
 
Wellbeing (Manager/Leader) – (Exchange) 

 
 

 

The protracted impacts of Covid-19, and more specifically on how we experience work, are 
individual and unique to each of our particularly situations; you/your team may have been 
furloughed, be juggling caring responsibilities, working remotely, or have remained working on 
campus throughout.  The Health and Wellbeing of all colleagues at Durham is key to our 
University, and as a Leader/Manger you have a very specific part to play in creating the 
environment that fosters facing the challenges together, as a community.   

 

IF YOUR TEAM IS RETURNING TO WORK ON CAMPUS (AT ANYTIME), ENSURE YOUR 
BUILDING / DEPARTMENT TASK RISK ASSESSMENTS HAVE BEEN COMPLETE AND 
REVIEWED, WITH APPROPRIATE CONTROL MEAURES PUT IN PLACE, AND SHARE 

THESE WITH YOUR TEAM 
 

The University’s Covid-19 Risk Assessment can be found here 

Returning to Campus:  Staff - Health and Safety here   

 

Professor Karina Neilson (Sheffield University) and Dr Joanna Yorker (Affinity Health at Work) 
have developed guidelines, which outline potential resources within a framework, referred to as 
IGLOo We have adapted this for use at Durham and consider our guidance in relation to IGLU. 

 

 
 
 
 
       
 

 

As a Leader/Manager it is important to role model the individual actions that we can, and should, 
all take to support our own wellbeing.  There is also a joint responsibility we all share for each 
other, colleagues and peers alike.  This is in addition to the knowledge and information we can all 
be aware of, that will ensure we can remain resilient and buoyant at this time.   
 

 

Individual 

Practising the Five Ways to Wellbeing help you to care for your own mental health and 
wellbeing, as well as that of others. The Five Ways to Wellbeing are explored on the Health and 
Wellbeing of yourself and other web pages, and have been developed specifically with Durham 
colleagues for Durham colleagues.   

They explore the aspects of Connect:  Building and maintaining strong relationships, Be Active; 
Being physically active is evidenced to affect health and mental wellbeing, Keep Learning; 
learning new skills and bringing learning into our life, Give; through acts of kindness and helping 
others,  Take Notice; Being in the present moment, more mindful.      

The Employee Assistance Programme (EAP) is a confidential employee benefit designed to 
help you deal with personal and professional problems that could be affecting your home or work 
life, health, and general wellbeing. The network offers expert advice and compassionate 
guidance 24/7 covering a wide range of issues, as well as access to the My Healthy Advantage 
App which gives you access at the tap of a finger.  All details of how to access the support can 
be found on the Employee Assistance Programme webpage. 

 

Individual – Actions/resources you can 

undertake yourself 

Leader/Line Manager – Resources and 

support for and from Leader/Line Manager  

 

 

Group – Resources and support for and 

from colleagues/peers  

University – Resources, policies and 

services provided by Durham 

 

https://www.dur.ac.uk/coronavirus/password/staff/hs/
https://www.dur.ac.uk/coronavirus/password/staff/hs/
https://www.dur.ac.uk/od/wellbeingandworkdiff/fiveways/
https://www.dur.ac.uk/od/wellbeingandworkdiff/fiveways/
https://www.dur.ac.uk/hr/password/occupationalhealth/employeeassist/


Group  

Maintaining social and informal contact by continuing catch up and to ‘Check-in’ with colleagues, 
peers and team members, is more challenging when working remotely.  But it is something we 
can all do and as a Leader/Manger it is really important to role model, suggestions include: 

- Joining the virtual Wellbeing Café (information coming soon), engaging and contributing 
to staff networks and encouraging your team and colleagues to do too with informal 
conversation/experiences 

- Positively contributing to a group/team Conversation Compass or team meeting     
- Making time to talk to team members/peers/colleagues and not talking about work. 

 
 

Leader/Line Manager 

Conversation Compass:  The Conversation Compass is a tool to support and engage 

individuals and groups or teams with personally selected focused interactions.  It can be used in 

a 1:1 or as part of a team meeting.  It can be used face to face, or digitally.  Find a STREAM clip 

HERE that explains how to.   

Wellness Action Plans (WAPs): Wellness Action Plans aim to facilitate dialogue between 

individuals and their manager to identify personal triggers that affect health and wellbeing and 

measures that both the individual and manager can implement to support health and wellbeing. 

Wellness Action Plans can be beneficial for individuals and teams. 

WAPs can be accessed here 

https://www.dur.ac.uk/hr/occupationalhealth/mentalhealth/supportingmentalwell/ 

On line training on Wellness Action Plans can also be accessed via DUO in the Mental 

Health Modules section. 

Working Well Together: Initiating Working Well Together (Individual, or team/group) 
conversations/activities.  Following on from the Conversation Compass, align key areas of focus 
to the core elements of the Working Well Together approach.  Using either the core element 
question prompts, for an individual exchange or the Working Well Together - Wellbeing 
team/group session, to support performance, growth and the opportunity to thrive by co-creating 
the future approach.   

Working arrangements: Guidance documents, along Frequently Asked Questions (FAQ’s), can 
be accessed, and used to support you in helping your team members to navigate 
specific/individual circumstances, on the Covid-19 Response webpages  

Guidance for Parents/Guardians/Carers:  Leaders/Managers are actively encouraged to 
discuss concerns about caring responsibilities with team members and colleagues, this should 
include the impact of caring responsibilities on their workload and overall wellbeing.  Flexibility in 
how a role is performed such as amending timescales, working patterns and hours of work, 
should be considered. It is vital to keep channels of communication open so that changes to work 
priorities, patterns and support required can be discussed and agreed. Access a SWAY that 
details specific support HERE 
 

 

University 

We recognise that our whole community of colleagues and students are truly our greatest asset 

and we want to support the health and wellbeing of all.  On the Health and Wellbeing webpage 

you will find details of the Health and Wellbeing strategy along with links to resources to support 

both staff and students.   

https://web.microsoftstream.com/video/8cefe9c8-36c7-452d-ad2c-e463213e492a
https://www.dur.ac.uk/hr/occupationalhealth/mentalhealth/supportingmentalwell/
https://www.dur.ac.uk/coronavirus/password/staff/workingarrangements/
https://sway.office.com/V8ek3GBTcAyXtIg6?ref=Link
https://www.dur.ac.uk/wellbeing/


   
 

Talking through concerns 

Before you start your conversation it can be helpful to consider:   

- When is the best time to have the conversation for you and them?  
- How might they be feeling? What (if anything) can you do to alleviate any concerns and 

or fears they may be having? 

Sometimes the hardest thing is finding the words to start… 

The wellbeing conversation is likely to have been prompted by the Conversation Compass, either 
by you or them prioritising ‘Wellbeing’ on the compass.   

 

Remember this conversation must be held without judgement 

 

If it has been prompted by you:   

I’ve noticed recently... (Add in here what may have prompted the conversation)  

Followed this up by explaining…I want to help, and your health and wellbeing matters to me. 

If the wellbeing conversation has been prompted by them, or after you have introduced the 
wellbeing conversation follow a three step approach.   

 

Ask  - Listen - Signpost 

Ask: 

Q - Is everything OK?   

You could try using the language of numbers, in a ‘form’ scale.   

A form scale uses the numbers 1 -10 

1 2 3 4 5 6 7 8 9 10 

Crisis, 
Seek 
help 
now 

I am 
struggling 
and need 

help 

Extremely 
Low 

Very 
Low 

Low Average 
form 

Good 
form 

Very 
good 
form 

Exceptional 
Form 

Lifetime 
peak 
form 

 

Q - What score would you give to your wellbeing form at the moment? 

Listen:   

Using the language of numbers can make it easier to attach a potential action to the indicated 
score.  However, do also listen for descriptions that may indicate a number as a ‘form’ score and 
it may be that there is a difference in the score normally given by a team member that would 
prompt a potential action. 

Signpost:   

Connecting to the ’form’ score 

6 =  Health and Wellbeing of Yourself and Other (5 ways to wellbeing) or Employee 
Assistance Programme (EAP) (4 week Programme, Mini Health Checks) 

3/5 =  Wellness Acton Plan / Employee Assistance Programme (Online counselling support, 
CBT)/GP if appropriate ie concerns regarding health 

https://www.dur.ac.uk/od/wellbeingandworkdiff/fiveways/
https://healthassuredeap.co.uk/home/
https://healthassuredeap.co.uk/home/
https://www.dur.ac.uk/resources/hr/GuidetoWellnessActionPlans.pdf
https://healthassuredeap.co.uk/home/


1/2 =  GP support, if immediate concerns regarding safety stay with the colleague and arrange 
for them to be taken to their GP for an emergency appointment, or if unavailable to the local 
Accident and Emergency Department.  
 
Managers should also consider referring staff to the Occupational Health service if they report 
health and wellbeing concerns that are affecting their ability to carry out general daily activities, 
including the ability to carry out your work. The aim of a referral would be to provide advice on 
fitness to work, additional health advice if appropriate, and identify adjustments in the workplace 
to support health and wellbeing.  

 

 

 

Information and advice for colleagues can be found on our Covid-19 page. 

Mental Health Training Modules - To help staff recognise the signs of poor mental health in 
themselves and others, the Counselling Service have developed a suite of mental health first aid 

training modules which are available on DUO on the Mental Health Training site under ‘My 
Organisations and Online Training’. The Staff Support modules offer information and guidance 

for line managers supporting colleagues with mental health concerns. 
 
 

https://www.dur.ac.uk/coronavirus/
https://duo.dur.ac.uk/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_1238_1

