Manager Conversation Guide
This guide equips managers with practical scripts, FAQs, and a checklist to respond empathetically and effectively when employees disclose trauma.
Scripts for Empathetic Responses
Thank you for trusting me with this. I want you to know this conversation is confidential, and I’m here to support you.
I can imagine this is difficult to share. Your wellbeing is important to us.
We can explore adjustments that make work easier for you. Would you like me to share some options?
I’ll do my best to ensure you have the right support and resources.
FAQs: What to Say and What to Avoid
What to Say:
How can I support you right now?
Would you like to involve HR or keep this between us for now?
What to Avoid:
Why didn’t you tell me sooner?
Everyone goes through tough times, just try to move on.
Giving unsolicited advice or probing for details about the trauma.
Quick Checklist for Managers
Maintain confidentiality at all times.
Listen actively and without judgment.
Avoid probing for unnecessary details.
Offer practical adjustments and signpost to support.
Document securely and schedule follow-up check-ins.
Best Practices for Handling Trauma Disclosures
Create a private and safe environment before starting the conversation.
Maintain a calm and empathetic tone throughout the discussion.
Focus on listening rather than offering solutions immediately.
Respect boundaries do not pressure the employee to share more than they are comfortable with.
Clarify confidentiality and explain what information will remain private.

Common Mistakes to Avoid
Avoid making assumptions about the employee’s experience or needs.
Do not minimise the situation by saying things like ‘It’s not that bad.’
Never share the disclosure with others without explicit consent.
Avoid giving unsolicited advice or suggesting therapy unless requested.
Do not rush the conversation allow time for the employee to express themselves.
Follow-Up Actions and Documentation Guidelines
Schedule a follow-up meeting to check on wellbeing and adjustments.
Document the conversation securely in line with organisational policy.
Ensure any agreed adjustments are implemented promptly.
Monitor progress and maintain open communication channels.
Seek HR or specialist support if additional resources are needed.

