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It is estimated that one in four people experience at least one diagnosable
mental health issue in any given year. At any one time, one in six
employees is suffering from depression, anxiety, or stress-related problems.
While poor workplace practices can trigger or exacerbate mental health
issues, businesses also have the opportunity to operate in a manner that
promotes and engenders mental wellbeing among their staff.
At Morson, we are dedicated to creating a culture where we can talk openly
about mental health without judgement or stigma. More than this, we are
committed to developing and embedding practical measures to actively
promote mental wellbeing and to support any and all colleagues who do
experience mental health issues.
As well as offering training to managers on managing mental health in the
workplace, we are proud to have a growing network of qualified Mental
Health First Aiders across the Morson Group. These are colleagues specially
trained to identify, understand, and help someone who may be
experiencing a mental health issue, and deal with an emergency situation.
They’re here to be a point of contact if you, or someone you are concerned
about, are experiencing a mental health issue or distress. They are not
therapists, but are available to give you initial, confidential support and
signpost you to appropriate resources and help if required.
The HR team is also always available to provide support and advice, and the
Employee Assistance Programme represents an external, 24-hour source of
assistance for anyone who wishes to speak to somebody outside of the
organisation.

However, we want to ensure that everybody at Morson is aware of how
they can support good mental health in themselves and their teams, feels
comfortable discussing mental health, and empowered to speak up about
the subject in the workplace. This toolkit has been designed to provide
practical support for all colleagues in understanding, approaching, and
discussing mental health within the workplace.
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HOW TO CREATE A TEAM
ENVIRONMENT THAT
PROMOTES GOOD MENTAL
HEALTH
We spend a lot of our time in the workplace, and so it stands to reason that the
working environment we find ourselves in has the potential to impact on our mental
wellbeing, both positively and negatively. We have the power to create a working
environment within our teams that promotes and support good mental health.
Some steps that you can take to achieve this include:
• Ensure your team culture is one where everyone is treated with respect and
dignity, and bullying and harassment is not tolerated.
• Work towards developing a culture where open and honest communication is
encouraged and supported, and colleagues know that talking about mental health,
and wellbeing in general, is welcomed.
• Strive for a positive team mindset. Make it a point to show gratitude to
colleagues and celebrate everyday victories.
• Make an effort to get to know and connect with your colleagues. Having good
relationships with the people we work with can make a big difference when we’re
having a bad day or are experiencing a challenging time in our lives. This can start
with something as small as asking your colleague about their weekend, including
them in the tea run, or inviting them for a walk at lunch.
• Understand that sometimes a quick, discreet break away from your workspace
to have a breather or a chat with someone is necessary when you’re stressed or
feeling low. Try not to make assumptions about your colleagues and remember it
isn’t your role to monitor their activity. If you have concerns, raise them with your
manager.
• Organise and participate in social and team building activities, ensuring they are
inclusive for everyone in the team (e.g. take into account parenting or caring
responsibilities, personal choices around food and alcohol, etc.).
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Additional points for managers:
• Recognise the value in wellbeing activities provided in
the workplace. Actively encourage your team members to
participate in wellbeing activities, both in and out of work
time.
• When managers routinely ask team members how
they’re doing and discuss mental health it helps to build
up trust and confidence around speaking up and getting
help early if an issue does arise. Regular 1-2-1s and reviews
are a prime opportunity to do this.
• Often people can feel that they only receive feedback
when something has gone wrong. Make it the norm to
say ‘thank you’ to people for the work they’ve done and
acknowledge good work and efforts.
• Wherever possible, give your team members control
over their work and how they do it – lack of autonomy is a
major cause of stress. Ensure that workloads are
manageable, and where demands are high, ensure that
nobody feels overwhelmed, and that you are available to
provide help and support to mitigate pressures.
• Encourage good work-life balance. Encourage your
team to keep reasonable working hours, get away from
their desk or workspace for lunch and breaks, and be
mindful of sending emails and making calls out of hours.
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SIGNS A COLLEAGUE MAY BE
EXPERIENCING A MENTAL
HEALTH ISSUE
A study by the Chartered Institute of Personnel and Development demonstrated
the impact that mental ill health can have on an individual in their workplace. For
example, the study found that:

37% of people suffering with mental ill health are more likely to get into
conflict with colleagues
57% find it harder to juggle multiple tasks
80% find it difficult to concentrate
62% take longer to do tasks
50% are potentially less patient with customers or clients

Every individual’s experience of mental health issues is different, and symptoms will
vary from person to person. Some people may display no outward symptoms,
however there are a number of common signs that indicate that someone may be
experiencing mental health issues in the workplace.
Remember, these signs don’t necessarily mean someone is experiencing a mental
health issue, and we should never make assumptions. However, you know the
people in your team and so are best placed to notice any changes in them. It is
always worth checking in to see if your colleague is okay or if they can use some
help.
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Common outward signs that someone may be experiencing a mental
health issue include:
Being easily overwhelmed and unable to cope with daily problems and activities
Poor concentration, memory lapses, and being easily distracted
Increased errors or accidents
Erratic, out of character behaviour, such as risk-taking or impulsivity
Prolonged sadness, irritability, or tearfulness
Mood swings and extreme emotions including highs, lows, and anger
Arguments and conflicts with others
Withdrawal from social activities and decreased participation in team
conversations
Being constantly tired and lethargic
Dramatic changes in eating and sleeping habits
Frequent unexplained minor illnesses or physical ailments
Strange thoughts (delusions), or seeing or hearing things that aren't there
(hallucinations)
Increased consumption of alcohol, cigarettes, or substance use
Increased absences or lateness
Sudden increase in working hours or volunteering to take on lots of extra work
Change in physical appearance, such as weight loss or gain, or a lack of care
taken with appearance

HOW TO APPROACH A
DISCUSSION AROUND MENTAL
HEALTH

Initiating a conversation around a colleague’s mental health can feel daunting,
but you don’t need to be specially trained to have such a discussion. The only
skills required are common sense, empathy, and the ability to listen nonjudgementally.
Not everybody will feel able to bring up their mental health issues when
they’re experiencing them, and so it is important that you feel comfortable in
taking the lead and starting the conversation yourself in a positive, supportive
way. Simply knowing that a colleague is available to talk to can make all the
difference to somebody who is experiencing a difficult time.
The following steps will help you in starting a conversation with someone
around their mental health.

• Choose an appropriate, private space where your colleague will feel
comfortable and your conversation will not be overheard or interrupted. If you
have a mobile phone with you, switch it off or put it on silent. Ensure you have
no other appointments or meetings upcoming that may pull you away from
the conversation.
• Ask simple, open, neutral questions, such as “How are you feeling today?” or
“I was wondering how you were doing?” rather than questions that could
create pressure or feelings of judgement, like “What’s wrong with you?” or “Are
you stressed or something?”
• Be prepared for them to be evasive or even defensive. Have specific
examples of what has led you to have concern ready in order to move the
conversation forward, but remember to keep your tone and manner calm and
non-accusatory. If they really don’t want to talk about it, don’t force them. You
can reassure them that you are available in the future if they later decide they
want do want to talk.
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• Allow your colleague to explain in their own words and time what their
mental health issue is, how it manifests, what the causes and triggers are, how
it might impact on their work, and what support they need. Don’t try and make
any diagnoses yourself, and don’t make any assumptions as to what support
they may require. Listen, be supportive, and show understanding.
• Assure them that your conversation is private, and anything they share with
you will be kept confidential, except if they disclose something which makes
you believe they pose a safety risk to them or others.
• Encourage them to seek further support, whether this is speaking to
somebody else within the business (such as their manager, the HR department,
or a Mental Health First Aider), the Employee Assistance Programme, their GP,
or to one of the other external organisations listed at the end of this toolkit.
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Additional points for managers:
• Understand that many employees feel uncomfortable talking to their manager
about mental health due to fears it could have negative repercussions for them. Be
mindful of this during your discussion. It is their choice as to whether they disclose
an issue to you but you can explain that it is only possible for you to provide support
for an issue or condition that you know about.
• Reassure them that this is not a formal or disciplinary meeting and they are not
in trouble, but be honest if there are specific grounds for your concern relating to
work, such as poor punctuality, high absence levels, or impaired performance. You
can begin the discussion in an open and non-judgemental way, e.g. “I’ve noticed
that you’ve been arriving late a lot recently, which isn’t like you, and wondered if
there was a problem”
• Ask them if they have any ideas about adjustments to their work that might be
helpful. Listen openly and be prepared to respond flexibly in making reasonable
adjustments to their role or working environment. These are often small and
inexpensive, and may require only a change relating to attitude, expectations, or
communication.
• Be clear about confidentiality boundaries. If you feel you need to seek advice
from a third party, such as the HR department or a Mental Health First Aider, jointly
agree who is going to be told what.
• Agree on an action plan which identifies the signs of their issue, its triggers, the
possible impact on their work, who should be contacted in a crisis, and what
support they need. Include an agreed time to revisit the conversation and review
any support measures that have been put in place to see if they are working. Take
care to establish what, if anything, will be shared with other colleagues in the team,
and how this will be communicated.
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HOW TO SUPPORT A COLLEAGUE
EXPERIENCING MENTAL HEALTH
ISSUES
For some people, experiencing a mental health issue is a one-off. This may be
triggered by a specific event or have no cause at all. For others, mental health
issues can be longer term, or episodic over a lifetime. Most people who develop
mental health issues recover well with the right support.
Recovery isn’t the same thing as cure – often people learn to live with their mental
health issue. Supporting a colleague who has a mental health issue is about
helping them to find ways to recover, stay well, and ensuring that the workplace is
a safe and pleasant place to be. You can support your colleague in the following
ways:
• Try not to make assumptions about what your colleague is going through or
what they need. The golden rule is to ask, not assume. You can simply ask if
there’s anything specific you can do to support them.
• Remember that the mental health issue is just one part of the person – it does
not define them. Relate to your colleague in the same way you always have –
discuss the same things and carry out the same activities.
• Give them the option to come and to talk to you whenever they need to.
Having the space to talk freely, without interruption or judgement, can be really
helpful on its own. It may be difficult to hear about your colleague being in
distress, but remember to stay calm. This will help them feel calmer, and
demonstrate that they are able to speak to you openly.
• Encourage them to seek support further support in the workplace, whether this
is speaking to their manager, to a Mental Health First Aider, or to the HR
department. Remember to be patient and not push them to discuss their
thoughts and feelings, or to seek help immediately. It is important that they set
their own pace for seeking support.
• Make an effort to learn more about the issue your colleague is experiencing or,
if applicable, the condition they live with. You can use the resources listed at the
bottom of this toolkit, do some research (ensure to use reputable sources), or
speak to a Mental Health First Aider
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• Don’t give unsolicited advice. While your intentions may be good, unless you
have been asked for your thoughts, opinions, or own experiences, hold back from
sharing them.

Additional points for managers:

• Be open to making reasonable adjustments to their work environment or role.
Adjustments need to be tailored to the individual, but examples might include:
o
o
o
o
o
o

Changes to working hours
Changes to break times
Temporary reallocation of some duties
Increased supervision
Provision of more positive or constructive feedback, or more frequent reviews
Provision of a mentor or buddy

• Be positive – focus on what they can do, not what they can’t do.
• Make an effort to make them feel trusted and capable. Avoid micromanaging or
taking away all challenging and meaningful work responsibilities, as this can impact
on motivation and self-esteem. Keep providing challenging and engaging duties, but
be available to offer support. Maintaining this balance can be achieved by
maintaining regular communication and allowing them to say what works for them.
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HOW TO WELCOME BACK A
COLLEAGUE WHO HAS BEEN AWAY
FROM WORK WITH MENTAL HEALTH
ISSUES
Sometimes a colleague may be so unwell they need to take some time off work to
help them recover. Returning to the workplace after a period of absence due to a
mental health issue can be quite overwhelming and a source of increased anxiety.
There is no set formula for how to support someone who is returning to work, as this
will depend on them as an individual as well as the closeness of your existing
relationship with them. However, there are some steps you can take to ensure their
transition back into work is as smooth as possible.
These include:

• A colleague’s absence can affect the rest of the team, for example, by requiring
others to pick up extra work. However, it’s very important to ensure that your
response to the colleague you’re welcoming back isn’t affected by any
subconscious negative attitudes. Reflect honestly on your own beliefs and
feelings and be aware of these.
• Understand that your colleague may be feeling vulnerable and anxious. Be as
welcoming as possible without making a big fuss.
• Try not to feel awkward. Approach the situation in the same way you would if
they were returning from an absence due to a physical health issue. Acknowledge
the absence but don’t ask for details unless these are freely volunteered.
• Tell them that they were missed.
• Ask them how they’re feeling. Use open questions and give people lots of time
and space to talk if they so choose.
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Additional points for managers:

• The HR team will work with you to arrange the team member’s return to work,
and facilitate a discussion to discuss the details of their return. As well as their
return to their job role, you should give some thought to the practical details of
their first day – would they like somebody to travel in with them or meet them at
the door, what are their plans for lunch, etc. This will help to relieve some anxiety
and make them feel included.
• Have a discussion with your team to ensure everyone is aware of the return to
work and allay any feelings of awkwardness or worry. Ensure any discussion that
you have respects the agreed boundaries of confidentiality.
• Ensure they are returning to an appropriate, manageable workload and, where
possible, a physical workspace that hasn’t changed from when they left it.
• Suggest that they work with you to develop a personal action plan that allows
them to proactively manage their mental health. This outlines:

o Their symptoms, early warning signs and triggers
o The potential impact of the mental health issue on their performance
o What support they require from you as a manager
o and positive steps they can take to mitigate the risk of recurrence

Having this in place in advance allows you both to take the necessary practical
steps to try and avoid poor mental health developing again and having an agreed,
effective plan in place if it does.
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ADDITIONAL RESOURCES
For a comprehensive list of resources and support options for specific mental health
issues, please click here, or contact a Mental Health First Aider. Contact details for
your Mental Health First Aiders should be listed on your staff noticeboard, but a full
list can also be obtained by contacting the HR department.
If you, or someone you know, is in mental health crisis and needs medical help fast:
Ring 999 to contact emergency services
Go to your nearest Accident and Emergency department

If it is not a medical emergency, but you still need urgent help:
Ring 111 for professional health advice 24/7 and 365 days a year and
guidance on where to access appropriate health services
Make an appointment with your GP

Samaritans
Phone: 116 123 (Freephone, 24 hours a day, 7 days a week)
Email: jo@samaritans.org
Website: www.samaritans.org
Samaritans provide emotional support for people 24 hours a day, 365 days a year.
They allow people to talk about feelings of distress and despair and are confidential
and offer non-judgemental support.

IAPT
Website: www.iapt.nhs.uk
IAPT (Improving Access to Psychological Therapies) is the NHS programme which
supports rolling out NICE guideline recommended talking therapies to people
experiencing depression and anxiety disorders.

SaneLine
Phone: 0300 304 7000 (Local call rates, 6.00pm-11.00pm, 7 days a week)
Website: http://www.sane.org.uk/
Provides out of hours mental health and emotional support and information to
anyone affected by mental ill health, including family, friends, and carers.
For other helplines providing emotional and crisis support to specific groups, please
see the relevant headlines below

Mind
Phone: 0300 123 3393 (Local call rates, 9.30am-4.00pm)
Email: info@mind.org.uk
Website: www.mind.org.uk
Mind provide a wide range of services relating to mental health, including information,
support, as well as research and campaigning work. The national Mind organisation
also acts as an umbrella organisation to many independent local Mind organisations,
which provide different services across the country, e.g. therapy services, self-help
groups, and alternative therapies.

CALM (Campaign Against Living Miserably)
Phone: 0800 58 58 58 (Helpline, 5.00pm-midnight, 7 days a week)
Email: info@thecalmzone.net
Website: www.thecalmzone.net
The Campaign Against Living Miserably is a charity which exists to prevent male
suicide in the UK. They run a dedicated support line and online webchat for men who
are experiencing emotional distress or who are in crisis. It also seeks to challenge a
culture that prevents men from seeking help when they need it.
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