
Preparing for the Meeting

Broaching the question of an employee’s health as it relates to work performance can be a
delicate task, especially when mental health problems might be involved. It’s important to
prepare for your meeting:

    
    -  Find out what resources your organization can offer an employee who is in distress. Have
this information at hand when you meet with the person.   
    -  Become familiar with your organization’s accommodation policies and processes.  
    -  Spend some time looking into the basics of mental health before you talk with the
employee. Misunderstanding and fear are the greatest barriers people face in dealing with a
mental health problem; be aware of the possibility that your own misconceptions and fears
might interfere with your ability to respond appropriately. Your employee might also benefit from
good information. They may not understand what is happening or think that mental illness is
something they should be able to fix on their own.   
    -  Think about how you can use your skills as a manager to help make the person feel safe
and comfortable in the meeting. If the employee is dealing with a mental health problem you will
want to minimize their stress – not contribute to it. In addressing the performance issues, you
can be honest, upfront, professional and caring in your approach.   
    -  Think about the person’s strong points and contributions that they have made. It will be
important to talk about the ways in which the employee is valued before raising areas of
concern.   
    -  Consider open questions that will encourage an employee to request support or
accommodation. At the same time, remember that your job is not to probe into an employee’s
personal life, to diagnose a problem, or to act as their counselor. Be prepared for the possibility
that, while you may be opening a door to offer help, the employee may choose not to walk
through the doorway.   
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