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As we know, many professionals in management have high level skill sets in the job duties they manage for others.  However, 
many do not have leadership training.  Some inherently have excellent people leadership skills, while others will need additional 
support.  In times of stress, managers will look for guidance to communicate and direct people. Employees’ well-being will 
depend greatly on the support and leadership from their managers.

Sample Communication: Support for Effective Communication
Here is a sample communication that you might use to support your managers:

During this time, it is crucial for our employees’ well-being that we communicate effectively and provide clear expectations.  
Consider these basics for communicating to employees before sending key information. 

1. Who is this message for?

2. What exactly do they need to know?

3. If a response or action is necessary, what is it and when is it due?

4. Is there a location or directions that are required?

5. Why is this message important? Where does it fall in priority of other pieces of information that have been communicated?  
This is where you can help your employees sift through and prioritize the information. 

Providing these details and focusing your messaging is important and helps your employees in times of stress when they may 
be bombarded with a great deal of information from multiple sources.  During these times, it becomes increasingly difficult for 
people to sort through everything and determine which details are the most important.  Your messaging will not only provide 
them with information, but also ensure them that their employer cares for their well-being and may be what helps them through 
this difficult time.

Managers will also be looking to you to understand how to set expectations with their teams as work changes.  Encourage 
managers to lean into their expertise. You can build confidence in your managers by giving them autonomy to delegate and 
manage work rather than having to wait on leaders above them to direct daily details.   

Similarly you want to direct your managers to provide more autonomy to their employees.  With the loss of control the 
temptation exists to grip even tighter to control.  However, this will create an unhealthy relationship between the manager and 
employees and increase tension in an already stressful situation.  

Managers will need to assess priorities and provide clarity around new expectations and then trust their employees to deliver. 
Below is sample communication that includes a priorities assessment. 

Sample Communication: Support for Team Prioritization
During this time, we recognize there are a multitude of changing dynamics and expectations. We value your leadership and 
capacity to manage the daily activities of your teams.  
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First we want you to assess the priorities of your team’s daily work. Given how quickly things are evolving this may need to be 
completed weekly.

 » We encourage you to ask the following questions to help prioritize your team’s work.

 » What, if anything, were we doing before that no longer needs to be done or should be postponed?

 » What items or processes have changed?

 » What has been added to our tasks or processes?

 » What remains?

Prioritize everything on the list from most important to least important. Can all of these items/processes realistically be 
completed in the week ahead?

In addition, please consider the following as you manage the daily workload for your employees:

1. Avoid micromanagement.  Focus on benchmarks of work rather than daily tasks.  Requiring employees to keep daily task 
logs might only serve to create more work for your employee and yourself in reviewing them.

2. Consider hosting a virtual meeting to discuss work for each day.  An agenda for that meeting might look like this:

 » What needs to be accomplished?

 » Who will take point on each task?

 » By when will each task be completed?

 » How can we best support each other today?

3. During this time, keep in mind that work might not take place in the normal 9-5 work time.  Certainly, if that is necessary 
you can state that, but if there is room for flexibility, please consider giving your employees flexibility.

Once again, we trust our managers to delegate and deliver work for the company while also taking good care of our people. 
These are challenging times for everyone. Let’s take good care of each other.

Managers will be the front line to taking good care of your employees.  Remember that if the managers are feeling appreciated 
and calm, they will pass that along to their employees.  Be intentional about caring for your managers and employees, especially 
during difficult times.  We hope this module has been of help to you as you continue to navigate issues related to COVID-19 and 
your business.

WA N T  M O R E?

Take WELCOA’s exclusive course Leading the Way to a Healthier 
Organization on our online learning environment, The WELCOA Institute. 
The course provides skill-building for improving communication, focus and 
trust in the organization through committed and aligned leadership.

https://www.welcoa.org/resources/leading-way-healthier-organization/


