EMPLOYEE ASSISTANCE
PROGRAMME
From time to time we can all get worried or concerned about a variety of different
things, from issues in the workplace to problems at home in our personal lives.
The Employee Assistance Programme (EAP) is designed to support employees to
improve and maintain their quality of life during such times.

INTRODUCTION TO OUR EMPLOYEE ASSISTANCE PROGRAMME
Lincoln College is committed to promoting the health and wellbeing of its employees and
maintaining a positive and harmonious working environment, where everyone is able to
make a full contribution to the best of their ability.
From time to time we can all get worried or concerned about a variety of different things,
from issues in the workplace to problems at home in our personal lives. The Employee
Assistance Programme (EAP) is designed to support employees to improve and maintain
their quality of life during such times.

As part of the Employee Assistance Programme, the college will provide the
following:
• Support for employees with long term sickness, including home visits offering help and
advice when needed and referral to Occupational Health.
• Care and concern for bereaved employees and their families, including visits, advice and the
provision of special leave in accordance with the policy.

All Lincoln College employees are entitled to access the programme.

• Work Life Balance Policy

Aims of the Employee Assistance Programme

• Special Leave of Absence Policy

• To develop comprehensive and co-ordinated support and assistance mechanisms for all
employees.

• Information on welfare benefits and rights are available from Student Services.

• To ensure that all employees of Lincoln College are aware of the availability and scope of the
college’s Employee Assistance Programme.
• To ensure that those staff involved in the provision of the Employee Assistance Programme
services are seen by employees, unions and management to be both confidential and
impartial.

• Support and advice for disabled employees, including offering help to those who become
disabled during their employment e.g. advice on disability, how it affects the whole family,
any specialist equipment needed to assist the employee in their role (through Access to Work)
and continued monitoring.
• Practical help and advice for new employees to the college, through the Induction and
mentoring processes.

• To provide specialist skills and knowledge through appropriate staff. To arrange for referral to
specialist providers as and when necessary.

• Health promotion initiatives throughout the year (as part of the Health and Wellbeing
Strategy)

• To identify and assist in the solution of problems, thereby reducing absenteeism and
improving morale.

• Mental Health and Wellbeing Strategy Staff and Students

• To help managers with their basic responsibilities for the welfare of their employees
providing confidential assistance, training, advice and guidance, where appropriate.
• To alleviate anxiety in respect of problems which employees may encounter both inside and
outside the working environment, through arrangements for help and advice.

Where can I Access Support?
There is a wide variety of support available both within and external to the organisation. The
following pages provide some useful introductions to the support available to all employees.

HEALTH ASSURED PORTAL
The Health Assured Employee Assistance Portal
Whatever your goals, the Health Assured service is here to help you reach them. All employees have access
to the Health Assured employee assistance portal when matters arise. our enhanced EAP service includes
up to four structured counselling sessions for free, available online or over the phone.
Life is not always smooth sailing and having someone to talk to can certainly help. That’s why we’ve
(through Perkbox) partnered with Health Assured, bringing you the UK and Ireland’s largest EAP provider.
You’ll find a wealth of information and advice on topics such as anxiety, depression, debt, legal issues,
bereavement and relationships.
What’s included
Our EAP offers a suite of wellbeing services so you’ll receive the best support in your time of need.
Here are some of the resources you’ll have access to:
•
•
•
•
•

24/7 confidential helpline - 0800 028 0199
Up to four free structured counselling sessions
Critical incident and trauma support
Online health portal – a comprehensive library of wellbeing information, including factsheets, 4
week programmes, mini health checks and financial assessment tools
Monthly wellbeing newsletters and webinars filled with practical information and guidance

You can access the Health Assured Online portal via the following link - https://healthassuredeap.co.uk/
home/

LINCOLN COLLEGE MENTAL HEALTH
FIRST AIDERS
One of the key strategic aims of the college’s Mental Health
and Wellbeing Strategy - Staﬀ and Students, of achieving
a cohort of Mental Health First Aiders (MHFAs) that support
both staﬀ and students was launched during the summer of
2019.
22 members of staﬀ were training as MHFAs to level 3 and
20 MHFAs to level 2. All MHFAs (L2 and L3) have the skills
to start a conversation and be able to signpost the person
towards professional help, the level 3 training is aimed at
supervisors within the workplace.
The role of a MHFA is to be a point of contact for an
employee or student who is experiencing a mental health
issue or emotional distress.
This interaction could range from having an initial
conversation through to supporting the person to get
appropriate help. As well as in a crisis, MHFAs are valuable
in providing early intervention help for someone who may be
developing a mental health issue.
MHFAs are not trained to be therapists or psychiatrists but
they can oﬀer initial support through non-judgemental
listening and guidance.
A full list of MHFAs can be found on Workplace - https://
lcgroup.facebook.com/groups/1651135148548940/
permalink/2300261630302952/
If you are interested to become a Lincoln College MHFA,
please contact Dan Foster (Staﬀ Development Assistant)
who will book you onto the next available training course.

M E N T A L
H E A L T H
O N L I N E
R E S O U R C E F O R F E S T A F F
CWMT has developed an online learning
resource for FE staff, providing evidence-based
information and training modules on a range of
mental health issues. The aim is to help nonspecialist staff feel more confident to spot and
respond to signs of distress amongst students.
As more students disclose a mental health issue
it is crucial that all staff are confident and able
to respond. This is part of wider joint work
between CWMT and AoC to support good
mental wellbeing amongst FE students. This
includes partnering with FE Colleges to support
mental health work and to contribute to
capacity building at an institutional level, where
resources for mental health interventions are
often very limited. For students experiencing
depression, anxiety, homesickness or low selfesteem, that first conversation can make all the
difference – and it’s often non-specialist staff
such as personal tutors, catering staff and
librarians who first notice that a student may be
in distress.
Area Director (NW) and National Lead Mental
Health, Richard Caulfield said: "With 85% of
colleges reporting an increase in mental health
problems in the past three years, it is crucial
that all staff in colleges have the tools and
confidence they need to support students who
need it. The FE e-learning package will help,
non-specialist staff who are often a first line of
support to students who may have mental
health issues. These staff are on the front line
and the training tools can help them ensure

L E A R N I N G

that students get the right help at the right
time”
G e n e r a l

F E

L i n k s

-

http://learning.charliewaller.org/e-learning/
further-education/
https://charliewaller.org
Industry specific teaching guides
The information and teaching suggestions in
these resources are designed for use in further
education colleges and are specifically
designed for tutors in the specific related
courses to use with their students. The resources
and accompanying slides highlight the
importance of talking about problems as a way
of dealing with mental distress and of
signposting students to existing and new
networks of support. The materials have been
written in response to evidence suggesting that
many of these industries have a higher than
average rate of mental ill-health and suicide.
The resources are intended as a starting point
for discussion. You can download the teaching
guide below along with the accompanying
PowerPoint presentation for each industry via
the following link:
https://charliewaller.org/fe-industry-guides

The Education Support Partnership
The Education Support Partnership Education Support Partnership’s helpline is available
24 hours a day, 365 days a year. It offers services designed to:
• prevent a crisis from occurring;
• reduce the impact of a crisis when it occurs;
• help you to find solutions to problems by offering you tools to overcome
difficulties in your life.
•
The helpline provides free and confidential information, support, coaching, BACP
accredited counsellors so, whatever your need or worry, if you work in education, they’re
there for you.
In addition to the helpline, the Education Support Partnership has a number of
resources available on its website - Education Support Partnership
Overwhelmed?
We are often much better at knowing the signs that our bodies are suffering but fail to
spot them when we feel overwhelmed or our resilience is low. If we are aware of the
signs at the early stages we can take early preventative action. Education Support
Partnership: Helping You - Overwhelmed
Stressed or Anxious?
In our 2018 Teacher Wellbeing Index, 67% of education staff said they had suffered from
stress. Here is some practical advice and information to help you manage stress
effectively and boost your wellbeing. Education Support Partnership: Helping You Stressed or Anxious
Work-life Balance
For people to be able to perform well at work they need a good work life balance. This
can be a complicated balancing act for people in education because of the emotional
and practical demands of the work. Education Support Partnership: Helping You - Work
Life Balance

skills they’ll need for the future workforce;
you’re also supporting them in coping with
the demands of the workplace. But it’s
really important to look after your own
mental health and wellbeing too.

Mental Health at Work Supporting Staff Wellbeing in
Further Education Toolkit
https://www.mentalhealthatwork.org.uk/
toolkit/supporting-staff-wellbeing-infurther-education/
If you’re working in further education,
you’re not just supporting learners to
achieve their aspirations and develop the

Mental Health at Work, together with the
Education and Training Foundation and
Education Support Partnership have put
together a list of resources, courses and
publications that they’d recommend for
staff in further education.
These resources are drawn from across the
public sector and are a good starting point
– it is hoped that more resources will be
added shortly.

Shout is a service partnership between Mental Health Innovations and Crisis Text Line®

Shout provides free, confidential support, 24/7 via text. It’s the first free 24/7 texting service in the UK for
anyone in crisis anytime, anywhere. Shout is available in England, Scotland, Wales, and Northern Ireland.
Every texter is connected with a real-life human being trained to bring people from a hot moment to a cool
calm place through active listening and collaborative problem-solving. All of our Crisis Volunteers donate their
time to helping people in crisis.
Read more about: https://www.crisistextline.uk

The NHS - 5 STEPS TO MENTAL WELLBEING
Research from the New Economics Foundation suggests there are five key things we can all do to improve our mental
wellbeing.
Evidence suggests there are 5 steps we can all take to improve our mental wellbeing.
If you give them a try, you may feel happier, more positive and able to get the most from life.

NHS - Mindfulness: Is it for you? - https://www.nhs.uk/conditions/
stress-anxiety-depression/mindfulness/
NHS Top 10 Stress Busters - https://www.nhs.uk/conditions/stressanxiety-depression/reduce-stress/
NHS - How to be Happier - https://www.nhs.uk/conditions/stressanxiety-depression/feel-better-and-happy/

• Connect – connect with the people around you: your family, friends, colleagues and neighbours. Spend time

NHS - Mental Health Helpline - https://www.nhs.uk/conditions/stressanxiety-depression/mental-health-helplines/

• Be active – you don't have to go to the gym. Take a walk, go cycling or play a game of football. Find an activity that

NHS - Mental Health Apps - https://www.nhs.uk/apps-library/category/
mental-health/

• Keep learning – learning new skills can give you a sense of achievement and a new confi dence. So why not sign

NHS - Breathing Techniques for Stress - https://www.nhs.uk/
conditions/stress-anxiety-depression/ways-relieve-stress/

• Give to others – even the smallest act can count, whether it's a smile, a thank you or a kind word. Larger acts, such

NHS - Moodzone Mental Wellbeing Audio Guides - https://
www.nhs.uk/conditions/stress-anxiety-depression/moodzone-mentalwellbeing-audio-guides/

developing these relationships. Learn more in Connect for mental wellbeing.

you enjoy and make it a part of your life. Learn more in Get active for mental wellbeing.

up for that cooking course, start learning to play a musical instrument, or fi gure out how to fi x your bike? Find out
more in Learn for mental wellbeing.

as volunteering at your local community centre, can improve your mental wellbeing and help you build new social
networks. Learn more in Give for mental wellbeing.

• Be mindful – be more aware of the present moment, including your thoughts and feelings, your body and the

world around you. Some people call this awareness "mindfulness". It can positively change the way you feel about
life and how you approach challenges. Learn more in Mindfulness for mental wellbeing.

NHS - How running helped Liz beat depression - https://
www.nhs.uk/conditions/stress-anxiety-depression/run-to-boost-mood/
Can I Get Free Therapy of Counselling on the NHS? - https://
www.nhs.uk/conditions/stress-anxiety-depression/free-therapy-orcounselling/

PREVENTION IS AT THE HEART OF WHAT WE DO. OUR KNOWLEDGE, INFORMED BY RIGOROUS RESEARCH AND
PRACTICAL BASED STUDY, HAS BEEN PIONEERING CHANGE FOR MORE THAN 60 YEARS AND WE AREN'T AFRAID
TO CHALLENGE THE STATUS QUO OR TACKLE DIFFICULT OR UNDER RESEARCHED ISSUES
VISIT THEIR WEBSITE TO ACCESS A WEALTH OF INFORMATION - HTTPS://WWW.MENTALHEALTH.ORG.UK

How to Look after your Mental Health - Top 10 Tips

Find out your good mental health score

It’s important to take care of yourself and get the most from life.
The Mental Health Foundation recommends 10 practical ways to
look after your mental health. Making simple changes to how you
live doesn’t need to cost a fortune or take up loads of time.
Anyone can follow this advice. Why not start today?

We all have mental health. The Mental Health Foundation
report found that nearly two thirds of us have
experienced mental ill health at some point in our lifetime and
that just 13% of us are living with high levels of positive mental
health. Find out how you're doing compared to the national
average by taking our survey now. The survey is not indicative
of whether you are living with a mental health problem, like
anxiety or depression, but rather your levels of positive mental
health - the ability to cope with everyday life.

https://www.mentalhealth.org.uk/publications/how-to-mentalhealth

https://www.mentalhealth.org.uk/your-mental-health/goodmental-health-survey
How to Overcome Fear and Anxiety Guide
Fear is one of the most powerful emotions. It has a very strong
effect on your mind and body. Fear can create strong signals of
response when we’re in emergencies – for instance, if we are
caught in a fire or are being attacked. It can also take effect
when you’re faced with non-dangerous events, like exams,
public speaking, a new job, a date, or even a party. It’s a natural
response to a threat that can be either perceived or real.
Download the Help Guide from https://
www.mentalhealth.org.uk/publications/overcome-fear-anxiety
for advice and support on overcoming fear and anxiety.

Remploy Mental Health Support
Service
This confidential service delivered by
Remploy is funded by the Department for
Work and Pensions and is available at no
charge to any employees with depression,
anxiety, stress or other mental health issues
affecting their work.
Our specialist advisers provide:
•
•
•
•
•

Tailored work-focused mental health
support for nine months
Suitable coping strategies
A support plan to keep them in, or
return to work
Ideas for workplace adjustments to
help them fulfil their role
Practical advice to support those with
a mental health condition.

So far, we have supported thousands of
people across Britain, with a 93 per cent
success rate of people retaining their
employment after six months.
Please note
To be eligible for this service, individuals
need to be in permanent or temporary
employment and have a mental health
condition (diagnosed or undiagnosed) that
has resulted in workplace absence, or is
causing difficulties to remain in work.
We also provide support for
apprentices through the Access to Work
Mental Health Support Service for
Apprentices.
Find out more: Remploy Mental Health
Support Service.

Mind - Mental Health at Work:
https://www.mind.org.uk/workplace/mental-healthat-work/
Mind - Mental Health at Work - Taking Care of
Yourself
https://www.mind.org.uk/workplace/mental-healthat-work/taking-care-of-yourself/
Mind - Top Tips for Staying Well at Work
https://www.mind.org.uk/workplace/mental-healthat-work/taking-care-of-yourself/tips-for-employees/
Mind - How to be Mentally Well at Work https://
www.mind.org.uk/information-support/tips-foreveryday-living/workplace-mental-health/

OTHER RESOURCES
College Library
Search topics such as Health, Wellbeing, Stress, Anxiety or Wellbeing via the Library catalogue https://
lincolncollege.on.worldcat.org/discovery to view the wide range of health and wellbeing books which
are available to loan from the college Library.
Cruse
Workplace - Health and Wellbeing
There is a dedicated page on Workplace for Health and Wellbeing.
Regular posts containing tips and advice regarding Health and
Wellbeing will be posted to this page, as well as advertising Health
and Wellbeing initiatives as part of the Health and Wellbeing
strategy.

Cruse offers support to employees dealing with the death of a relative, friend or colleague through a
network of local services and helpline. For more information go to www.cruse.org.uk/bereavement-atwork.
Disability Rights UK & Access to Work

Disability Confident Employer

Help, support and advise for employees with a disability or who becomes disabled during their
employment can be provided by the Human Resources Unit as well as external organisations such as
Disability Rights UK https://www.disabilityrightsuk.org/about-us This may also include help in obtaining
any specialist equipment or furniture required to assist in the performance of duties through Access to
Work.

Family Schemes Policy*

Macmillan Cancer Support

Key Internal Documents

Health and Wellbeing Strategy
Managers Mental Health and Wellbeing Toolkit *
Mental Health and Wellbeing Strategy Staff and Students*
Mental Health and Wellbeing Charter - AoC Pledge
Mindful Employer Charter
Recruitment and Selection Code of Practice*
Wellness Action Plan*
Work-life Balance Policy*
*Available via the Documents area of the T-Drive

Macmillan Cancer Support have comprehensive information and guidance about cancer and
bereavement at work. The website address is www.macmillan.org.uk.
The Human Resources Unit
From a centralised base in Lincoln the HR Unit provides services for all managers and employees. The
HR Unit can be contacted on a range of work related and personal issues.
Workplace Mediation and Dispute Resolution
Workplace mediation can be a highly effective way to diffuse and resolve a serious and on-going
workplace dispute between colleagues and/or between a manager and colleagues. Please contact the
HR Manager on 01522 876241 for further information.

General Information on Mental Health
Education Support Partnership - Helping You Overwhelmed
Education Support Partnership - Helping You Stressed or Anxious
Mind: A-Z Mental Health - https://www.mind.org.uk/
information-support/a-z-mental-health/
Mind: Types of Mental Health Problems - https://
www.mind.org.uk/information-support/types-ofmental-health-problems/
Mindful Employer - Easy Read - Mental Health
Matters - https://www.dpt.nhs.uk/resources/easyread/mental-health-matters
Mindful Employer - 10 Facts about Mental Health
Mindful Employer - What is recovery?
Mindful Employer - Stories of Recovery
Mindful Employer - Beyond the Storms
Mindful Employer - Its Safe to Talk about Suicide
Mindful Employer - Letter of Hope
Remploy Disability Awareness Fact Sheets - Anxiety
Disorders
Remploy Disability Awareness Fact Sheets - Bipolar
Disorder
Remploy Disability Awareness Fact Sheets Depression
Remploy Disability Awareness Fact Sheets Obsessive Compulsive Disorder
Remploy Disability Awareness Fact Sheets - Post
Traumatic Stress Disorder
Remploy Disability Awareness Fact Sheets - Psychosis
and Schizophrenia

Tips and Advice on Mental Health
Mental Health Foundation How to Look after your
Mental Health Top 10 Tips — https://
www.mentalhealth.org.uk/publications/how-tomental-health
Mental Health Foundation - Your Good Health Score https://www.mentalhealth.org.uk/your-mentalhealth/good-mental-health-survey
Mind - Top Tips for Staying Well at Work - https://
www.mind.org.uk/workplace/mental-health-at-work/
taking-care-of-yourself/tips-for-employees/
Mind - How to be Mentally Well at Work - https://
www.mind.org.uk/information-support/tips-foreveryday-living/workplace-mental-health/
#.XVLglC3Mz5Y
NHS Top 10 Stress Busters - https://www.nhs.uk/
conditions/stress-anxiety-depression/reduce-stress/
NHS - How to be Happier - https://www.nhs.uk/
conditions/stress-anxiety-depression/feel-better-andhappy/
NHS - How running helped Liz beat depression https://www.nhs.uk/conditions/stress-anxietydepression/run-to-boost-mood/

Mindfulness and other techniques
Mindful Employer - Mindfulness and relaxation
techniques
Mindful Employer - Psychology and Psychological
Therapies audio relaxation and mindfulness tracks
NHS - Breathing Techniques for Stress - https://
www.nhs.uk/conditions/stress-anxiety-depression/
ways-relieve-stress/

NHS - Mental Health Apps - https://www.nhs.uk/
apps-library/category/mental-health/
NHS - Mindfulness: Is it for you? - https://
www.nhs.uk/conditions/stress-anxiety-depression/
mindfulness/
NHS - Moodzone Mental Wellbeing Audio Guides https://www.nhs.uk/conditions/stress-anxietydepression/moodzone-mental-wellbeing-audioguides/

Reports
Mind's Workplace Wellbeing Index
Business in the Community's Mental Health at Work
Report 2017
The government commissioned Lord Stevenson and
Paul Farmer to review theroleofemployers supporting
individuals with mental health conditions. Their
‘Thriving at Work’ report sets out ‘Core Standards’
that the reviewers recommend employers of all sizes
can and should put in place. You can read the full
report at: Thriving at work Stevenson Farmer Review

Self Help Guides
Mental Health Foundation - How to Overcome Fear
and Anxiety
Mental Health at Work - Support Staff Wellbeing in
Further Education
Mindful Employer - Self Help Guides
Education Support Partnership
Mind - Mental Health at Work
Mind - Mental Health at Work - Taking Care of
Yourself

Managers Guides

Health and Safety Executive

CIPD People Managers Guide to Mental Health

HSE Management Standards

HSE Talking Toolkit

Mindful Employer - Easy Read - Mental Health Act

Mental Health Org - How to Support Mental Health at
Work
The Managing Staff Wellbeing section of the Health
Assured EAP
Friends Life, in partnership with Business in the
Community, have created the ‘Listen Up – Let’s talk
mental health’ toolkit, with ideas on how to talk
about mental health in the workplace:

Websites
Access to Work
Disability Confident
Education Support Partnership

Training
Remploy: Mental health conditions eLearning
iHASCO training on Mental Health Awareness - You
should have completed this as part of your induction
to the college but if not, or you would like a refresher
please email staffdevelopment@lincolncollege.ac.uk
ACAS eLearning
MIND Free Resources
Lincoln College Equality and Diversity Level 2
Qualification
Lincoln College Mental Health Awareness Level 2
Qualification

Health and Safety Executive
Mencap
Mental Capacity Act 2005
Mental Health Foundation
Mental Health at Work
Mind
Mindful Employer
NHS Moodzone
Remploy

Legislation
Equality Act 2010

Support Service
Can I Get Free Therapy of Counselling on the NHS?
Health Assured EAP
NHS - Mental Health Helpline
Remploy Mental Health Support Service
The Samaritans provide confidential, nonjudgemental emotional support for people
experiencing feelings of distress. TELEPHONE 116
123 (24 hours a day, free to call) WEBSITE:
www.samaritans.org
Shout Crisis Line

