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Pan’s Wellbeing Policy 

 
Policy Statement:  
Pan is driven by the desire to improve the lives of young people and vulnerable adults within our 
communities through weekly programmes of inspiring, creative activities, enabling some of 
society’s most vulnerable people to overcome social and psychological barriers and achieve their 
potential. As part of that drive, we are committed to enabling and facilitating professional, ethical 
and productive working environments for our staff that stimulate creative freedom whilst 
safeguarding physical/mental health and wellbeing.  
 

Stress can arise in any job and we will take reasonable steps to identify and deal with stress.  We 
make use of risk assessments, good management practices and staff involvement. Stress caused 
by factors outside of the workplace can also have a detrimental impact on individuals and the 
charity. 

This policy and list of resources aims to provide practical guidance for safe practice and a duty of 
care for our artists, volunteers and Pan employees in relation to their mental health and wellbeing. It 
is intended to allow for relaxed, robust and open dialogue to happen around staff’s mental health 
and wellbeing and to help ensure that all staff are aware of our existing support structures in place. 
 
This policy is created for internal use (all staff, artists and volunteers working as part of Pan) and 
has been developed with input from staff members. It has been influenced by best practices and 
will be continually reviewed.  
 
Who is responsible? 

1. The Board of Trustees has overall responsibility for all aspects of health and safety, 
including mental health safety at Pan and for ensuring appropriate arrangements are made 
to comply with all statutory requirements. All staff are responsible for ensuring that the plan 
is implemented. The HR is managed by the Executive Director. 

 
2. The Executive Director will take reasonable measures to keep connected with the team's 

mental health through regular team meetings, and regular one-to-ones with employed staff 
and will take appropriate action from regular feedback. 

 
3. Staff are responsible for accessing support when they need it and raising any concerns with 

the Executive Director, Artistic Director, Operations Manager or Project Director. All staff 
should aim for a healthy work/life balance. 

 
4. Pan understands that mental ill health may be classified as a disability as referenced in the 

Equality Act 2010 so please also see our Diversity and Equal Opportunities Policy as part of 
this section. 
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Pan’s Duty of Care relating to artist and staff wellbeing:  
 
Pan is committed to the following principles and values within working environments and 
relationships:  

- Mutual trust and respect between all professionals 
- Transparency and open communication 
- Professionalism 
- Ethical practice 
- Creating a safe environment where care is prioritised  

 
Pan pledges to promote these principles and values through:  

- Listening to all staff and providing opportunities for this 
- Being responsive to feedback and ideas 
- Proactively seeking to improve on practices and finding the best ways of working 
- Introducing initiatives which support and further Pan’s values 
- Holding and promoting clear boundaries 
- Arming our staff with up to date information and training  

 
What this means in practice:  
 

1. Staff Support 
We want to make sure that Pan empowers its staff to have awareness of and responsibility for their 
own wellbeing, and agency and control over their role and place within Pan. We do this by:  
➔ Having a full induction when entering a role, with an induction agreement ensuring all 

elements of Pan’s running and the role are covered. 
➔ A robust Company Handbook which includes all policies, procedures and Pan’s Code of 

Conduct. 
➔ Clear and consistent job descriptions which are provided to all staff before accepting the 

role. 
➔ Annual reviews to feedback on role and check in to any obstacles or future objectives. 
➔ Providing opportunities for staff to disclose any specific needs they may have and make 

sure we are supporting any reasonable adjustments which may be required. 
This support will enable  an open, honest and transparent discussion between all parties involved.  
All Pan staff, artists and volunteers will be made aware that there are resources available to them if 
they think that any artist’s or staff’s physical or mental health is at risk due to conditions, 
circumstances or pressures related to the role. These resources are there not only to assess safe 
working practices, but also to assess the implications of either continuing or ending activity.  
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2. Current Resources for Pan Staff, Artists and Volunteers 
We want to take all reasonable measures to ensure that current resources available to support staff 
are clearly shared and updated. We do this by:  
➔ Arranging supervision sessions for project groups at least three times a year with a qualified 

therapist. One-to-one sessions are available at all times for staff members who feel it would 
be helpful to cope with a work situation. 

➔ Arranging a ‘creative lunch’ session once a month with employed staff to allow some space 
to share a meal together and create space for ‘blue sky thinking’ about the organisation. 

➔ Maintaining regular, clear lines of communication with all staff, especially those working 
remotely or in isolation, through regular staff meetings. We also have regular 1-1s with 
employed staff, creating a space to check how they are doing and whether anything is 
impacting on their mental wellbeing.   

➔ Working to ensure that Pan office workspaces are comfortable including natural light, a 
good temperature and access to simple refreshments. Desks are spaced apart and the 
office often has quiet moments throughout the day for focused work. We are aware that 
this is not always possible for session venues but are actively looking to find a permanent 
home for most of Pan’s work to take place from which will have these considerations.  

➔ Planning for all projects has 15-30 minutes before and after sessions which aim to provide 
a space to encourage authenticity, connectivity, open-communication, self and 
other-awareness and empathy. They can provide a moment to express unresolved conflict; 
to acknowledge strengths and achievements; to voice uncertainties, fears or questions 
amongst the project team.  

➔ Hosting a shared Google Drive which has a central space to hold all Pan staff documents.  
 

3. Creating an inclusive environment & listening to staff 
Pan is continually seeking to create an inclusive environment in which the creativity of all (whether 
as artists, volunteers or staff members) can flourish. We recognise that particular attention may be 
needed in cases where a company member is in a minority within the workplace. This is in line with 
Pan’s Diversity and Equal Opportunities Policy. 
 
Pan knows that both staff and participants have a key role in shaping the organisation and make 
sure that there are several opportunities for this feedback to happen. This also impacts positively 
on staff morale and their mental health to know that they are working for a charity which values 
their input and ideas. We demonstrate this commitment by having: 
➔ One trustee who was once a participant in our projects.  
➔ 70% of our freelance staff running the projects were once participants in our projects.  
➔ Peer Facilitator roles in many of our projects who are current participants who show a keen 

interest in learning facilitation. 
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➔ Several all staff strategy days across the year where we discuss strategic priorities.  
➔ Evaluation and feedback sessions in each project in which participants can feed back into 

how the projects run and evolve. 
➔ Staff meetings where we discuss any upcoming projects, changes or opportunities for staff 

to feed into. 
➔ A Business Plan for 22 - 26 which was created with input from staff. 
➔ An annual summer party for all Pan staff, participants and previous participants to come 

together and celebrate together.  
 
4. Providing project specific support 

When each project starts or restarts, the Project Director & Operations Manager should work to 
reasonably ensure that all staff have an awareness and responsibility for their own wellbeing and 
have access to all of Pan’s guidance documentation and are clear of what support they are able to 
access throughout the project.  
From our experience, this needs particular attention when working with artists who were once 
participants in our projects as the likelihood of the nature of the work and the communities we 
work with having a detrimental effect on their or others’ wellbeing or mental health is higher in 
these cases.  
 
In the planning meetings before the project starts, the Project Director & Operations Manager 
should ensure that these elements are included:  
➔ Staff are aware of how to access all policies, staff handbook etc. through the shared 

Google Drive 
➔ A commitment to Pan’s stated values and Code of Conduct outlined in the staff handbook.  
➔ Highlight that Pan’s Executive Director is the main point of contact regarding health and 

wellbeing provision, or Pan’s Artistic Director if they do not feel comfortable going to the 
Executive Director.  

➔ An agreement on session environment including:  
◆ Access provision 
◆ Working hours 
◆ Clarification of roles and expectations within the space 
◆ Reminder of Pan’s guidance on healthy boundaries between staff and participants  
◆ Reminder of current resources we have available (see below, please note that not all 

resources are available to all staff and volunteers so please only highlight relevant 
resources) 

◆ Discussion around preferred methods of debrief of session and feedback on staff 
◆ Clarification of when Project Directors are working outside the sessions and when 

and how they can be contacted. Also how and when the PD may contact you 
including confirming changes to schedules  
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◆ Communication of any specific needs of the project or the staff 

 
5. Training 

The benefits of providing staff with continual access to training which improves their role and their 
personal development is of great benefit and something Pan strives to support.  
➔ Staff are trained in Mental Health First Aid which includes training in how to spot any signs, 

how to have supportive conversations, and how to take care of your own mental health. 
◆ The current trained Mental Health First Aiders are:  
◆ Joanna Green (Executive Director)  
◆ Cat Foley (Amies Evaluator) 
◆ Bruno Correia (WoC Project Director) 
◆ Ehireme Omoaka (WoC Project Director) 
◆ E Alisgwe (Fortune Project Director) 
◆ Sheyda O’Rang (Future Facilitator and Emerge Mentor)  

➔ Further training can be provided to staff to equip them with further skills and knowledge 
around certain aspects of their role including; trauma informed practises.  

➔ Pan artists are encouraged to deepen their knowledge and experience by visiting other 
projects and we pay for this time to remove any financial barriers. 

 
6. Promoting a healthy work/life balance:  

Pan acknowledges that a poor work/life balance can quickly lead to stress and burnout, reducing 
levels of employee productivity, performance, creativity and morale. Pan encourages employees to: 

● Work sensible hours 
● Take full lunch breaks  
● Rest and recuperate after busy periods 
● Avoid working outside agreed hours  
● Take their full annual leave entitlement 
● Reminding staff that if you are working at home, to try and separate your workspace and 

hold healthy boundaries with work hours and answering work communications 
Pan is incredibly supportive if employees request flexible or remote working and endeavours to be 
able to honour their requirements.   
 
For freelance staff who do not have the same entitlements as employed staff we also ensure that:  
➔ Projects do not run throughout the year and have at least 10 weeks break per year 
➔ Although their hours often run into the evening during sessions, we agree schedules well in 

advance so they can plan their time accordingly 
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7. Managing stress caused by personal factors 

Pan staff are encouraged to speak to either their Project Director or the Executive Director when 
stress caused by home or personal factors impacts on their work. Pan will take what steps it can to 
support you to manage or resolve the cause of stress. 

This may involve agreement to flexible working, temporarily reducing workload or responsibilities. 
Pan may also agree to time off to attend doctors, counsellor or solicitor appointments and so on. 

 

8. Managing stress caused by employment 

Regular staff supervision, annual appraisal, team meetings and an 'open door' policy should 
provide the opportunity for staff to discuss any concerns about stress. Pan’s policies and 
procedures provide guidance on expectations to ensure good staff relations and clarity.  

Pan staff are encouraged to speak to their Project Director or the Executive Director if staff feel 
pressures building up in their job. This will enable Pan to discuss the causes of stress and to take 
steps to reduce levels of anxiety.  

The Executive Director is available to meet with staff to: 

·   identify the nature of the problem 
·   discuss the causes of stress 
·   discuss actions to reduce or manage the stress 

They may need to make enquiries to decide what could help. Pan has a stress risk assessment 
which may help to identify the causes. The Executive Director will agree an action plan with staff 
and will organise a date on which to review the plan. 

If these steps do not help reduce stress, then staff should talk to the Executive Director as soon as 
possible without waiting for the review date. They will discuss what further steps could reduce 
levels of anxiety either on a temporary or permanent basis.  

9. Review 

Policy created: July 2023 
Approved by the Board of Trustees on 13 July 2023 
To be reviewed in August 2026  
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Tips  

1. P.A.C.E.  
When the creative process becomes stressful, and anxiety levels rise, it can be really useful to 
PACE yourself. This is an acronym that stands for four useful approaches/ways of being to 
remember when bogged down in the dark depths of creation.  
P is for Playful.  
A is for Accepting.  
C is for Curious.  
E is for Empathic.  
When faced with an artistic or personal block in the process, ask yourself “Am I still being playful? 
Am I accepting or am I blocking something? Am I being curious about what is happening? Am I 
being empathic and seeing the situation from someone else’s perception?” 
 
 

2. 7-11 Breathing  
This is a method to manage stress and anxiety. The aim is to simply breathe in for less time than 
you breathe out. Breathing in for 7 and out for 11 is the ultimate aim but this may need building up 
to. In times of high anxiety and trauma, lung capacity can be compromised and so 7-11 may 
initially be a bit too much so start with a lower number, 2:4, and then slowly build it up: 2:4, 4:6, 
7:11.  
The theory behind this: We have two types of nervous system; the SNS (sympathetic nervous 
system) and the PNS (parasympathetic nervous system). The SNS comes online in times of stress 
and releases hormones such as adrenaline and cortisol - really useful when we need to take flight, 
fight or freeze. Some artists thrive from this but staying in this state can lead to burn-out and 
anxiety.  
In contrast the PNS comes online when no threat is detected and releases hormones such as 
serotonin and oxytocin which promote feelings of safety and security, in turn leading to enhanced 
abilities to learn, play, create, love, take safe risks and relate to self & others in a free-flowing way. 
So how is our breath connected to these systems? Our breath can be a powerful tool that can 
reactivate our PNS when in times of stress. The inbreath is more associated with triggering the 
SNS (i.e. when shocked we take in a sharp quick breath), and the outbreath is more associated 
with the PNS (i.e. when relieved/distressed we send out a sigh of relief). And so by mindfully paying 
more attention to the outbreath we can proactively re-calibrate our nervous systems and restore 
feelings of calm and creativity. This takes practice and is a mindful activity. The more you do it, 
focusing on the outbreath and feelings of calm, the more you will strengthen this positive internal 
trigger. Start with small numbers and then build it up. This is also a good way to manage physical 
pain too. 
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List of resources 
MIND  
A charity providing advice and support to empower anyone experiencing a mental health problem  
https://www.mind.org.uk/  
 
Artist Wellbeing  
Website of Artist Wellbeing Practitioner Lou Platt, incl blog posts from the industry on wellbeing 
https://www.artistwellbeing.com/  
 
UK Theatre 
A centralised hub of information for anyone working in the theatre industry about how and where 
you can access sector-specific help and services. 
https://uktheatre.org/ 
 
Black, Asian Therapy Network    
A directory of all types of therapist, some discounted / free for those of marginalised communities 
https://www.baatn.org.uk/   
 
Pink Therapy 
A directory of therapists who specialise in the LGBTQIA+ community. 
https://pinktherapy.com/find-a-therapist/ 
 
Samaritans 
Mental health support 24/7. 
https://www.samaritans.org/how-we-can-help/if-youre-having-difficult-time/ 
 
Refugee Council 
Support for refugees and asylum seekers. 
https://www.refugeecouncil.org.uk/get-help/health-access-for-refugees-harp/ 
 
Mental Health Foundation 
General advice and guidance around mental health. 
https://www.mentalhealth.org.uk/explore-mental-health/a-z-topics 
 
 
Anxiety UK 
Guidance and therapy referrals for anxiety. 
https://www.anxietyuk.org.uk/ 
 

https://www.mind.org.uk/
https://www.artistwellbeing.com/
https://uktheatre.org/
https://www.baatn.org.uk/
https://pinktherapy.com/find-a-therapist/
https://www.samaritans.org/how-we-can-help/if-youre-having-difficult-time/
https://www.refugeecouncil.org.uk/get-help/health-access-for-refugees-harp/
https://www.mentalhealth.org.uk/explore-mental-health/a-z-topics
https://www.anxietyuk.org.uk/
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PTSD UK 
Guidance and support for PTSD. 
https://www.ptsduk.org/ 
 
North London NHS Foundation Trust 
NHS mental health support and treatment. 
https://www.northlondonmentalhealth.nhs.uk/ 
 
NHS 
NHS mental health resources, both urgent and non-urgent. 
https://www.nhs.uk/mental-health/ 
 
Psychology Tools 
A collection of mental health articles and resources. 
https://www.psychologytools.com/ 

https://www.ptsduk.org/
https://www.northlondonmentalhealth.nhs.uk/
https://www.nhs.uk/mental-health/
https://www.psychologytools.com/
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