
Listen to your staff and validate their concerns. This is a scary and uncertain time, lend listening ear, and
help them to know that what they are feeling is normal and common. Listen to your staff and validate their
concerns. This is a scary and uncertain time, lend listening ear, and help them to know that what they are
feeling is normal and common.  

Answer questions with honesty and transparency. It is ok to tell them you don’t know all the answers but
were in this together and will support them as we adjust as an organization. Be open to feedback from
employees to help inform your decisions. 

 Inform them about mental health services, supports, and resources available. These may include an
Employee Assistance Program, online therapy resources like TalkSpace, community behavioral health
services, mindfulness apps, online trainings/resources, crisis debriefing services, and more. For
recommendations, contact Community.Relations@healthwest.net.

Communicate how you are keeping staff safe. Monitor the need for on-site staff, provide protective
equipment whenever possible, clean the building often, help make accommodations for people who are
vulnerable or have child care needs. 

Encourage staff to connect with each other. Leadership can call  team members working from home to see
how they are doing and encourage team members to check-in with each other. 

Keep routine meetings and schedule predictability in place when possible. For example, keep standing
team meetings that occurred before the COVID-19 crisis but conduct them virtually. Encourage people to
use the “video” option on  conference calls- it helps us stay connected to see each other’s faces, our dogs
and kids whizzing by, the laughter when someone tells a joke. 

Create opportunities for fun and humor. Examples could include a virtual meeting “pajama party”, sending
funny memes, group texts, Tik Tok challenges, trivia or polls, raffle giveaways of gift certificates to local
restaurants for take-out or local spas for when they re-open. 

Encourage healthy boundaries. If staff is working remotely,  ensure they are still taking breaks, cooking
meals, getting fresh air, and spending time with their kids, pets or partner.

Supervisors could send encouraging texts, handwritten cards, or other expressions of gratitude.

Find ways to give back to the community, volunteer, support local businesses, make personal protection
equipment, write handwritten cards and mail them, etc.

Regularly communicate with employees

 

 

 

 
Pay attention to staff morale
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HealthWest 24/7 Mental Health Crisis Line: 231-722-HELP (4357)



Employees who have symptoms (i.e., fever, cough, or shortness of breath) should notify their supervisor
and stay home.
Sick employees should follow CDC-recommended steps. Employees should not return to work until the
criteria to discontinue home isolation are met, in consultation with healthcare providers and state and
local health departments.
Employees who are well but who have a sick family member at home with COVID-19 should notify their
supervisor and follow CDC recommended precautions.

Place staff members at least 6 feet away from each other.
Consider using videoconferencing or teleconferencing when possible for work-related meetings and
gatherings.

If you must have an in-person meeting, meet in a large room and be at least 6 feet from one another.
Meet for as short as you can.

Close lunch rooms and limit access to areas where people gather.
Keep six feet between all people including visitors.

Place posters around your building that support staying home when sick, how to cough and sneeze, and
keeping hands clean. Put them up in places where people will see them.
Make sure you have tissues and trash cans throughout the building.
Have everyone wash their hands with soap and water for at least 20 seconds. If soap and water are not
around, clean hands with a hand gel that has at least 60% alcohol in it. Make sure these supplies are
always around and in multiple locations.
Provide gloves when staff clean and check rooms and any areas people have access to.
Tell everyone not to touch their eyes, nose, and mouth with unwashed hands.

Routinely clean and disinfect all frequently touched surfaces in the workplace, such as workstations,
keyboards, telephones, handrails, and doorknobs.

If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to disinfection.
Provide cleaning wipes so that high touch objects (for example, doorknobs, remote controls, keycards) can
be wiped down before each use.
Only use cleaning products registered with the Environmental Protection Agency (EPA). Read the label and
follow the directions on how to use it. Here is the EPA list of registered cleaning products labeled for use
against the new coronavirus. Note: There may be more cleaning products that meet EPA standards that are
not on this list. The EPA updates the list often.

Actively encourage sick employees to stay home:

 
Create social distancing in the workplace:

 
Practice good health habits:

 
Perform routine environmental cleaning and disinfection:

The above information is taken directly from the National Center for Disease Control (CDC) 
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For more information: www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html


