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For each statement, decide who would be responsible for it in your agency.  

Use the following code: 

 D = Director and other administrative staff are responsible 

 S = Supervisors are responsible 

 F = Front line staff are responsible 

L = All those in leadership positions (Administrations and Supervisors) are responsible 

 A = All agency personnel are responsible 

  

Your Answer  
Works 
For Me 

_____ 

Develop a protocol for how staff will be expected to deal 

with specific and ongoing trauma.  

_____ Schedule lunch breaks into the workday. 

_____ 

Model good personal practices and behavior by the way 

that you care for yourself.  

_____ Actively follow a self-care plan. 

   _____ 

Encourage honest communication and staff contributions 

on all levels.  

_____ 

 

Utilize self-reflection and reflective supervision whenever 

possible during and immediately following an emergency 

response or front line on-call situation.  

_____ 

Ensure that employees are sufficiently orientated and 

trained and utilize management techniques that make staff 

feel competent and supported in their jobs.  

_____ Exercise regularly. 

_____ 

Regularly encourage staff to take adequate breaks during 

the course of their workday.  

_____ 

Develop a comprehensive plan for staff safety, including 

personal/work-related security protocols.  

_____ 

When staff are struggling with secondary trauma or other 

stress related issues, do not do or say anything that results 

in stigmatizing them.  
 

_____ 

Provide access to comprehensive medical and mental 

health support services.  
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_____ 

Employees highly value being heard.  Actively solicit and 

their jobs and the workplace. Do this even if you are 

certain their ideas will not be implemented in the near 

future.  

_____ Laugh often. 

_____ 

When stress levels are high from ongoing or specific 

crisis, develop methods for keeping the challenges 

employees are facing in perspective.  

_____ 

Seek out support from colleagues and/or supervisor to 

debrief stressful work events. 

_____ 

Offer support for employees’ personal and family issues 

such as financial, child care, separation, divorce, illness 

and relocation.  

_____ 

Develop a system of trauma defusing that allows staff to 

express and explore work-based trauma.  

_____ 

Encourage interpersonal connections; improve morale and 

healthy relationships.  

_____ 

Express genuine concern for the physical and emotional 

wellness of your staff. Do not just focus on the quality of 

the work they are doing.  

_____ 

Look for ways to build task and client diversity into the 

employees’ work and/or caseload.  Offer opportunities for 

job enrichment.  

_____ 

Understand that your employees are the most important 

resource in providing humanitarian services.  

_____ 

Remind employees of the availability of comprehensive 

EAP services.  

_____ Make time for a favorite hobby. 

_____ 

Create a working environment that nurtures and supports 

trauma-informed principles.  

_____ 

Attempt to identify at least one positive aspect about each 

negative circumstance. 

_____ 

Use the parallel process to portray a positive outlook, and 

to praise employee efforts and successful outcomes.  

 

Adapted from Supervisor Training Series, C. Mazzitti, 2012 


