
Talking with the employee

If the situation is serious enough that the loss of a job is imminent, it is important to be clear and
document the meeting as a performance issue so there is no confusion.

 Consider how well you know the employee. Some people will feel more comfortable if you treat
the meeting as a performance review, focusing first on their strong points as a worker before
addressing areas of concern. This format may make some people defensive, though, so you
might begin by stating that you are concerned about the employee, then state reasons for your
concern.

 In either case, assure the employee that you intend to work with them to help them get back on
track or get the supports they may need. If you can create an atmosphere in which the person
feels safe and comfortable, and let them know that what you discuss with respect to health
matters is confidential, they may feel more open to talking to you.

 Before assuring an employee that their information will be kept confidential, however, make
sure you know what the company policy is, who you have to share the information with and in
what form. Have a copy of the company policy available for the employee.

  

It is important that you: 

    
    -  Approach your concern as a workplace performance issue.  
    -  Raise the possibility of providing accommodations if needed.  
    -  Provide access to an Employee Assistance Program or referral to community services.  
    -  Assure the employee that meetings with an EAP provider are confidential.  
    -  Set a time to meet again to review the employee’s performance.  
    -  Document this meeting fully.

  

  

But there are some things you should not say or do: 

    
    -  Don’t offer a pep talk.  
    -  Don’t be accusatory.  
    -  Don’t say "I’ve been there" unless you have been there. You may not understand or relate
to a mental illness, but that shouldn’t stop you from offering help.   
    -  Don’t try to give a name to the underlying issue. Even if you suspect a particular illness or
problem, focus on how the employee’s behaviour is concerning you and how you want to help
them improve.   
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    -  If you learn that a specific illness is causing the behaviour, don’t ask what "caused" the
illness. Focus on solutions.

  Your employee may not know, or may refuse to acknowledge, that they have a mental
health problem. In that case, there may be little you can do to help them. At this point, focusing
on work performance is the best approach.   
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