











knowledge and policy into effective practice. It is hoped that the adoption of PRIMA-EF
at national and enterprise level will not only prevent ill-health and promote well-being in
European enterprises but will become synonymous to the promotion of productivity,
prosperity and quality of life in European society.
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APPENDIX 1
STANDARDS

Standards Directly Referring to the Concepts of: Psychosocial Risk,
Stress, Harassment and Violence

European Commission guidance on work-related stress

It defines stress as “a pattern of emotional, cognitive, behavioural and physiological
reactions to adverse and noxious aspects of work content, work organisation and work
environment.”

The following are outlined among the main causes of stress: overload and underload; no
recognition, no opportunity to voice complaints; many responsibilities, but little
authority; lack of a clear job description, uncooperative or unsupportive superiors, co-
workers or subordinates; no control; job insecurity; exposure to prejudice regarding age,
gender, etc.; exposure to violence, threats, or bullying; unpleasant or hazardous physical
work conditions; no opportunity to utilize personal abilities.

Organisational improvements ought to be considered in stress preventive measures,
above all in the following areas: work schedule (to avoid work-life conflict),
participation/control, workload (to ensure compatibility with the capabilities and
resources of the worker), task content (to provide meaning, stimulation, an opportunity to
use skills), roles (their clarity), social environment (to provide social support), future
perspectives (to reduce job insecurity).

The document outlines the following prevention steps:
- |dentification of work-related stress factors, their causes and health
consequences
- Analyzing the characteristics of exposures in relation to the outcomes found
- Design and implementation of a package of interventions by stakeholders
- Evaluation of short- and long-term outcomes of the interventions.
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o Framework agreement on work-related stress

It defines stress as “a state, which is accompanied by physical, psychological or social
complaints or dysfunctions and which results from individuals feeling unable to bridge a
gap with the requirements or expectations placed on them.”

The agreement does not provide an exhaustive list of potential stress indicators. It does
point out, however, that “high absenteeism or staff turnover, frequent interpersonal
conflicts or complaints by workers are some of the signs that may indicate a problem of
work-related stress.”

The agreement contains a reminder that “all employers have a legal obligation to protect
the occupational safety and health of workers. This duty also applies to problems of
work-related stress in so far as they entail a risk to health and safety.”

Examples of anti-stress measures are given in the document: “management and
communication measures such as clarifying the company's objectives and the role of
individual workers, ensuring adequate management support for individuals and teams,
matching responsibility and control over work, improving work organisation and
processes, working conditions and environment; training managers and workers to raise
awareness and understanding of stress; provision of information to and consultation with
workers.”

o Framework agreement on harassment and violence at work

According to the agreement, “Violence [at work] occurs when one or more worker or
manager are assaulted in circumstances relating to work,” and “harassment [at work]
occurs when one or more worker or manager are repeatedly and deliberately abused,
threatened and/or humiliated in circumstances relating to work.”

Raising awareness and appropriate training of managers and workers can reduce the
likelihood of harassment and violence at work. Preventive procedures should be
underpinned by, but not confined to, the following:

- discretion to protect the dignity and privacy of all

- nodisclosure of information to parties not involved in the case

- investigation and enactment upon complaints without undue delay

- backing up complaints by detailed information

- involvement of all parties to get an impartial hearing and fair treatment

- consultation with workers

- notoleration of false accusations that may result in disciplinary action

- external assistance as appropriate.
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o Ergonomic principles related to mental workload (European standard: EN
15010075)

Mental stress is defines as: “The total of all assessable influences impinging upon a
human being from external sources and affecting it mentally.”

Situational influences on mental stress include: task requirements (e.g. sustained
concentration, responsibility for others), physical conditions (e.g. lighting, noise), social
and organisational factors (e.g. control structure, communication structure,
organisational environment), social factors, external to the organisation (e.g. economic
situation).

Mental strain is an immediate effect of mental stress. The impairing (short term) effects
of mental strain are: mental fatigue and “fatigue-like states” (i.e.. monotony, reduced
vigilance, satiation). The document lists 29 task features that influence the intensity of
mental workload and are sources of fatigue (e.g. ambiguity of task goals, complexity of
task requirements, adequacy of information, ambiguity of information, signal
discrimination).

o Council Directive 90/270/FEC on the minimum safety and health requirements
for work with display screen equipment

It states that employers are obliged to perform an analysis of workstations in order to
evaluate safety and health conditions, particularly as regards possible risks to eyesight,
physical problems and problems of mental stress.

Key Standards in the Field of Occupational Health and Safety Referring to
the Concept of Risk in General

o Council Directive 89/391/EEC on the introduction of measures to encourage
improvements in the safety and health of workers at work

According to the Directive, employers have “a duty to ensure the safety and health of
workers in every aspect related to work.” They have to develop “a coherent overall

L]

prevention policy.” Some important principles are: “avoiding risks”, “combating the risks at

"o

source”, “adapting the work to the individual.”
o European Commission guidance on risk assessment at work

It states that “Risk assessment is the process of evaluating risks to workers’ safety and
health from workplace hazards”. The five-step approach to risk assessment is promoted:
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(1) identifying hazards and those at risk, (2) evaluating and prioritising risks, (3) deciding
on preventive action, (4) taking action, (5) monitoring and reviewing.

o [ILO-05H 2001 guidelines on occupational safety and health management
systems

The document provides guidance on the development occupational health and safety
(OSH) management systems of both national and organisational levels. It states that the
OSH management systems should contain the following elements: policy, organizing,
planning and implementing, evaluation and action for improvements. An employer, in
consultation with workers, should set out in writing an OSH policy. Hazards and risks to
workers’ safety and health should be identified and assessed on an ongoing basis.
Preventive measures should be implemented in the following order of priority: eliminate
the hazard/risk, control hazard/risk at source, minimise the hazard/risk.

o [LO Convention 187: Convention concerning the promotional framework for
occupational safety and health

“In formulating its national policy, each Member, (...) in consultation with the most
representative organisations of employers and workers, shall promote basic principles
such as assessing occupational risks or hazards; combating occupational risks or hazards
at source; and developing a national preventative safety and health culture that includes
information, consultation and training.” “(...) the principle of prevention is accorded the
highest priority.”

Standards Indirectly Related to Psychosocial Risks
The following additional standards are of relevance to psychosocial risk management and

should also be taken into consideration by stakeholders as non-adherence to those
regulations can create psychosocial problems at the workplace.
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Psychosocial issues

Working time

Discrimination

Equal treatment for men and
women

Young people at work

Maternity and related issues

Informing and consulting
employees

Type of document

Directive 93/104/EC concerning certain aspects of the
organisation of working time

C175 Part-time Work Convention (ILO), 1994

Directive 97/81/EC  concerning the framework
agreement on part-time work

Directive 99/70/EC  concerning the framework
agreement on fixed-term work

Directive 2002/15/EC on the organisation of working
time of persons performing mobile road transport
activities

Directive 2003/88/EC concerning certain aspects of the
organisation of working time

Directive 2000/43/EC and 2000/78EC prohibiting direct
or indirect discrimination on grounds of racial or ethnic
origin, religion or belief, disability, age or sexual
orientation

Directive 76/207/EEC and Directive 2002/73/EC on
equal treatment for men and women as regards access
to employment, vocational training and promotion, and
working conditions

Directive 2006/54/EC on the implementation of the
principle of equal opportunities and equal treatment of
men and women in matters of employment and
occupation

Directive 94/33/EC on the protection of young people at
work

C 183 Maternity Protection Convention (ILO), 2000
Directive 92/85/EC on pregnant workers, women who

have recently given birth, or are breast-feeding
Directive 96/34/EC on parental leave

Directive 2002/14/EC establishing a general framework
for informing and consulting employees in the European
Community
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APPENDIX 2

DEVELOPING A POLICY FOR THE MANAGEMENT OF
PSYCHOSOCIAL RISKS AND THE PREVENTION OF WORK-
RELATED STRESS

Over the past years different companies, trade unions, employer associations and
national agencies have provided guidelines for the development of organisational policies
for the prevention of work-related stress. A policy is often considered as a first step in
tackling work-related stress and its negative consequences. What is important though is
that any organisational policy is translated into practice at the company level and is
evaluated systematically.

An organisational policy for the management of psychosocial risks and the prevention of
work-related stress presents a clear message to employees and stakeholders that the
company recognises the importance of these issues and is serious about addressing
them. As with every other stage in psychosocial risk management, a policy will work best
when it is developed through a consultation process with key stakeholders and with
appropriate expert support as necessary.

A number of key issues need to be addressed through the policy:

o The policy should clearly define psychosocial risks and work-related stress to
avoid misunderstandings.

o The aim and objectives of the policy should be clearly stated as should its link to
health and safety legislation.

o The application and use of the policy should be clarified.

o The link of the policy to other organisational policies and practices should be
stated.

o The policy should include detail on its operationalisation on the basis of the key
stages and principles of psychosocial risk management.

o Implementation issues including responsibilities of key actors and policy
evaluation should be discussed.

o The policy should openly address and clarify any ethical issues that are relevant
toit.
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More specifically, the policy should start with a clear statement that the company is
committed to the prevention of work-related stress, the management of psychosocial
risks and the promotion of mental health of its employees. Following the definition of key
terms (e.g. psychosocial risks, work-related stress), the policy aim and objectives should
be stated clearly as well as the link of the policy to health and safety legislation at the
European and national levels and the management of any type of risk to workers’ health.
Mention should also be made to the link of the policy to other policies, practices and
systems that the organisation may have, such as human resources and corporate social
responsibility.

It should further be stated who the policy concerns and how it will be made available and
it will be applied. Most importantly, there should be clarity on the operationalisation of
the policy and its implementation. There should be detail on how the organisation will
conduct risk assessments and how the data will be used to develop appropriate
interventions for risk reduction at the organisational and at the individual level. The
policy should state who will be involved and should outline responsibilities of key actors,
including managers, health and safety staff, trade union representatives, health and
safety committee or representatives and employees.

It is important for the policy to highlight the key role of social dialogue and employee
participation in the psychosocial risk management process. Procedures and contact
persons in relation to the policy should be outlined. Key indicators that the organisation
will use throughout the psychosocial risk management process should be identified. The
policy should mention the type of training and guidelines that will be developed and
offered to key actors to ensure its proper implementation. It should be mentioned how
and how often the policy will be evaluated. Finally, any ethical issues of relevance to the
policy should be addressed and discussed and information should be provided on the
procedure for them to be tackled.
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APPENDIX 3

DEVELOPING A POLICY AND CODES OF CONDUCT
FOR THE MANAGEMENT OF WORKPLACE VIOLENCE AND
BULLYING

It is the employer's duty to ensure that any case of violence or bullying emerging in the
organisation is handled in a fair, ethical and legally responsible manner; ensuring the
rights of the targets, as well as those accused. Anti-bullying policies and guidelines for
actions are a necessary and suitable tool for both managers and those involved in
bullying situations; both in regards to dealing with the situation, and for the prevention
and management of the problem. Policies and codes of conduct to prevent and tackle
third party violence and bullying at work have been widely drawn up, for example, by
organisations/enterprises, trade unions and national authorities. In most organisations
policies for the management of workplace bullying and third party violence are separate
documents because actions for preventing and tackling bullying and viclence by third parties
are different.

With a policy the employer demonstrates commitment to tackle violence and bullying at
work. A policy makes a clear statement about what an organisation thinks, its
relationships with staff and how it expects people to work within its culture. It also
makes clear what is considered acceptable behaviour and what will not be tolerated.
The policy should recognise that violence and bullying are organisational issues that
affect health and safety.

The process of drawing up and implementing a policy and codes of conduct for the
management and prevention of violence and bullying is as important as its contents. In
order to ensure the success of a policy of this nature, it is crucial that it is developed
and implemented jointly in the organisation. Commitment and feeling of ownership in
relation to the policy and its actions can best be achieved when a representative
working group is instrumental in the policy’s formulation and development. The group
should include employer, employee and health and safety representatives, personnel
administration as well as trade unions. Additionally, the group should consider if an
outside expert is required to be involved during the policy formulation process to give a
broader perspective and overview.

PRIMA-EF « ARESOURCE FOR EMPLOYERS AND
WORKER REPRESENTATIVES




The objective and purpose of the policies and guidelines in the management and
prevention of violence and bullying are in many respects universally the same, however,
they differ somewhat between countries and organisations in relation, for example, to
the roles and duties of the different actors and the procedures. It is important that the
policy reflects the culture and ways of action of the specific organisation. Below are
listed some issues that a policy should include but the actual content of the policy must
be developed in the specific organisation. The policy should include a clear statement of
commitment to tackle the issue, definition and facts about the issue, relevant
legislation and regulations, responsibilities and duties of different actors, reporting
systems, appropriate procedures to settle specific cases (including informal systems
and formal complaints), clear instructions and measures to prevent violence and
bullying, as well as ways of supporting and rehabilitating the targets.

The anti-violence and anti-bullying policy and instructions should include:

o A clear statement from management that all types of violence, bullying and
harassment are unacceptable

o Description of violence and bullying, with examples of violent and bullying
behaviour as well as positive and desired behaviour

o Legislation and/or other regulations in relation to violence and bullying,
disciplinary procedures and sanctions

o Responsibilities, duties and roles of management and other actors like: line
managers/supervisors, targets, co-workers, occupational health care services,
health and safety representatives, health and safety authorities, and trade unions

o The procedures to tackle violence and bullying in the organisation:

- complaint/reporting procedures
- dealing with and settling the bullying cases in the workplace

o Clear instructions for the persons experiencing bullying, for the observers, for
the persons accused of bullying, and for the supervisors. Instructions how to
behave with potentially violent customers, how to behave in a situation when
somebody behaves threateningly of aggressively or attacks the employee etc.

o Information on support mechanisms for those involved (targets, bullies),
including any organisational rehabilitation programme

o Measures to prevent violence and bullying in the organisation

o Measures to monitor and evaluate the policy

o Details of specific contact persons (in the organisation)

Often the policy document also includes a chapter on the causes and antecedents of
workplace bullying.

Successful measures for the prevention and reduction of violence and bullying in
workplaces include preparation and activities to reduce the risks of violence and bullying
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in the work environment; physical and psychosocial work environment, security devices,
the atmosphere in the workplace, organisational culture and leadership practices.
Rehabilitation programmes need to include individual support, counselling and/or therapy
but the organisation needs also to build a supportive environment to which the person can
return.

Implementation of a policy

All employees working in the organisation need to know that the organisation is
committed to a policy for the management of workplace violence and bullying. The group
needs to think how information about the policy can successfully be distributed to
everybody. In connection with the implementation of the policy all staff should also be
given basic training on these issues. Training should include: definitions; information
about causes and consequences and the escalating nature of the bullying process;
legislation and other regulations relating to violence and bullying, as well as description
of the policy and instructions. In addition managers and supervisors need to be trained to
recognise bullying, and to deal with any cases in a responsible and legally sound manner.
The functioning and effectiveness of the policy should be monitored and evaluated in a
systematic way. It is best practice to evaluate the process after every case of bullying
and the policy on a regular basis (e.g. annually). The policy should also be developed
further on the basis of the evaluation when necessary.
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The European framework for psychesocial risk manage-
ment (PRIMA-EF) was developed through funding from
the European Commission's 6th Framework Programme.
The PRIMA-EF consortium is led by the Institute of Work,
Health & Organisations (I-WHQ) at the University of Not-
tingham and involves the German Federal Institute of
Occupational Safety & Health (BAuA), the Italian National
Institute for Occupational Safety and Prevention
(ISPESL), TNO Quality of Working Life - Work & Employ-
ment (Netherlands), the Polish Central Institute for
Labour Protection (CIOP-PIB) and the Finnish Institute of
Occupational Health (FIOH). The consortium is also sup-
ported by an Advisory Board including key organisations
such as the WHO, the |LO, DG Employment & Social
Affairs, DG SANCO, the International Commission on
Occupational Health, the European Agency for Safety &
Health at Work, the European Foundation for the
Improvement of Living & Working Conditions, BUSINES
EURQPE, ETUC, ETUI, ETUI-REHS, UEAPME, CEEP and
UNIZO.

PRIMA-EF aims at providing a framewark to promote
policy and practice at national and enterprise level within
the European Union. The need for such a framework is
particularly pressing due to recent EU data indicating the
high prevalence of psychosacial risks to workers' health
and an increase of problems such as work-related stress
and workplace violence, harassment and bullying.

For more information on PRIMA-EF please visit:
www.prima-ef.org
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