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A line manager’s guide during the 
Coronavirus crisis

Protecting and supporting your 
staff’s mental health
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• Have plenty of team meetings both formal and informal. Connectivity is important, especially during 
this time of social distancing. If your team is small enough, try having daily ôstand upõ meetings just so 
you can all check in with each other. This is important to help staff stay connected with each other and 
the work they are all doing, and keeps the team culture alive. Don’t forget the value of humour and 



5

Monitoring your team’s mental wellbeing
• Create an environment of psychological safety where people are not afraid to have frank and open 

discussions about their mental wellbeing as well as give ideas about how working from home practices 
may be improved for them and others. This is a new skill we are all learning so be open to suggestions.

• Continually gauge stress and engagement levels. Make it clear to your team members that you are 
concerned about their wellbeing. Some people may thrive in their new working environment, some may 
not. This may be hard for you if you are managing conÿicting demands and are also getting used to a 
new way of working.

• Notice how your team members are working in a remote environment so that you can pick up on any 
changes. Not being in the same room means you don’t have extra information from body language to 
get a sense of what people are thinking or feeling. Potential signs may include a lack of engagement 
on email or on video conferencing, sending emails late at night or all the time or not at all, a change 
in the language used in emails, not delivering on agreed targets, changes in productivity (increased 
or decreased) and/or quality of work. As with non-remote working, you need to be sensitive to any 
changes in behaviour.

Having a conversation about mental health
• Start with an open question such as òHow are you managing in the new circumstances?ó In the same 
way as you would during a face-face conversation, be careful to just listen. 

• Try not to offer your experience of the current circumstances. You are likely to be extremely empathetic 
given you are adapting too but remember that it is possible that you are experiencing this in a different 
way in much the same way as any other stress will be experienced differently between individuals. 

• Offer encouragement and emotional support. If you are really concerned about someone and they do 
not seem to be opening up, you may like to give an example of why you might be concerned about 
them - be speciþc and objective: òI noticed that you sent that email at 1amó. 

• Be aware of services to which you can signpost people who are struggling. If the employee has a known 
mental health difþculty, check that their usual support and treatment systems are still available to them.  
If you have an EAP (Employee Assistance Programme) or counselling service within your company, how 
can employees access this? 
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Work-life balance
It is very easy to be ôalways onõ while working at home or to create unhealthy habits, particularly if caring 
for children/family in the day and working late at night and at weekends. Breaks and rest periods must be 
taken, otherwise exhaustion and burnout will follow. 

• Allowing some physical rest and time for yourself, and encouraging it for your team members is 
essential.  These are unprecedented times and so acknowledging this and being ÿexible is key. 

• Set a good example. If you choose to send emails late at night, early in the morning or at the weekend, 
be explicit about why you are doing this; that it þts with your chosen pattern of working and you do not 
you expect others to do so. But make sure that you are taking breaks as well if you are not keeping a 
strict boundary between work time and home time.

• If scheduled holiday has been planned, ensure employees are taking it and turning off from work. 

• The Charlie Waller guide Working from home: Your Wellbeing Action Plan can help you create the 
necessary balance and gives tips on ways to protect your mental health during this time. 

Digital wellbeing
Now, more than ever, we will need to be mindful of our digital wellbeing. Here are some guidelines for you, 
as a manager, and your team:

• Turn off pop-up notifications and alerts on your computer/phone and make use of the ‘do not disturb’ 
or ‘sleep’ functions on your phone while you are working on tasks that require concentration. You will be 
much more productive and less distracted.

• A break away from all screens can allow your mind to recharge and you will be more focussed when 
you return. Resist using your phone (social media, checking the news etc) during breaks. Make sure you 
get up, move around or do some stretches at regular intervals when working on a computer, preferably 
every hour.

• Find ways to protect yourself from the build-up of emails and the need to react or respond instantly to 
any digital demand (email, text, WhatsApp and so on). Using your email signature to signal when you 
are not available and effective use of tools such as out-of-ofþce can help with this. Likewise, respect 
other people’s working patterns which may be different from yours.

• When working with people using a different working pattern from you, put in place boundaries around 
when you are and are not contactable. For example, do you really need to respond to emails or 
messages straight away? 

• Respect your need for home time, arranging online meetings that do not encroach too much on this.  
This is not being unreasonable or unhelpful, it is being sensible in terms of protecting your own wellbeing. 
Remember, you will work much more effectively if you have adequate sleep and down time.

https://charliewaller.org/resources/work-from-home-wellbeing-action-plan/


7 09.2020

You may be taking advantage of the government Job Retention Scheme for some of your employees.  
While these people will not be allowed to work during this time, it is important to keep them engaged so 
that they do not feel forgotten. Bear in mind this may be an extremely anxious time for them and may also 
have serious þnancial implications, so it is important to be especially sensitive to the impact on their mental 
wellbeing.

• Be as honest and transparent as possible with people. Clearly communicate the reasons why they are 
needing to be furloughed, providing as much reassurance as possible about both their performance 
and that of the company. Where possible make sure you have the answers to questions about matters 
such as planned annual leave or maternity/paternity leave.

• Make sure you keep communicating what is going on with your company; there will be huge amounts 
of anxiety and speculation about what will happen at the end of the furlough scheme. It is important to 
be as clear and transparent about this as possible and check with individuals how they would prefer to 
be contacted.

• Do you have online social events? Make sure you invite furloughed workers along to these so they still 
feel part of the team.

• While furloughed workers cannot do any work for you, you could direct them to useful CPD or 
development activities they could be doing during this time to increase their skill set.

• Don’t forget to attend to how employees will be taken off the scheme and re-integrated into work, 
remembering to communicate with all staff about this.

Be aware of what support is available, for example:

• Do you have an EAP (Employee Assistance Programme)? What help is it able to provide currently?

• Online self-help resources for support with mental health difþculties.

• Have up to date information about new company sickness/absence procedures, sick pay, IT support 
and þnancial support.

• Trusted sources for Coronavirus updates. 

• Information about online classes such as Pilates, yoga, keep þt or mindfulness. There are also other 
recreational resources such as virtual access to museums and galleries.

Mind 
Supporting your own wellbeing and that of your team
ACAS
Good practice steps for employers
Harvard Business Review
A guide to managing your (newly) remote workers
CIPD
10 top tips for working remotely
GOV.UK
Coronavirus advice
COVID-19: guidance for employers

The Charlie Waller Trust
Working from home: Your Wellbeing Action Plan

Resources

Signposting

Managing employees who are being furloughed (on the Job Retention Scheme)

Charlie Waller Trust

https://mind.turtl.co/story/mindwork-march-2020/page/3/1?utm_source=MIND%20(THE%20NATIONAL%20ASSOCIATION%20FOR%20MENTAL%20HEALTH)&utm_medium=email&utm_campaign=11423385_JadeBolton_Comms_Mind@Work_25032020_oneoff&dm_i=CZC,6SUC9,VD7ACL,R7ZEF,1
https://www.acas.org.uk/coronavirus/good-practice-steps-for-employers
https://hbr.org/2020/03/a-guide-to-managing-your-newly-remote-workers
https://www.cipd.co.uk/knowledge/fundamentals/relations/flexible-working/remote-working-top-tips
https://www.gov.uk/coronavirus
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/covid-19-guidance-for-employees
https://charliewaller.org/resources/work-from-home-wellbeing-action-plan/
https://forms.office.com/FormsPro/Pages/ResponsePage.aspx?id=-iZRzFk7YE23P58ZQodIDovybWkfoEFJhIqwh-aBkDRUQUpPVkEwRUZSSlVYUEpaTFA0WEpXME1aUS4u

