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NOTE: The definition, causes and steps of stress management standards were mostly taken and adapted from Health and Safety 
Executive (HSE). HSE is a UK government agency responsible for the encouragement, regulation and enforcement of workplace 
health, safety and welfare, and for research into occupational risks in Great Britain (see https://www.hse.gov.uk/index.htm). 
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ANNEXES  

ANNEX 1. General Stress Management Standards´ main areas from                    
          Health and Safety Executive (HSE).

 The Stress Management Standards cover six key areas of work design that, if not properly mana-
ged, are associated with poor health, lower productivity and increased accident and sickness absence 
rates. These are:
  

 For each of these factors the following Stress Management Standards give a state which each 
employer should aim to achieve.

Demands – this includes issues such as workload, work patterns and the work envi-
ronment. 

Control – how much say the person has in the way they do their work;

Support – this includes the encouragement, sponsorship and resources provided by 
the organisation, line management and colleagues;

Relationships – this includes promoting positive working to avoid conflict and dealing 
with unacceptable behaviour;

Role – whether people understand their role within the organisation and whether the 
organisation ensures that they do not have conflicting roles. 

Change – how organisational change (large or small) is managed and communicated 
in the organisation.

Demands – Employees indicate that they are able to cope with the demands of their 
jobs.  The organisation provides employees with adequate and achievable demands in 
relation to the agreed hours of  work. People's skills and abilities are matched to the 
job demands. Jobs are designed to be within the capabilities of employees;

Control – Employees indicate that they are able to have a say about the way they do 
their work. Where possible, employees have control over their pace of work. Employe-
es are encouraged to use their skills and initiative to do their work. Where possible, 
employees are encouraged to develop new skills to help them undertake new and 
challenging pieces of work. The organisation encourages employees to develop their 
skills. Employees have a say over when breaks can be taken. Employees are consulted 
over their work patterns.



Control – Employees indicate that they are able to have a say about the way they do 
their work. Where possible, employees have control over their pace of work. Employe-
es are encouraged to use their skills and initiative to do their work. Where possible, 
employees are encouraged to develop new skills to help them undertake new and 
challenging pieces of work. The organisation encourages employees to develop their 
skills. Employees have a say over when breaks can be taken. Employees are consulted 
over their work patterns.
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Support – Employees indicate that they receive adequate information and support 
from their colleagues and superiors; The organisation has policies and procedures to 
adequately support employees. Systems are in place to enable and encourage mana-
gers to support their staff. Systems are in place to enable and encourage employees 
to support their colleagues. Employees know what support is available and how and 
when to access it. Employees know how to access the required resources to do their 
job. Employees receive regular and constructive feedback.

Relationships – Employees indicate that they are not subjected to unacceptable 
behaviours; The organisation promotes positive behaviours at work to avoid conflict 
and ensure fairness. Employees share information relevant to their work.
The organisation has agreed policies and procedures to prevent or resolve unaccepta-
ble behaviour. Systems are in place to enable and encourage managers to deal with 
unacceptable behaviour. Systems are in place to enable and encourage employees to 
report unacceptable behaviour. 

Role – Employees indicate that they understand their role and responsibilities. The 
organisation ensures that, as far as possible, the different requirements it places upon 
employees are compatible. The organisation provides information to enable employe-
es to understand their role and responsibilities. The organisation ensures that, as far 
as possible, the requirements it places upon employees are clear. 

Change – Employees indicate that the organisation engages them frequently 
when undergoing an organisational change. The organisation provides employees 
with timely information to enable them to understand the reasons for proposed 
changes. The organisation ensures adequate employee consultation on changes and 
provides opportunities for employees to influence proposals. Employees are aware of 
the probable impact of any changes to their jobs. If necessary, employees are given 
training to support any changes in their jobs. Employees are aware of timetables for 
changes. 



Support – Employees indicate that they receive adequate information and support 
from their colleagues and superiors; The organisation has policies and procedures to 
adequately support employees. Systems are in place to enable and encourage mana-
gers to support their staff. Systems are in place to enable and encourage employees 
to support their colleagues. Employees know what support is available and how and 
when to access it. Employees know how to access the required resources to do their 
job. Employees receive regular and constructive feedback.

Relationships – Employees indicate that they are not subjected to unacceptable 
behaviours; The organisation promotes positive behaviours at work to avoid conflict 
and ensure fairness. Employees share information relevant to their work.
The organisation has agreed policies and procedures to prevent or resolve unaccepta-
ble behaviour. Systems are in place to enable and encourage managers to deal with 
unacceptable behaviour. Systems are in place to enable and encourage employees to 
report unacceptable behaviour. 

Role – Employees indicate that they understand their role and responsibilities. The 
organisation ensures that, as far as possible, the different requirements it places upon 
employees are compatible. The organisation provides information to enable employe-
es to understand their role and responsibilities. The organisation ensures that, as far 
as possible, the requirements it places upon employees are clear. 

Change – Employees indicate that the organisation engages them frequently 
when undergoing an organisational change. The organisation provides employees 
with timely information to enable them to understand the reasons for proposed 
changes. The organisation ensures adequate employee consultation on changes and 
provides opportunities for employees to influence proposals. Employees are aware of 
the probable impact of any changes to their jobs. If necessary, employees are given 
training to support any changes in their jobs. Employees are aware of timetables for 
changes. 
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ANNEX 2. Risk Assessment

 FOCUS GROUP GUIDELINES
  

Start the session (example):

Introduce the team conducting the session;

Explain the aims of the session (example):

Explain the importance of everyone´s participation (example): 

Explain how it will work (example):

‘’Firstly, we would like to thank all of you for your availability in 
participating in this ´meeting´/´group session´’’. 

‘’ As you are probably aware, we are conducting these focus 
groups to make a diagnose of the existing stressors in your 

workplace that arise from the use of Digital Technologies ’’.

‘’ All opinions, perspectives and experiences matter. There are no 
right or wrong answers, only different points of view. It is important 
that everyone feels comfortable in sharing their opinions, regardless 

if these are different from the rest of the people ’’.

‘’ You should talk freely but one at the time. As the session moderator/-
facilitator, our/my only participation will be through asking queries 
and hear your answers. Nevertheless, you can ask/answer questions 
to/from any other participant. It is also important to mention that it is 
normal for some people to talk more than the others. Yet, it is vital that 

everyone participates ’’.

Annex 2.1. Focus Group 
Annex 2.1.1. Example of a Focus Group Guideline 

 

INTRODUCTION
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Explain why and how information is going to be collected (example): 

Final note before entering the second part (example):

‘’ We will take notes, in order to have a solid base to analyse the infor-
mation later.  However, we will also make sure that no personal infor-
mation regarding the person talking will be taken, in order to guaran-

tee confidentiality.’’ 1  

‘’ Does anybody have any question before we start? ’’   

1 Regardless how information is collected- through notes or audio- participants should fill a 
consent form to guarantee that they are ok with it. 
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Meet the participants (example):

Which are the most important stressors in your job (example):

Understand the use employees do of digital technologies when carrying out their 
workplace (example):

Understand the main difficulties in using digital technologies in the workplace (exam-
ple):

Understand the main difficulties of telecommuting (example):

‘’ What are the two main positive and negative aspects related 
to your work? ‘’. 

‘’ What do you believe are the most important job stressors 

related to your work? ‘’

OR

“ What do you believe are the main sources of stress? ”

‘’ How frequently do you resort to digital technologies to do your 
work? And which type of digital technologies do you use? ‘’

‘’ In your experience, what are the main difficulties in using digi-
tal technologies? ‘’

‘’ What do you feel are the main difficulties in working remotely ? ‘’

Focus Group number _________
Date _____/______/______
Time starting: _________________
Time finishing: ________________

1ST PART OF THE FOCUS GROUP: PRESENTATION

2ND PART OF THE FOCUS GROUP: THE PSYCHOSOCIAL 
RISKS AND THEIR CONSEQUENCES



1 Regardless how information is collected- through notes or audio- participants should fill a 
consent form to guarantee that they are ok with it. 
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Understand the context in which telecommuting takes place (example):

Understand the consequences (example): 

Find the Peaks (example):

Understand the coping mechanisms (example):

‘’ When you first started to telecommute was it by your 
choice or the organisation´s choice? And how often do you 

telecommute? ‘’

‘’ Are you aware of the consequences of those sources of stress? 
(e.g. the consequences that you feel or see in you or in your 

colleagues) ‘’

OR
“Can you give examples of those consequences?”

‘’ In several workplaces there are times more difficult in terms of 
the predominance of stressors. Specific to your workplace and 
to everyone working there, when do you believe that the most 

stressful times occur? ‘’

Understand how to deal with the stressors (example):

Understand how to deal with the digital technologies (example):

Understand how to deal with the difficulties of telecommuting (example):

Understand the protective factors (example):

‘’ In your opinion, what helps you deal with the stressors when 
times are difficult? ‘’

‘’ In your opinion, what helps you deal with the techno difficulties? ‘’

‘’ In your experience, what helps you deal with the difficulties of working remotely? ‘’

‘’ Which protective factors do you resort to then? Meaning, which are the 
aspects of your job that helps you cope or mitigate the negative impact of 

those risks? ‘’

‘’ How do people cope/deal with those stressful times? ‘’

3RD PART OF THE FOCUS GROUP: PROTECTIVE 
FACTORS- RESOURCES
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What to change (example):

Wich measures (example):

Final remarks (example):

‘’ Which two aspects would you change in order to improve the Health 
and Well-being of you and of the employees working in your company? ‘’

‘’ Which measures could be applied towards that? ‘’

OR

Probes: Could you talk more about…? Could you give me an example? I am 

not familiarised with that, could you please explain a little bit more about…?

Doubts 
‘’ Concerning the previously mentioned aspects, would you like to add anything else? ‘’

Thank the participants
‘’ I would like to thank you all once again for your participation. ‘’

4TH PART OF THE FOCUS GROUP: MEASURES 

5TH PART OF THE FOCUS GROUP: CONCLUSION

1



Understand how to deal with the stressors (example):

Understand how to deal with the digital technologies (example):

Understand how to deal with the difficulties of telecommuting (example):

Understand the protective factors (example):
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Annex 2.1.2. Orientations and Recommendations for conducting Focus Groups 

GUIDELINES AND RECOMMENDATIONS FOR RUNNING FOCUS GROUPS

TECNOSTRESS MANAGEMENT STANDARDS

WHAT IS A FOCUS GROUP?
A small-group discussion guided by a trained 
leader/moderator. Focus Groups are used to 
learn about opinions on a designated topic, and 

to guide future action.

WHY ARE FOCUS GROUPS USED?
Focus groups help people learn more about group or 
community opinions and needs.
Responses in a focus group are typically spoken, 
open-ended, relatively broad, and qualitative. They 
have more depth, nuance, and variety. Nonverbal 
communications and group interactions can also be 
observed. Focus groups can therefore get closer to 
what people are really thinking and feeling, even 
though their responses may be harder - or impossible 
- to score on a scale. 

BEFORE YOU BEGIN
a. Recheck your goals

b. Find a good leader

c. Have a recorder

d. Reflect on the focus groups

e. Decide about incentives

f. Decide on the meeting particulars

g. Prepare your questions

h. Double-check

WHEN THE GROUP MEETS
a. Conduct the group

b. Some common techniques

AFTER THE MEETING
a. Look at the data

b. Share results with the group

 MAIN STEPS 

1 2 3
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a. Recheck your goals
Develop a clear and concise purpose statement of what needs to be known and why.
b. Find a good leader
Your leader will determine the success of your group. The leader can be chosen within your own organisation 
or, depending on the situation, you might consider looking for someone outside your organisation. 
Ideally, a good leader is someone who:
 Knows something about the topic
 Will relate well to the focus group participants
 Will work together with you to give you the outcomes you want.
c. Have a recorder
You want to make sure people's ideas don't get lost. Either someone could be writing down what is said, or 
you can audio-record (only with the group's permission). 
d. Reflect on the Focus groups
 6 to 10 people and 1 skilled moderator; 
 3 or 4 groups focus groups on any one topic to produce valid results;
 Recruitment: nomination (Key individuals nominate people they think would make good partici-
pants), random selection (names can be randomly drawn from a hat until the desired number of verified 
participants is achieved), all members of the same group, same role/job title, volunteers, amongst others;
 45 to 90 minutes
 Don´t forget: Invite potential participants and get commitments to attend from them – remind 
them a day or two before the focus group.
e. Decide about incentives
People can be possibly come just because they want to help, because they want to learn something, or just 
because they want to have fun. However, maybe these reasons are not enough. In this sense, money can be 
one motivator. If not possible, then think about other possible incentives such as: food and drink, public 
recognition, something to take home or a later training opportunity. 
f. Decide on the meeting particulars

                                     What day? What place? What time? How long? How many groups?
For the place, specifically, this should be quiet, free of distractions and easy to get. 
g. Prepare your questions.
Go in prepared. Write out in advance a list of topics and questions you want to ask. In annex 2.1.1. you can find 
already an example of a guide that you can use for your sessions.
h. Double-check.
Review the arrangements. Is everything ready to go? 

BEFORE YOU BEGIN1
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a. Conduct the group
The following are the general steps that will comprise each focus group session. 
 Opening the session by the facilitator using the written script. 
 Reading of the ground rules. 
 Setting of the agenda. 
 Reading of the questions. 
 Asking for clarifications when needed. 
 Making sure that everyone has the opportunity to participate on each question. 
 Closing the session by the facilitator using the written script.
b. Some common techniques
 Set a friendly and informal tone;
 Summarize what you think you have heard and ask if the group agrees;
 Phrase the same question in a different way;
 Ask if anyone else has any comments on that question;
 Ask a follow-up question;
 Keep the conversation flowing and on track;
 Head-off any arguments or disagreements that might close down communication;
 Look around the room, and make brief eye contact, especially with those who may not have spoken;
 Monitor the time and stay on schedule with the agenda;
 Hear everyone´s opinions. Be neutral, open and non-judgmental in all verbal and nonverbal responses;

       

WHEN THE GROUP MEETS2

a. Look at the data
Look closely at the information you have collected. In some cases, you can devise and use a coding 
system to "score" the data and count the number of times a subject is spoken about. Try to have more 
than one person reviewing the results independently. Then come tog¬ether to compare your interpreta-
tions and conclusions.
 What patterns emerge?
 What are the common themes?
 What new questions arise?
 What conclusions seem true?
b. Share results with the group
Participants gave you their time. The least you can do is to give them some feedback. It's a moral obliga-
tion that you have. This can be done by mail, phone, or email if you'd like. Sometimes it's even possible to 
bring the group back for a second session, to review results, verify their accuracy, and/or explore other 
themes.
 

       

AFTER THE MEETING3

You can find more information in the following references:

 Klagge, J. (2018). Guidelines for conducting Focus Groups. Unpublished, 1-5. 
 Associates, E. &. (2005). Community and Assessment. Retrieved from Community Tool Box: 
                 https://ctb.ku.edu/en/table-of-contents/assessment/assessing-community-needs-and-resources/conduct-focus-groups/main
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Annex 2.2. Surveys´ Scales for Technostress 

TECNOSTRESS MANAGEMENT STANDARDS

INSTRUMENT 

TECHNOSTRESS 
SCALE

- 
NIMROD (2018)

TYPES OF STRESSORS 
ASSESSED

OVERLOAD

INVASION

COMPLEXITY

PRIVACY

INCLUSION

3

2

3

3

3

“This technology makes 
me do things slower.”

“Using this technology 
blurs boundaries betwe-
en my out-of-home and 

my home life.”

“I often find the technolo-
gy too complex to use.”

“I feel uncomfortable that 
my use of this technology 
can be easily monitored.”

“I am typically behind 
younger persons in my 

family in the technology I 
use.”

5-point Likert 
scale from 1 
(“strongly 
disagree”) to 
5 (“strongly 
agree”)

NUMBER 
OF ITEMS

EXAMPLE
ITEM

SCALE
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INSTRUMENT 

ICT DEMAND 
SCALE- DAY 

(2012)

TYPES OF STRESSORS 
ASSESSED

AVAILABILITY

POOR COMMUNICATION

LACK OF CONTROL

ICT HASSLES

EMPLOYEE MONITORING

LEARNING

RESPONSE EXPECTATIONS

WORKLOAD

4

3

3

5

4

3

2

3

“Technology enables 
people I work with to 

contact me at any time.”

“I have misinterpreted the 
tone of my incoming 

e-mail messages.”

“I choose the types of 
technology I use in my 

job.”

“My computer freezes”

“My organization monitors 
my internet usage”

“I am expected to learn 
computer programs that 

are not directly applicable 
to my job.”

“I am expected to respond 
to voicemail messages 

immediately.”

“Technology creates more 
work for me.”

5-point Likert 
scale, from 0 - 
Never to 4 - 
Almost Always).

NUMBER 
OF ITEMS

EXAMPLE
ITEM

SCALE
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INSTRUMENT 

RAGU ET AL. 
(2008)

TYPES OF STRESSORS 
ASSESSED

TECHNO-OVERLOAD

TECHNO-INVASION

TECHNO-COMPLEXITY

TECHNO-INSECURITY

TECHNO-UNCERTAINTY

5

4

5

5

4

“I am forced by this tech-
nology to work much 

faster.”

“I spend less time with my 
family due to this techno-

logy.”

“I do not know enough 
about this technology to 
handle my job satisfacto-

rily.”

“I feel constant threat to 
my job security due to 

new technologies.”

“There are always new 
developments-upgrades 

in the technologies we use 
in our organization.”

Five-point 
Likert-scale 
from 1 (“stron-
gly disagree”) 
to 5 (“strongly 
agree”). A sixth 
option of “Not 
applicable/I do 
not know” was 
also provided. 

NUMBER 
OF ITEMS

EXAMPLE
ITEM

SCALE
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INSTRUMENT 

THE COMPU-
TER TECHNO-
LOGY HASSLES 
SCALE
HUDIBURG 
(1989)

TYPES OF STRESSORS 
ASSESSED

COMPUTER HASSLES

PERCEIVED STRESSORS

COMPUTER ATTITUDES

65

14

20

“How often have you been 
upset because of some-

thing that happened 
unexpectedly?”

“Computers will never 
replace human life”

4- point scale 
from 0 (“not 
at all”) to 3 
(“extremely 
severe”)

5-point scale 
from 0 (“ne-
ver”) to 4 
(“very often”).

5-point Likert 
scale from 1 
(“strongly 
disagree”) to 
5 (“strongly 
agree”) 
 

NUMBER 
OF ITEMS

EXAMPLE
ITEM

SCALE

INSTRUMENT 

COMPUTER 
ANXIETY SCALE
MARCOULIDES 
GA (1989)

TYPES OF STRESSORS 
ASSESSED

COMPUTER ANXIETY 20
Rate the anxiety level that 
the participant might feel 
about talking to persons 

about computers

5-point scale 
from 1 (“not 
at all”) to 5 
(“very 
much”)

NUMBER 
OF ITEMS

EXAMPLE
ITEM

SCALE

Below, unlike the three previously mentioned assessment scales, we can find other two 
assessment instruments whose scales are not fully available. 
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Annex 2.2.1. Full scale for measuring technostress (Nimrod, 2018)
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STRONGLY
AGREE

1. This technology makes me do things 
slower.

2. This technology makes me respond 
more quickly than I would normally do*.

3. This technology creates many more 
problems than I would otherwise expe-
rience.

4. Using this technology blurs bounda-
ries between my out-of-home and my 
home life.

5. I feel my personal life is being invaded 
by this technology.

6. I often find the technology too com-
plex to use.

7. I do not know enough about this tech-
nology to use it effectively.

8. The constant developments and 
upgrades in the technology are a burden 
for me.

9. I feel uncomfortable that my use of 
this technology can be easily monitored.

10. It bothers me that the information 
created by my current technology use 
could be traced even years from now.

11. I feel that my use of this technology 
makes it more easy to invade my privacy.

12. I am better at understanding and 
using technology than young people*.

13. I am typically behind younger persons 
in my family in the technology I use.

14. If young people are residents in "tech-
nology-land", I may be considered an 
immigrant.

STRONGLY
DISAGREE

DISAGREE NEUTRAL AGREE

A scale for measuring technostress in later life

 The term "technology" in the following statements refers to the information and communi-
cation technologies such as computers, Internet and mobile phones. 
 Please rank the extent to which you agree or disagree with these statements.
 

* Statements that were reverse coded. 



COMPUTER ANXIETY 20
Rate the anxiety level that 
the participant might feel 
about talking to persons 

about computers

5-point scale 
from 1 (“not 
at all”) to 5 
(“very 
much”)

STRONGLY
AGREE
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Instructions for researchers:

A. Present the statements in random order.

B. To calculate the technostress score:
 1. Recode statements that were reverse coded
 2. Calculate constructs' score by averaging the ranking of the statements that 
 belong in each construct as following:

  Overload = statements 1-3 
  Invasion = statements 4-5
  Complexity = statements 6-8
  Privacy = statements 9-11
  Inclusion = statements 12-14

 3.Sum up the five construct scores.
 4.Make sure that the final scores range between 5 and 25.

 
Reference: Galit Nimrod (2018). Technostress: Measuring a new threat to well-being in later life, Aging & 
Mental Health, 22(8), 1080-1087, DOI: 10.1080/13607863.2017.1334037.


