Trauma-Informed Manager Checklist
This checklist provides managers with practical steps to support employees who may disclose trauma or exhibit signs of distress. Use it as a quick reference guide to ensure compassionate, consistent, and effective responses.
Before a Disclosure
Understand basic trauma concepts and organisational policies.
Complete trauma-awareness training.
Familiarise yourself with internal and external support resources.
During a Disclosure
Listen actively and without judgment.
Maintain confidentiality—do not share information without consent.
Avoid probing for unnecessary details; focus on support, not the cause.
Validate the employee’s feelings (e.g., ‘Thank you for sharing this with me.’).
After a Disclosure
Offer practical adjustments (e.g., flexible hours, workload review).
Signpost to professional help (EAP, mental health services).
Document the conversation securely and in line with policy.
Schedule a follow-up check-in to review wellbeing and support needs.
Ongoing Responsibilities
Foster psychological safety within the team.
Monitor for signs of stress or burnout.
Encourage open dialogue and reduce stigma.
Engage in reflective supervision and continuous learning.
Notes:
___________________________________________________________
___________________________________________________________
___________________________________________________________

