Supervisor’s quick guide
for responding to employee
mental health concerns

Whether they come to you with a mental
health issue or you need to approach
someone you are concerned about,
consider the tips below.
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Small Effort,

Giant Impact.

When someone at work is experiencing

mental distress, your empathy and
positive action can make a big
difference in their path to recovery.

Listen to learn

@ Discuss matters in a private space
where there are few distractions.
Put phones or other electronics on
silent to enable yourself to focus on
the employee with no interruptions.

@ Show care and compassion. Ask
open-ended questions and actively
listen to the responses without
judgement.

© Allow for pauses and avoid rushing
the conversation.

@ Pay attention to your body
language to ensure you are
conveying openness and respect.

@ Express how you value the
employee and the importance of
prioritizing their wellbeing.

@ Maintain privacy and confidentiality
as much as possible.

© Be prepared by knowing your
legal obligations as an employer
to accommodate mental health
conditions.

Collaborate on solutions
@ Focus on the facts of the situation.

@ Ask the employee about what
possible workplace solutions they
suggest.

@ Develop a plan for the next steps
that you both can agree on. Address
any fears or concerns.

@ Keep a broader perspective in mind
that enables you to look beyond
the specific situation. Perhaps
workplace factors are having a
negative impact on others too.

Offer additional support
and follow up

@ Recap the plan and be clear about
the expectations. Follow up on the
actions you agreed to take.

@ Ask if you can share information
about an employee assistance
program or community services.

© Check in occasionally if the
employee will be off work for a
period of time.

@ Express gratitude for their strength
to discuss the situation.

Helpful resources

Visit SuperiorMentalWellnessatWork.com for a range of
helpful resources on supporting employee mental health.
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Note: in any mental health emergency or crisis call 911 or Crisis Response
(Thunder Bay: 807-346-8282/Thunder Bay District: 1-866-888-8988).
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