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Guide to Completing the Staying Well Plans – Line Managers 
1. Important guide for Line Managers 
· Why? We want to support and promote wellbeing, acknowledge different ways of working and different strategies people use to support their wellbeing. We hope these Staying Well Plans are tailored to take account of individual strategies, needs and important individual factors, for example; gender, ethnicity, culture, age, sexuality, spirituality and ability. This can be an opportunity for staff to share any concerns and to regularly consider their wellbeing. 

· Confidential. This tool is confidential and should be stored in line with Information Governance Policies. Please complete this somewhere where you are able to have confidential conversations. 

· It is not a contract. This is a plan to help managers support their employees and for employees to feel comfortable asking for support for their wellbeing. However, no employee will be blamed or in trouble if they do not follow the plan they have created or if they do not disclose something they later choose to disclose. 

· For all employees. You might be managing someone who has existing mental health or physical health conditions, who has past experiences of mental health or physical health conditions or individuals who report neither. It is important to complete this with all employees as wellbeing can fluctuate for anyone.

· Who completes it and when? We know that different services work in different ways. It may be you complete this form with employees you line manager or those you supervise, it is up to your team how this best fits. We recommend separate meetings to complete this form either as part of the induction when an employee starts or in planned meetings with current employees. It depends on it works best in your team or service but start as early as possible. 

· Comfortableness. It may take several months to fully complete as employees and managers feel more comfortable with each other. Not every question needs to be answered straight away, the plan can be added to. While it can be useful to think about support early on, employees might not feel comfortable sharing lots of information about their wellbeing. 

· Better Awareness. If changes in wellbeing occur, this tool can help to enhance your awareness and confidence of how to support those you manage.  

· Allow at least 30 minutes to go through the plan, some of the questions may be sensitive and it may take some time for the employee to think and discuss it. It does not need to be completed all at once. 

· Wellbeing is different for all. It can be normal to offer suggestions and advice to others based on our own experiences. Be led by your employee and what they suggest, be cautious about offering tips and ideas. If you feel that is appropriate, you may offer suggestions but be mindful that we all have different backgrounds, different ways of understanding wellbeing and different ways of working and supporting ourselves. 

· Actions may arise from this document, for example, requesting certain equipment to do the job effectively. These actions must be agreed on by the employee and the manager and information shared with others as appropriate. This does not apply to reasonable adaptations in line with physical, mental and learning needs that employees are entitled to. Please follow usual protocols if adaptations are required. 

· The plan should be made with both the employee and manager present and a copy seen by both before being saved securely as a confidential document by the manager. You should also decide how often you would like to review this plan. 
If after completing this form specific:
a. Wellbeing support would be useful, please see our support pathway at the end of this document and our website Employee Wellbeing Service - Cwm Taf Morgannwg University Health Board (nhs.wales)
b. [bookmark: _GoBack]Occupational Health support, please see: http://ctuhb-intranet/News/Coronavirus/SitePages/Occupational%20Health%20-%20Contact%20Us.aspx 
c. Specific guidance on equality related queries and specific networks/forums, please see relevant information on the Equality and Diversity Pages  http://ctuhb-intranet/dir/Equality/default.aspx 
If you have any questions about this plan, please contact the wellbeing team on CTM.WellbeingService@wales.nhs.uk 
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