t eam members should be support ed t o
only share as much as t hey are comfort able.

A not e on confident ialit y

Your t eam member owns t heir Wellness 
Act ion Plan. I t  should be writ t en by t he 
individual, expressing t heir own personal 
choices, experiences and needs.

The Wellness Act ion Plan should only 
be held confident ially bet ween you and 
your t eam member and only read or 
shared wit h t heir permission.

I f you are encouraging a t eam member
t o fi ll out  a Wellness Act ion Plan as a 
result  of being unwell, you might  wish t o 
ask whet her t hey consent  for a copy of
it  t o be held wit h HR, alongside similar
document at ion such as an Occupat ional 
Healt h report  or a Ret urn t o Work plan.

I t  should be up t o t he t eam member t o
det ermine whet her t hey are happy for it  t o 
be held by HR or kept  confident ial bet ween 
t hem and yourself as t heir manager.

In order t o fulfi l your dut y of care t o keep 
your st aff  members safe at  work, you will 
be obliged t o break confident ialit y if t hey 
are experiencing a crisis. I f you become 
aware t hat  someone is at  serious risk of 
harm, whet her t his is t he employee or
someone else, you should call t he emergency
services. When beginning a discussion
about  a Wellness Act ion Plan, it  is best  t o 
ensure t hey underst and t he circumst ances 
under which you might  be required t o share 
informat ion t hey disclose.



Workplace 
Adjust ment s
As a result  of complet ing a Wellness 
Act ion Plan, you might  decide along 
wit h your t eam member t hat  some 
workplace adjust ment s are needed 
in order t o support  t hem.
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Adjust ment s for ment al healt h are oft en
simple and it  is best  pract ice t o offer support
t o all st aff, whet her or not  t hey have a formal 
diagnosis or a disabilit y according t o t he legal 
definit ion in t he Equalit y Act  2010. Where
a t eam member meet s t he requirement s of
t he Equalit y Act  2010, furt her informat ion
regarding an employer’s legal dut y t o provide 
reasonable adjust ment s can be found in t he 
legal obligat ion sect ion below.

Adjust ment s
Below are some t ypes of adjust ment s
t hat  may help mit igat e ment al healt h
sympt oms and t he impact  on your t eam
member’s performance at  work. They are not 
prescript ive, but  people wit h lived experience 
of a ment al healt h problem have found some 
or all of t hese useful.

I t  is import ant  t o be guided by t he needs of
your t eam member, however, t his list  could act
as a prompt  for you t o explore sympt oms and 
support  needs t oget her.

Changes t o how t eam mebers 
perform t heir role:

Flexible hours or change t o st art  or finish 
t imes; change of workspace, for example 
quiet er, more or fewer people around, 
dividing screens

Working from home at  cert ain t imes or on 
cert ain days in a given period

Changes t o break t imes

Provision of quiet  rooms

Light -box or seat  wit h more nat ural light

Agreement  t o give a t eam member t ime off 
for appoint ment s relat ed t o t heir ment al 
healt h, such as t herapy and counselling

Changes t o t he role it self
(t emporary or permanent ):

Temporarily changing dut ies, for example 
changing t he balance of desk work and 
cust omer-facing work, reducing caseloads, 
changing shift  pat t erns

Reallocat ion of some t asks or 
amendment s t o t he t eam member’s job 
descript ion or dut ies

Ext ra support :
Redeployment  t o a more suit able role

Increased supervision or support  from 
manager, buddy or ment or

Ext ra help wit h managing and negot iat ing 
workload

Debriefing sessions aft er difficult  calls, 
cust omers or t asks

Mediat ion can help if t here are difficult ies 
bet ween colleagues

Access t o a ment al healt h support  group or 
disabilit y net work group

Ident ifying a ‘safe space’ in t he workplace 
where t he person can have some t ime out 
or access support

Provision of informat ion t o promot e 
self-care

Encouraging t o part icipat e in act ivit ies
t hat  support  good ment al healt h such as 
exercise, medit at ion or eat ing healt hily

Providing regular opport unit ies t o discuss, 
review and reflect  on people’s posit ive 
achievement s – t his can help people t o 
build up posit ive self-est eem and develop 
skills t o manage bet t er t heir t riggers for 
poor ment al healt h
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Legal obligat ion
Under t he Equalit y Act  2010, t here is a
legal dut y on employers t o make reasonable
adjust ment s for employees wit h a disabilit y
t o enable t hat  person t o cont inue wit h t heir
dut ies wit hout  being at  a disadvant age
compared t o ot hers.

What  is ‘reasonable’ will depend on t he
individual circumst ances of t he t eam
member and t heir role in your t eam.
Adjust ment s should be considered on a 
case-by-case basis, but  fact ors you might find 
helpful t o consider include:

T he effect iveness of t he adjust ment  in 
prevent ing t he disadvant age

T he pract icabilit y of making t he adjust ment

The ext ent  t o which making t he adjust ment 
would impact  on service delivery

F inancial and ot her cost s

T he pot ent ial impact  on ot her colleagues

I f you are in a posit ion of assessing a
proposed adjust ment  from an employee
wit h a disabilit y capt ured by t he Equalit y Act
2010, you should make clear t he considerat ions 
t hat  will be t aken int o account  in reviewing 
whet her an adjust ment  is reasonable and
pract icable t o implement .

However, as above, we recommend
employers do not  follow a rigid approach t o 
workplace adjust ment s. Adjust ment s for 
ment al healt h are oft en simple and it  is best 
pract ice t o offer support  t o all st aff, whet her 
or not  t hey have a formal diagnosis or a 
disabilit y according t o t he legal definit ion.

Allowing st aff  flexibilit y in how and when
t hey perform t heir role, in line wit h business 
needs, can reap rewards in t erms of loyalt y, 
increased product ivit y and reduced absence, 
and can help normalise ment al healt h and 
disabilit y in t he workplace.

Ment al healt h and t he 
Equalit y Act
A t eam member doesn’t  have t o
have a part icular ment al healt h
condit ion t o be legally prot ect ed 
under t he Equalit y Act  and ent it led
t o reasonable workplace adjust ment s.
What  t hey do need t o demonst rat e
is t hat  t heir ment al healt h problem is 
considered a disabilit y.

‘Disabilit y’ has a special legal meaning 
under t he Equalit y Act , which is 
broader t han t he usual way we might 
underst and t he word. The Equalit y Act 
says you have a disabilit y if you have
a physical or ment al impairment  t hat
has a subst ant ial, adverse, and
long-t erm effect  on your abilit y t o 
carry out  normal day-t o-day act ivit ies.

Long t erm can be considered an 
impairment  t hat  has last ed at  least 12 
mont hs, is likely t o last  12 mont hs, or 
(if your ment al healt h problem has 
improved) t hat  it  is likely t o recur.

I f a t eam member’s ment al healt h 
problem meet s t his definit ion of a 
disabilit y, t hey will be ent it led t o
t he prot ect ions covered by t he Act
- including t he legal dut y t o provide 
reasonable adjust ment s.



Support ing 
your ow n 
wel lbeing



Guide f or Line Managers Support ing your ow n wel lbeing

Don’t  forget  t hat  your wellbeing 
as a manager is just  as import ant 
as t hat  of  your t eam.
You cannot  fi ll from an empt y cup - t o be an 
effect ive manager and leader who can support 
ot hers, you need t o be managing your own 
ment al healt h and wellbeing.

Developing a Wellness Act ion Plan of
your own wit h your manager can be a helpful 
way of keeping t rack of what  keeps you well 
and ensuring you’re looking aft er your
own needs t oo.

For t ips on how t o promot e your own wellbeing 
and proact ively support  your ment al healt h at 
work have a look at  our t ips for st aying well
at  work and informat ion on t he Five Ways t o
Wellbeing, available on t he Mind websit e.

Boundaries
Set t ing, maint aining and managing
boundaries is key for any line manager. 
Boundaries need t o be t here t o keep 
people safe and t his is especially import ant 
when support ing t eam members who are 
experiencing poor ment al healt h.

As a line manager it ’s import ant  t o consider
t he following:

Be clear about  t he t ime t hat  you are able 
t o provide in support ing a t eam member’s 
ment al wellbeing. For example, you can
ensure t hat  121s and t eam debriefings have
a set  st art  and finish t ime and t hat  t hese 
are clearly communicat ed in advance

Be clear about  your own skills and
abilit ies in support ing t eam members and 
communicat e t hese clearly at  t he st art  of 
any discussion around ment al healt h and 
wellbeing so t hat  boundaries are not over-
st epped. Don’t  be afraid t o reinforce or 
remind t hose t hat  you are support ing of t 
hese t hroughout  if needed

Be clear in explaining next  st eps and 
managing expect at ions. Do not  make 
promises you cannot  keep

Build your awareness of t he organisat ion’s
policies, guidelines and resources t hat  are 
available t o you and t he t eam

Remember t hat  you can also ask for help in 
support ing your t eam. I f you need help, 
speak wit h your manager or consider 
approaching your HR t eam or wellbeing 
lead in your organisat ion

https://www.mind.org.uk/workplace/mental-health-at-work/taking-care-of-yourself/tips-for-employees/
https://www.mind.org.uk/workplace/mental-health-at-work/taking-care-of-yourself/tips-for-employees/
https://www.mind.org.uk/workplace/mental-health-at-work/taking-care-of-yourself/five-ways-to-wellbeing/
https://www.mind.org.uk/workplace/mental-health-at-work/taking-care-of-yourself/five-ways-to-wellbeing/


Sources of 
support  for you 
and your t eam
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Mind I nfoline
Telephone: 0300 123 3393

Email : inf o@mind.org.uk

w w w.mind.org.uk/ informat ion- 
support / helpl ines

Mind provides confident ial ment al
healt h informat ion services. Wit h 
support  and underst anding, Mind 
enables people t o make informed 
choices.

The Infoline gives informat ion on t ypes 
of ment al dist ress, where t o get  help, 
drug t reat ment s, alt ernat ive t herapies 
and advocacy.

The line is open 9am t o 6pm, Monday
t o Friday (except  for bank holidays).

Samarit ans
Telephone: 116 123

What ever you’re going t hrough,
Samarit ans are t here t o list en –
24 hours a day, 365 days a year.
Samarit ans offer a safe place for you t o 
t alk any t ime you like, in your own way 
about  what ever’s get t ing t o you. They 
won’t  judge or t ell you what  t o do,
t hey’ll list en t o you.

Mind Legal line
Telephone: 0300 466 6463

Email : legal@mind.org.uk

Mind’s Legal line provides legal 
informat ion and general advice on 
ment al healt h relat ed law. We can 
provide informat ion about :

being det ained under t he Ment al
Healt h Act  (sect ioning)

m ent al capacit y

c ommunit y care

d iscriminat ion and equalit y.

The line is open 9am t o 6pm, Monday
t o Friday (except  for bank holidays).

Shout , t ext  support
Text : SHOUT t o 85258

Shout  is a free, confident ial 24/ 7 t ext 
messaging support  service for anyone 
who is st ruggling t o cope. The service 
is anonymous and won’t  appear on any 
phone bill.

Side by Side, Mind’s online 
communit y
Side by Side, is a support ive online 
communit y where you can feel at  home 
t alking about  your ment al healt h and 
connect  wit h ot hers who underst and 
what  you are going t hrough. We
all know what  it ’s like t o st ruggle
somet imes, but  now t here’s a safe 
place t o list en, share and be heard.

Whet her you’re feeling good right
now, or having a hard t ime, it ’s a safe 
place t o share experiences and list en 
t o ot hers. The communit y is available
t o all, 24/ 7. Side by Side is moderat ed
daily from 8.30am t o midnight .

CALM helpline
Telephone: 0800 58 58 58

The CALM helpline is t here for anyone 
who needs t o t alk confident ially about 
a t ough t ime t hey are experiencing. 
Calls are t aken by t rained st aff  who 
are t here t o list en, support , inform and 
signpost  you t o furt her informat ion. 
The helpline is open from 5pm t o 
midnight  every day, 365 days a year.

https://sidebyside.mind.org.uk/


We’re Mind, t he ment al healt h charit y. We’re here t o fight 
for ment al healt h. For support . For respect . For you.

We provide advice and support  t o empower anyone 
experiencing a ment al healt h problem. We campaign 
t o improve services, raise awareness and promot e 
underst anding.

mind.org.uk

MindCharit y

mindforbet t erment alhealt h

mindcharit y

mind_2

Mind, 2 Redman Place, London E20 1JQ
Mind is a regist ered charit y in England (no. 219830) and a
regist ered company (no. 424348) in England and Wales.

https://www.mind.org.uk/
https://www.facebook.com/mindforbettermentalhealth
https://www.instagram.com/mindcharity/
https://www.linkedin.com/company/mind_2/
https://twitter.com/MindCharity
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Helpf ul
defi nit ions
For t he purpose of clarit y, when
we refer t o ‘ment al healt h’ in t his 
guide we are using it  in t he broadest 
possible sense.

Some useful definit ions t o t erms used 
in t his guide can be found below.
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Ment al healt h
We all have ment al healt h, just  as we all have 
physical healt h. How we feel can vary from 
good ment al wellbeing t o difficult  feelings and 
emot ions, t o severe ment al healt h problems.

Ment al wellbeing
Ment al wellbeing is t he abilit y t o cope wit h t he 
day-t o-day st resses of life, work product ively, 
int eract  posit ively wit h ot hers and realise our 
own pot ent ial. When we t alk about  wellbeing 
we are referring t o ment al wellbeing.

Poor ment al healt h
Poor ment al healt h is when we are st ruggling 
wit h low mood, st ress or anxiet y. This
might  mean we’re also coping wit h feeling
rest less, confused, short  t empered, upset
or preoccupied. We all go t hrough periods
of experiencing poor ment al healt h –
ment al healt h is a spect rum of moods and 
experiences and we all have t imes when we 
feel bet t er or worse.

Ment al healt h problems
We all have t imes when we st ruggle wit h our 
ment al healt h. A ment al healt h problem is 
when difficult  experiences or feelings go on 
for a long t ime and affect  our abilit y t o enjoy 
and live our lives in t he way we want . You 
might  receive a specific diagnosis from your 
doct or, or just  feel more generally t hat  you are 
experiencing a prolonged period of poor ment 
al healt h.

Common ment al healt h problems
These include depression, anxiet y, phobias 
and obsessive-compulsive disorder (OCD). 
These make up t he majorit y of t he problems 
t hat  lead t o one in four people experiencing 
a ment al healt h problem in any given year.
Sympt oms can range from t he comparat ively
mild t o very severe.

Severe ment al healt h problems
These include condit ions like schizophrenia 
and bipolar disorder which are less common. 
They can have very varied sympt oms and 
affect  your everyday life t o different  degrees, 
and may require more complex and/or long-
t erm t reat ment s.

Work-relat ed st ress
Work-relat ed st ress is defined by t he Healt h 
and Safet y Execut ive as t he adverse react ion 
people have t o excessive pressure or ot her
t ypes of demand placed on t hem at  work.
St ress, including work-relat ed st ress, can
be a significant  cause of illness. I t  is known
t o be linked wit h high levels of sickness 
absence, st aff  t urnover and ot her issues 
such as increased capacit y for error. St ress 
is not  a medical diagnosis, but  severe st ress 
t hat  cont inues for a long t ime may lead t o a 
diagnosis of depression or anxiet y, or ot her 
ment al healt h problems.

Burnout
Burnout  isn’t  t echnically a diagnosis, but
inst ead refers t o a collect ion of sympt oms. You 
may feel exhaust ed, have lit t le mot ivat ion for 
your job, feel irrit able or anxious and you may 
see a dip in your work performance.



What  is a 
Wel lness
Act ion Plan?
Given t he high levels of st ress 
and poor ment al healt h we are 
seeing in UK workers, t here is a 
growing demand for innovat ive 
and proact ive ways of managing 
our ment al healt h at  work.
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The Wellness Act ion Plan is inspired by Mary
Ellen Copeland’s Wellness Recovery Act ion
Plan® (WRAP®): an evidence-based syst em
used worldwide by people t o manage t heir
ment al healt h.

Wellness Act ion Plans are a personalised,
pract ical t ool we can all use – whet her we
have a ment al healt h problem or not  – t o
help us ident ify what  keeps us well at  work,
what  causes us t o become unwell, and how
t o address a ment al healt h problem at  work
should you be experiencing one.

I t  also opens up a dialogue wit h your manager
or supervisor, in order for t hem t o bet t er
underst and your needs and experiences and
ult imat ely bet t er support  your ment al healt h,
which in t urn leads t o great er product ivit y,
bet t er performance and increased job
sat isfact ion.

We all have ment al healt h just  as we all have
physical healt h, and t his Wellness Act ion
Plan has been designed t o support  us all t o
manage our ment al healt h, wherever we are on
t he spect rum.

Wellness Act ion Plans are also part icularly
helpful during t he ret urn t o work process, as
t hey provide a st ruct ure for conversat ions
around what  support  will help you and what
workplace adjust ment s might  be useful t o
discuss and consider wit h your manager.



Using a 
Wel lness 
Act ion Plan
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How t o get  st art ed wit h a 
Wellness Act ion Plan
Plan some t ime in t o fill in your Wellness Act ion 
Plan and t hink about  t he current  pressures 
you’re facing, t he impact  t hey’re having on your 
ment al healt h and wellbeing and what  you can 
put  in place t o deal wit h t hese.

Being sit uat ed wit h your colleagues in a 
workplace can support  social connect ion 
and aid collaborat ive act ivit ies, but  it  can 
present  unique challenges. You might  wish
t o reflect  on t he ext ent  t o which it  enables
you flexibilit y t o carry out  responsibilit ies you 
might  have out side of work, t he ext ent  t o 
which you can concent rat e on work in a busy 
or loud environment  and t he ext ent  t o which it 
might  be more difficult  t o communicat e wit h
colleagues across ot her t eams or depart ment s
if t hey’re working remot ely.

I t ’s useful t o t hink about  what  support  your 
manager can put  in place t o support  you and 
discuss t hese t opics wit h t hose in your 
household if working from home.

Once you’ve complet ed your Wellness Act ion 
Plan, it ’s helpful t o review it  mont hly. This can 
help you log any learning or helpful pract ices 
from t he previous mont h. I t ’s also beneficial t o 
underst anding your t riggers and t o make sure 
you’re adapt ing t o any changes in your work 
arrangement s as we cont inue t o emerge from
t he pandemic. Things can change daily so it ’s
import ant  t o keep on t op of ident ifying what 
keeps you well and check t he t hings you’ve put 
in place are working.

Ways of  working
Following t he emergence of t he coronavirus,
a number of organisat ions have been working 
in new ways wit h an increased number of 
employees working remot ely, across a great er 
range of locat ions and wit h increasing levels 
of fl exibilit y. These new ways of working
can present  new challenges as well as
opport unit ies for improvement . Many of t hese 
may be unique t o specific business unit s or
t eams or t o part icular roles wit hin a business.

As you and your organisat ion begin t o 
recognise t hese challenges and underst and 
how best  t o address t hese, you may find it 
useful t o updat e your Wellness Act ion Plan t o 
reflect  t hese changes.

Sharing your Wellness Act ion Plan
A Wellness Act ion Plan can be a useful self- 
reflect ive t ool, but  if you t hink it  would
be helpful, you can share your complet ed
Wellness Act ion Plan wit h your manager t o 
support  conversat ions about  your wellbeing.

Your manager can help ident ify when you may 
be becoming unwell or help you put  t hings
in place t o help you st ay well. You could also
share it  wit h colleagues t o promot e openness 
and underst anding so you can work effect ively 
wit h each ot her and offer support .

A not e on confident ialit y
You own your Wellness Act ion Plan.
I t  should only be read and shared
wit h your permission.

I f you are filling out  a Wellness Act ion 
Plan as a result  of being unwell, your 
manager may ask whet her you consent 
for a copy of it  t o be held wit h HR, 
along wit h any ot her informat ion about 
your wellbeing, such as an Occupat ional 
Healt h report  or a Ret urn t o Work plan. 
I t  should be up t o you whet her you
are happy for it  t o be held by HR or
kept  confident ial bet ween yourself and 
your manager. I f in doubt , check your 
company policy on t his.



Top t ips f or 
st aying well 
at  work
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I dent ify your t riggers
We’re all different . What  affect s someone else’s 
ment al wellbeing won’t  necessarily affect  yours in 
t he same way. Whet her it ’s challenges in work or
t he current  circumst ance we all find ourselves in,
we all have t imes where we feel st ressed, upset 
or find it  difficult  t o cope. Working out  what
t riggers poor ment al healt h for you can help you
ant icipat e problems and find solut ions. Whet her
it ’s t aking in t oo much negat ive news and media 
regarding t he current  circumst ance or a heavy 
workload. Finding out  your t riggers can help.

Take t ime for yourself
Spending t ime on yourself is essent ial for your
wellbeing, and helps you be more resilient . I t ’s
vit al t o priorit ise your own needs somet imes,
rat her t han t he demands of your work. Ignoring 
your needs can lead t o st ress and burn-out . Take 
short  breaks t hroughout  t he day as well as at 
least  half-an-hour t o get  some food. A short break 
can help you feel recharged and refreshed. I t  can 
also give you a different  perspect ive on any work 
problems.

Be kind t o yourself
I t ’s import ant  t o be kind t o yourself and 
remember it ’s okay t o not  be okay. We may feel 
different  from one day t o t he next  as sit uat ions 
change so it ’s import ant  t o be kind t o yourself.

Connect  wit h colleagues
Evidence suggest s t hat  feeling close t o and 
valued by ot her people is a basic human need. 
Good relat ionships are import ant  t o our wellbeing. 
Explore t he social opport unit ies t hat  might
be available t hrough your employer such as
fit ness classes or book clubs. Joining lunch and 
learn sessions or st riking up conversat ions wit h 
colleagues over a coffee in t he break room can also 
be great  ways t o build professional relat ionships.

Celebrat e t he small successes
We all want  t o cont ribut e and make a difference
t o t he t hings we work on, we want  t o feel 
accomplished and t hat  we’ve achieved somet hing. 
So it ’s import ant  t o celebrat e t he successes, big 
and small. Some days t hat  might  mean a great 
piece of work, ot her days it  could mean doing 
housework or making t he bed. Try t o ident ify one 
small t hing each day t hat  you can accomplish.

Quick t ip: Set  boundaries
I t  can feel easy t o bring work home, 
especially if you’ve had experience of 
working remot ely. Consider how you 
communicat e clear boundaries wit h 
colleagues t hrough making clear your 
working hours using your diary or email 
signat ure and invest igat e how you can 
properly manage work not ificat ions t o your 
digit al devices out side of working hours.

Quick t ip:
Get  t he basics right
Qualit y sleep, a good diet  and proper 
hydrat ion can make all t he difference t o 
your work day. Be sure t o keep yourself 
well hydrat ed t hroughout  t he day and if
st ruggling wit h sleep consider consult ing
Mind’s guidance.

Ask for help
I f you feel your workload is spiralling out  of
cont rol, t ake t he opport unit y t o discuss it  wit h 
your manager or supervisor. Discuss what  work 
you should priorit ise and reflect  on what  is 
possible t o negot iat e in t erms of t imelines and 
deadlines as well as t he scope or scale of t he 
work t o be complet ed. I f you’re encount ering a 
bot t leneck relat ed t o ot her t eams, depart ment s 
or st aff, discuss what  support  your manager 
might  be able t o provide in addressing some of
t hese issues.

Learn t o say no
I t  can be easy t o t ake on more work t han you 
can manage, but  over t ime t his can lead t o
st ress and burnout . Try t o prot ect  your ment al
healt h by polit ely saying no t o ext ra demands 
when you’ve not  got  capacit y.  I f you feel unable 
t o decline addit ional work, be sure t o clarify
wit h your manager what  exist ing work should
be depriorit ised or dropped t o accommodat e it 
wit hin your workday.



Wellness
Act ion Plan
t emplat e
A Wellness Act ion Plan reminds us 
what  we need t o do t o st ay well
at  work – whet her working from a
physical workplace or remot ely – and 
det ails what  we can do t o look aft er 
our own ment al healt h and wellbeing.

I t  also helps us develop an 
awareness of our working st yle,
st ress t riggers and responses, and
enables us t o communicat e t hese
wit h our manager and colleagues.
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How you work

What  are your current  and int ended working 
arrangement s?
You might  wish t o highlight  any flexibilit y you’ve agreed wit h your 
manager, for example working hours.

Are t here any charact erist ics of  your individual 
working st yle t hat  you’d like t o make your 
manager or colleagues aware of ?
For example a preference for face t o face conversat ions or digit al 
communicat ions when being allocat ed work including negot iat ion on 
deadlines before t hey are set , a need for adequat e t ime t o prepare 
prior t o meet ings or creat ive t asks, having access t o a ment or/ buddy 
for quest ions you might  not  want  t o cont act  your manager about , 
having a writ t en plan of work in place which can be reviewed and 
amended regularly, clear qualit y crit eria for work out put s if you have 
a t endency t o over-work a t ask, t endency t o have part icularly high or 
low energy in t he morning or in t he aft ernoon.
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St aying ment ally healt hy at  work

What  helps you st ay ment ally healt hy at  work?
For example, t aking an adequat e lunch break away from your 
workspace, get t ing some exercise before or aft er work or in your 
lunch break, nat ural light  at  your workspace, opport unit ies t o get 
t o know colleagues.

Are t here any sit uat ions or behaviours t hat  can
t rigger poor ment al healt h for you whilst  working?
For example, confl ict  at  work, organisat ional change, t ight
deadlines, somet hing not  going t o plan, difficult ies in cont act ing 
colleagues whilst  t hey are working remot ely.

What  can you, your manager or colleagues put  in 
place t o proact ively support  you t o st ay ment ally 
healt hy at  work and minimise t hese t riggers?
For example, regular feedback and cat ch-ups, flexible working
pat t erns, explaining wider organisat ional development s.
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Experiencing poor ment al healt h at  work

How might  experiencing poor ment al healt h
impact  on your work?
For example, you may find it  difficult  t o make decisions, st ruggle
t o priorit ise work t asks, difficult y wit h concent rat ion, drowsiness, 
confusion, headaches.

Are t here any early warning signs t hat  might  be 
not iced by your manager or colleagues when you 
are st art ing t o experience poor ment al healt h?
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Experiencing poor ment al healt h at  work

What  act ions would you like t o be t aken if  any of
t hese early warning signs of  poor ment al healt h 
are not iced by your manager or colleagues?
For example, t alk t o you discreet ly about  it , cont act  someone t hat
you have asked t o be cont act ed.

I s t here anyt hing addit ional you would like t o 
share t hat  would support  your ment al healt h 
at  work?
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t o improve services, raise awareness and promot e 
underst anding.
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Helpf ul
defi nit ions
For t he purpose of clarit y, when
we refer t o ‘ment al healt h’ in t his 
guide we are using it  in t he broadest 
possible sense. Some useful
definit ions t o t erms used in t his guide
can be found below.
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Ment al healt h
We all have ment al healt h, just  as we all have 
physical healt h. How we feel can vary from 
good ment al wellbeing t o difficult  feelings and 
emot ions, t o severe ment al healt h problems.

Ment al wellbeing
Ment al wellbeing is t he abilit y t o cope wit h t he 
day-t o-day st resses of life, work product ively, 
int eract  posit ively wit h ot hers and realise our 
own pot ent ial. When we t alk about  wellbeing 
we are referring t o ment al wellbeing.

Poor ment al healt h
Poor ment al healt h is when we are st ruggling 
wit h low mood, st ress or anxiet y. This might 
mean we’re also coping wit h

feeling rest less, confused, short  t empered, 
upset  or preoccupied. We all go t hrough 
periods of experiencing poor ment al healt h 
– ment al healt h is a spect rum of moods and 
experiences and we all have t imes when we 
feel bet t er or worse.

Ment al healt h problems
We all have t imes when we st ruggle wit h our 
ment al healt h. A ment al healt h problem is 
when difficult  experiences or feelings go on 
for a long t ime and affect  our abilit y t o enjoy 
and live our lives in t he way we want . You 
might  receive a specific diagnosis from your
doct or, or just  feel more generally t hat  you are
experiencing a prolonged period of poor ment al 
healt h.

Common ment al healt h problems
These include depression, anxiet y, phobias
and obsessive-compulsive disorder (OCD). 
These make up t he majorit y of t he problems 
t hat  lead t o one in four people experiencing 
a ment al healt h problem in any given year.
Sympt oms can range from t he comparat ively
mild t o very severe.

Severe ment al healt h problems
These include condit ions like schizophrenia
and bipolar disorder which are less common. 
They can have very varied sympt oms and affect 
your everyday life t o different  degrees, and may 
require more complex and/or long-t erm
t reat ment s.

Work-relat ed st ress
Work-relat ed st ress is defined by t he Healt h 
and Safet y Execut ive as t he adverse react ion 
people have t o excessive pressure or ot her
t ypes of demand placed on t hem at  work.
St ress, including work-relat ed st ress, can be
a significant  cause of illness. I t  is known t o be 
linked wit h high levels of sickness absence,
st aff  t urnover and ot her issues such as

increased capacit y for error. St ress is not  a 
medical diagnosis, but  severe st ress t hat 
cont inues for a long t ime may lead t o a 
diagnosis of depression or anxiet y, or ot her 
ment al healt h problems.

Burnout
Burnout  isn’t  t echnically a diagnosis, but
inst ead refers t o a collect ion of sympt oms. You 
may feel exhaust ed, have lit t le mot ivat ion for 
your job, feel irrit able or anxious and you may 
see a dip in your work performance.



What  is a 
Wel lness
Act ion Plan?
Given t he high levels of st ress 
and poor ment al healt h we are 
seeing in UK workers, t here is a 
growing demand for innovat ive 
and proact ive ways of managing 
our ment al healt h at  work.
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The Wellness Act ion Plan is inspired by Mary
Ellen Copeland’s Wellness Recovery Act ion
Plan® (WRAP®): an evidence-based syst em used
worldwide by people t o manage t heir ment al healt h.

Wellness Act ion Plans are a personalised, pract ical
t ool we can all use – whet her we have a ment al
healt h problem or not  – t o help us ident ify what
keeps us well at  work, what  causes us t o become
unwell, and how t o address a ment al healt h problem
at  work should you be experiencing one.

I t  also opens up a dialogue wit h your manager or
supervisor, in order for t hem t o bet t er underst and
your needs and experiences and ult imat ely bet t er
support  your ment al healt h, which in t urn leads
t o great er product ivit y, bet t er performance and
increased job sat isfact ion.

We all have ment al healt h just  as we all have
physical healt h, and t his Wellness Act ion Plan has
been designed t o support  us all t o manage our
ment al healt h, wherever we are on t he spect rum.

Wellness Act ion Plans are also part icularly helpful
during t he ret urn t o work process, as t hey provide a
st ruct ure for conversat ions around what  support  will
help you and what  workplace adjust ment s might  be
useful t o discuss and consider wit h your manager.



Using a 
Wel lness 
Act ion Plan
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How t o get  st art ed wit h a 
Wellness Act ion Plan
Plan some t ime in t o fill in your Wellness Act ion 
Plan and t hink about  t he current  pressures 
you’re facing, t he impact  t hey’re having on your 
ment al healt h and wellbeing and what  you can 
put  in place t o deal wit h t hese.

Hybrid working, in addit ion t o a great  range of 
benefit s, can present  unique challenges. You 
might  wish t o reflect  on t he ext ent  t o which 
difficult ies communicat ing wit h colleagues 
across ot her t eams or depart ment s operat ing 
t o different  work pat t erns, difficult ies juggling 
ot her personal commit ment s around hybrid
work pat t erns and est ablishing clear home and
work-life boundaries are sources of poor ment al 
healt h and wellbeing for you.

I t ’s useful t o t hink about  what  support  your 
manager can put  in place t o support  you and 
discuss t hese t opics wit h t hose in your 
household if working from home.

Once you’ve complet ed your Wellness Act ion 
Plan, it ’s helpful t o review it  mont hly. This can 
help you log any learning or helpful pract ices 
from t he previous mont h. I t ’s also beneficial t o 
underst anding your t riggers and t o make sure 
you’re adapt ing t o any changes in your work 
arrangement s as we cont inue t o emerge from
t he pandemic. Things can change daily so it ’s
import ant  t o keep on t op of ident ifying what 
keeps you well and check t he t hings you’ve put 
in place are working.

Ways of  working
Following t he emergence of t he coronavirus,
a number of organisat ions have been working 
in new ways wit h an increased number of 
employees working remot ely, across a great er 
range of locat ions and wit h increasing levels 
of flexibilit y. These new ways of working
can present  new challenges as well as
opport unit ies for improvement . Many of t hese 
may be unique t o specific business unit s or
t eams or t o part icular roles wit hin a business.

As you and your organisat ion begin t o 
recognise t hese challenges and underst and 
how best  t o address t hese, you may find it 
useful t o updat e your Wellness Act ion Plan t o 
reflect  t hese changes.

Sharing your Wellness Act ion Plan
A Wellness Act ion Plan can be a useful self- 
reflect ive t ool, but  if you t hink it  would be 
helpful, you can share your complet ed Wellness 
Act ion Plan wit h your manager t o support 
conversat ions about  your wellbeing.

I f you’re working from home, it  might  also be 
beneficial t o share wit h a family member or 
friend in your household if t hat ’s possible.

Your manager and t he people in your household 
can help ident ify when you may be becoming 
unwell or help you put  t hings in place t o
help you st ay well. You could also share it
wit h colleagues t o promot e openness and 
underst anding so you can work effect ively wit h 
each ot her and offer support .

A not e on confident ialit y
You own your Wellness Act ion Plan.
I t  should only be read and shared
wit h your permission.

I f you are filling out  a Wellness Act ion 
Plan as a result  of being unwell, your 
manager may ask whet her you consent 
for a copy of it  t o be held wit h HR, 
along wit h any ot her informat ion about 
your wellbeing, such as an Occupat ional 
Healt h report  or a Ret urn t o Work plan. 
I t  should be up t o you whet her you
are happy for it  t o be held by HR or
kept  confident ial bet ween yourself and 
your manager. I f in doubt , check your 
company policy on t his.



Top t ips f or 
st aying well 
at  work
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I dent ify your t riggers
We’re all different . What  affect s someone 
else’s ment al wellbeing won’t  necessarily affect 
yours in t he same way. Whet her it ’s challenges 
in work or t he current  circumst ance we all
find ourselves in, we all have t imes where we
feel st ressed, upset  or find it  difficult  t o cope. 
Working out  what  t riggers poor ment al healt h 
for you can help you ant icipat e problems and 
find solut ions. Whet her it ’s t aking in t oo much 
negat ive news and media regarding t he current 
circumst ance or a heavy workload. Finding out 
your t riggers can help.

Take t ime for yourself
Spending t ime on yourself is essent ial for your 
wellbeing, and helps you be more resilient . I t ’s 
vit al t o priorit ise your own needs somet imes, 
rat her t han t he demands of your work. Ignoring 
your needs can lead t o st ress and burnout . 
Take short  breaks t hroughout  t he day as well 
as at  least  half-an-hour t o get  some food. A 
short  break can help you feel recharged and 
refreshed. I t  can also give you a different 
perspect ive on any work problems.

Quick t ip: Simple self-care
Not  having t o get  formally dressed for 
work can be great . But  if you feel low, 
put t ing on some nice clot hes or having 
a five-minut e grooming session is an 
easy boost  for your self-est eem t hat 
can help you feel work-ready.

Be kind t o yourself
I t ’s import ant  t o be kind t o yourself and 
remember it ’s okay t o not  be okay. We may 
feel different  from one day t o t he next  as
sit uat ions change so it ’s import ant  t o be kind
t o yourself.

Quick t ip:
Creat e a home workst at ion
I t ’s import ant  t o t ry creat e boundaries 
if your home is your office. Having a 
dedicat ed area of t he house or your 
room t o work from can help delineat e 
your work t ime from your leisure t ime. 
I f you’re unable t o creat e a dedicat ed 
workspace, t ry ensure you creat e 
boundaries t hrough packing away your 
work equipment  at  t he end of your work 
day.

Connect  wit h ot hers
Working remot ely can be a lonely job. Evidence 
suggest s t hat  feeling close t o and valued by
ot her people is a basic human need. Good
relat ionships are import ant  t o our wellbeing. 
Try joining morning or evening online exercise 
classes, joining virt ual int erest  groups or even 
st art ing your own.

Celebrat e t he small successes
We all want  t o cont ribut e and make a 
difference t o t he t hings we work on, we want
t o feel accomplished and t hat  we’ve achieved
somet hing. So it ’s import ant  t o celebrat e t he 
successes, big and small. Some days t hat 
might  mean a great  piece of work, ot her days 
it  could mean doing housework or making t he 
bed. Try t o ident ify one small t hing each day
t hat  you can accomplish.

Quick t ip:
Get  t he basics right
Qualit y sleep, a good diet  and proper 
hydrat ion can make all t he difference 
t o your work day. Be sure t o keep 
yourself well hydrat ed t hroughout
t he day and if st ruggling wit h sleep
consider consult ing Mind’s guidance.

https://www.mind.org.uk/information-support/types-of-mental-health-problems/sleep-problems/tips-to-improve-your-sleep/


Wellness
Act ion Plan
t emplat e
A Wellness Act ion Plan reminds us 
what  we need t o do t o st ay well
at  work – whet her working from a
physical workplace or remot ely – and 
det ails what  we can do t o look aft er 
our own ment al healt h and wellbeing.

I t  also helps us develop an 
awareness of our working st yle,
st ress t riggers and responses, and
enables us t o communicat e t hese
wit h our manager, colleagues and
ot hers in our household.
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How you work

What  are your current  and int ended working 
arrangement s?
You might  wish t o det ail t he days you plan t o work in your
workplace and t hose working remot ely, in addit ion t o det ails of
your remot e workspace, for example whet her working in a shared 
workspace, bedroom or communal home space. You might  also
wish t o highlight  any flexibilit y you’ve agreed wit h your manager, for
example working hours.

Are t here any charact erist ics of  your individual 
working st yle t hat  you’d like t o make your 
manager or colleagues aware of ?
For example a preference for face t o face conversat ions or digit al 
communicat ions when being allocat ed work including negot iat ion on 
deadlines before t hey are set , a need for adequat e t ime t o prepare 
prior t o meet ings or creat ive t asks, having access t o a ment or/ buddy 
for quest ions you might  not  want  t o cont act  your manager about , 
having a writ t en plan of work in place which can be reviewed and 
amended regularly, clear qualit y crit eria for work out put s if you have 
a t endency t o over-work a t ask, t endency t o have part icularly high or 
low energy in t he morning or in t he aft ernoon.

Workplace

Remot e workspace
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St aying ment ally healt hy at  work

What  helps you st ay ment ally healt hy at  work?
For example, t aking an adequat e lunch break away from your
workspace, get t ing some exercise before or aft er work or in your lunch 
break, nat ural light  at  your workspace, opport unit ies t o get  t o know 
colleagues. You may wish t o make a dist inct ion bet ween t he act ivit ies 
you undert ake whilst  working remot ely compared t o when in t he 
workplace e.g. part icipat ing in workplace-based fit ness class at  t he 
end of t he work day and visit ing t he gym on your lunch break whilst 
working from home.

Are t here any sit uat ions or behaviours t hat
can t rigger poor ment al healt h for you
whilst  working?
For example, confl ict  at  work, organisat ional change, t ight 
deadlines, somet hing not  going t o plan, difficult ies in cont act ing 
colleagues whilst  working remot ely.

Workplace

Remot e workspace

Workplace

Remot e workspace
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St aying ment ally healt hy at  work

What  can you, your manager or colleagues put  in place 
t o proact ively support  you t o st ay ment ally healt hy 
at  work and minimise t hese t riggers?
For example, regular feedback and cat ch-ups, flexible working
pat t erns, explaining wider organisat ional development s.

Workplace

Remot e workspace
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Experiencing poor ment al healt h at  work

How might  experiencing poor ment al healt h
impact  on your work?
For example, you may find it  difficult  t o make decisions, st ruggle
t o priorit ise work t asks, difficult y wit h concent rat ion, drowsiness, 
confusion, headaches.

Are t here any early warning signs t hat  might 
be not iced by ot hers when you are st art ing t o 
experience poor ment al healt h?

Managers and colleagues whilst  working in t he workplace

Managers and colleagues whilst  working remot ely

Any person living in your household whilst  working from home
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Experiencing poor ment al healt h at  work

What  act ions would you like t o be t aken if  any of
t hese early warning signs of  poor ment al healt h are 
not iced by ot hers?
For example, t alk t o you discreet ly about  it , cont act  someone t hat
you have asked t o be cont act ed.

I s t here anyt hing addit ional you would like t o 
share t hat  would support  your ment al healt h 
at  work?

Managers and colleagues whilst  working in t he workplace

Managers and colleagues whilst  working remot ely

Any person living in your household whilst  working from home
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for ment al healt h. For support . For respect . For you.

We provide advice and support  t o empower anyone 
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t o improve services, raise awareness and promot e 
underst anding.
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