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Introduction 
 

The pandemic continues to unfold with ongoing uncertainty along with many other stressors that 

challenge us all. It is important to remain vigilant in the coming months.  

 

As a community, we continue to move through decisions and phases of sometimes rapidly changing new 

day-to-day routines. This requires all of us to maintain a high level of safety to continue protecting 

ourselves and others.   

 

In the following pages we share things we have learned as an organization that may be helpful in 

supporting the psychological, emotional and physical wellbeing of your employees. 
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Offering Support as Your Employees Return to Work 
 

Below are simple suggestions to help guide your interactions with staff. Remember, you have a vital role in 

helping staff feel confident and comfortable at work. How you respond can make a difference with 

productivity and your organization’s morale.   

  

Recommended Do’s: 
 
• Respect differences – Everyone responds and copes differently to change. The COVID19 

pandemic has brought an immeasurable amount of change to our lives.  Some will reach out, 

while others will be more private and introspective.  Show respect by giving each person what 

they need. Be careful not to impose your own opinions regarding the crisis on others. 

 

• Be available – Be available when a listening ear is needed.  Talking is one of the best ways to 

help a person process through their worry.  Allow individuals to ask questions about how the 

organization plans to keep them safe as the pandemic continues.   

 

• Be honest – If you don’t know the answer to a tough question, it’s okay. Assure your employees 

that you will seek the answer and get back to them ASAP. 

 

• Accept feelings – A wide range of emotions may be felt such as fear, anger, sadness, and 

frustration.  These emotions may be strong and change from moment to moment.  If directed at 

you don’t take them personally. Offer available resources to assist your employees through their 

struggle, like EAP services. 

 

• Respect privacy and confidentiality – If someone shares personal information, be courteous and 

do not repeat what is shared.  The only time confidences should be broken is when someone is at 

risk of harming themselves or others.   

 

• Be supportive and sensitive – Simple statements like “I care about you” and “I’m here for you” 

demonstrate care and concern.  Remember, you may not know all the circumstances surrounding 

their anxieties, their past experiences or current situation.  Multiple stressors may exist.  Provide 

information for WellSpan’s Employee Assistance Program. 

 

• Recognize your barriers – Are you feeling overwhelmed and uncertain yourself? Sometimes 

you may need to ask another supervisor or leader for assistance with a specific employee, 

question, or concern. Don’t hesitate to reach out.  

 

• Practice self-care – Demonstrate and promote self-care within your teams. When your staff see 

you practicing healthy eating, exercising, gratitude, and finding moments of joy, they are more 

likely to incorporate theses habits themselves. 
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Communication Don’ts: 
 

• Don’t make promises – In a desire to make things better, people may make promises like “it will 

get better” or “nothing bad will happen again.”  Although well meaning, these are promises that 

cannot be guaranteed.  If you make statements like “I promise to be here for you;” follow through 

on what you say.  If you don’t mean it, don’t say it.   

 

• Don’t explain “why” – Although it’s natural to seek answers or look for explanation, sometimes 

circumstances are beyond our understanding or there may not be answers.  Opinions will vary and 

offer little if any help.  Saying “I don’t understand” may be the best response.   

 

• Don’t rush the process - People recover from traumatic events at different times.  The nature of 

the event, past experiences and one’s coping mechanisms all impact recovery.  Don’t make 

statements like “you should be over this by now” or “get over it.” The healing process is a 

journey and a time frame cannot be dictated. 

 

• Don’t make assumptions – Don’t assume you know how someone feels or what they need. Ask 

them.   If they don’t know, provide options/choices.  This triggers coping mechanisms and 

empowers them to make decisions. 

 

• Don’t joke around – Be cautious when joking around, gesturing, or making light of the serious 

situation.  Although humor can be helpful, never use it at the expense of someone else.  It may be 

interpreted as being insensitive. 

 

• Avoid rumors – During critical events, a lot of information is shared, some that is not always 

true. Do not circulate or participate in unconfirmed information.  Always refer employees back to 

trusted sources like the CDC website. 

 

• Don’t pressure – Remember healing is unique to everyone; don’t pressure them to talk, don’t 

pressure them to make decisions, don’t pressure them to move at a fast pace. 

 

 

 

 

WellSpan Employee Assistance Program 
1-800-673-2514  

 
Answered by EAP staff weekdays (7:30am – 4:30pm)  

 

After hours (crisis intervention staff will answer and contact an EAP Coordinator) 
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Daily Self-Care Tips and More 
 

Dr. Mike Diller’s Five Self-Care Videos. These videos are short reminders to take care of ourselves 

during this uncertain time. Feel free to share with your employees. 

https://www.wellspan.org/coronavirus/maintaining-good-mental-health/ 

 

Consider posting or emailing out to your employees a daily self-care tip: 

 

Daily Taking Care of Yourself Tip:  
Spend extra time playing with children. Children will rarely communicate how they are feeling but will 

often make a bid for attention and communication through play. Don’t be surprised to see therapeutic 

themes of illness, doctor visits and isolation show up. Understand that play is cathartic and helpful for 

children—it is how they process their world and problem solve, and there’s a lot they are seeing and 

experiencing in the now. 

 

Daily Taking Care of Yourself Tip:  
Give everyone the benefit of the doubt and a wide berth. A lot of cooped up time can bring out the worst 

in everyone. Each person will have moments when they will not be at their best. It is important to move 

with grace through blowups, to not show up to every argument you are invited to, and to not hold grudges 

or continue disagreements. Everyone is doing the best they can to make it through this. 

 

Daily Taking Care of Yourself Tip:  
Feeling blah because you can’t get out as much as you’d like? Try dressing for the social life you want, 

not the social life you have. Get showered and dressed in comfortable clothes, wash your face, brush your 

teeth. Take the time to do a bath or a facial. Put on some bright colors. It is amazing how our dress can 

impact our mood. 

 

Daily Taking Care of Yourself Tip:  
Engage in repetitive movements and left-right movements. Research has shown that repetitive movement 

(knitting, coloring, painting, clay sculpting, jump roping, etc.), especially left-right movement (running, 

drumming, skating, hopping) can be effective at self-soothing and maintaining self-regulation in moments 

of distress. 

 

Daily Taking Care of Yourself Tip:  
Don’t be a superhero. Lower expectations and practice radical self-acceptance. We are doing too many 

things in this moment and working under fear and stress. This does not make a formula for excellence! 

Instead, give try accepting everything about yourself, your current situation and your life without 

question, blame or pushback. There is no roadmap, no precedent for this, and we are all truly doing the 

best we can in an impossible situation. 

 

Daily Taking Care of Yourself Tip:  
Reach out to others at least once daily for thirty minutes. Try FaceTime, Skype, phone calls or texting. 

Connect with other people to seek and provide support. Don’t forget to do this for your children as well. 

Set up virtual playdates with friends daily via FaceTime, Facebook Messenger Kids, Zoom, etc.—your 

kids miss their friends, too! 

 

 

 

https://www.wellspan.org/coronavirus/maintaining-good-mental-health/
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Daily Taking Care of Yourself Tip: 
A healthy diet is important to your overall well-being. If stress and time constraints are making it difficult 

for you to eat well, try to take some simple actions, like having a salad or green leafy vegetable each day. 

Keep healthy snacks on hand (think baby carrots, almonds and apples) to curb cravings. Don’t overlook 

nuts, fruits and high fiber cereals. Aim for balance, look for variety and practice moderation.   

 

Daily Taking Care of Yourself Tip: 
Remember to move! Stand up and be active. Exercise in whatever way you can, even in small increments. 

Get outside and take a walk and get some fresh air. Exercise can relieve stress, increase your energy 

level, improve sleep and boost your overall mood. Set a daily alarm if you need to.  

 

Daily Taking Care of Yourself Tip:  
Take breaks, breathe, slow down with intention and set limits. We must remember to step away from our 

work. Take a time out even if it’s for a minute or two. To slow down, and be present, will help slow what 

may seem like a chaotic, stressful experience.  

 

Daily Taking Care of Yourself Tip: 
Do you have kids who are home from school? Consider drawing up and posting a daily schedule, with 

times for learning, play, exercise, chores and other items. You can maintain a feeling of normalcy by 

establishing routines and schedules. (This works for adults, too!) 

 

Daily Taking Care of Yourself Tip:  
Are you getting to sleep at a decent time most nights? Getting adequate sleep will help you with your 

mood and energy level the next day. Try to limit screen time and caffeine intake prior to bed to help you 

sleep better.  

  

Daily Taking Care of Yourself Tip:  
Incorporate JOY into your schedule. Play with your kids or a pet. Listen to music. Watch a funny movie. 

Look through old photos. Find one thing (or two, or three things) to be grateful for each day. 

  

Daily Taking Care of Yourself Tip:  
Being mindful and focusing on the things you can control will assist in developing more positive 

emotions and decreasing unhelpful emotions for yourself and others. Be present and in the moment. 

Avoid the “what if's.” Psychologists call this catastrophizing or running worst-case scenarios in our 

heads. This behavior will only create more distress. Breathe.  

 

Daily Taking Care of Yourself Tip: 
Laugh! Watch a funny movie, YouTube video or anything that tickles your funny bone. A good, hearty 

laugh can relieve physical tension and stress for up to 45 minutes afterwards. And, laughter is an essential 

part of the coping equation during an emotionally charged time. Get those feel-good endorphins flowing!  

 

 

  

https://www.wellspanphilhaven.org/Portals/0/WPH-Sample%20Daily%20Schedule%20flyer_1.pdf
https://www.wellspan.org/health-library/Document.aspx?id=abq4925#abq4925
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Quick Tips: Self Care Suggestions for You and Your Employees 
 

• Take a walk 

• Establish a routine  

• Stay hydrated  

• Yoga 

• Exercise  

• Talk with someone you trust  

• Schedule in “me” time  

• Listen to music 

• Journal 

• Enjoy a hobby 

• Read  

• Take time to practice gratitude 

• Limit media consumption  

• Spend time outdoors 

• Take time to rest  

• Deep breathing  

• Mediate  

 
 

Tips on How to Get a Good Night’s Sleep 
 

• Be consistent with your sleep routine.  Go to bed and wake up at the same time every day. This 

will help you fall asleep and stay asleep! 

• Wind down before you go to bed.  Create a sense of calm by taking a warm bath, reading a book 

or meditating so you can fall asleep. Disconnecting from the internet and limiting the amount of 

time you watch the news may be helpful as well, as the content on the news today can be 

overwhelming.   

• Activity during the day may help you sleep, so get plenty of exercise!  Take the dog for a walk or 

talk on the phone while walking to maintain social distancing.  If you can’t get outside, consider 

doing squats, pushups or planks inside.   

• Watch what you eat and drink.  The temptation during this time is to eat comfort foods, however, 

try to eat a healthy diet and limit your caffeine and alcohol intake as these can interrupt your 

sleep.  

• Talk to someone if you have worries about the coronavirus.  It’s normal to be anxious about the 

uncertainty that surrounds us now, but if your anxiety is preventing you from sleeping, it’s time to 

talk to your family, friends or even your doctor (think virtual visits).   

• Parents - Your children are looking to you for guidance during this unprecedented time.  A good 

night’s sleep will help you to speak calmly to your children about what is happening.  Kindness 

and compassion can help! 
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Managing Worry 
 

Worry is common these days.  It is a natural response. Even if you’ve never considered yourself someone 

that worried, you may find worry creeping into your days and nights.  So how can we manage these 

worries?  How about journaling…? A journal can be an emotional outlet and safe space to write freely 

about what is on your mind.  Journaling has been found to relieve stress, improve your mood, and also 

boost your immune system.  Keep any kind of journal that works for you: a worry journal to write down 

worries; a gratitude journal to focus on all you are grateful for; a personal journal. Whatever you need that 

day, let your pen lead the way.   

 

How do I get some physical activity when everything is so different now? My gym is closed or has 

limited hours. My frisbee golf team can’t go to the park. My dance lessons have been canceled. I haven’t 

done any exercise programs before. Where do I start? 

 

Think outside the box…or outside the house.  Make it fun and interesting! 

 

Walk – You can walk anytime and anywhere as long as you have comfortable walking shoes or sneakers.  

• Never walked? Walk to the end of the block or driveway. Park farther away from work, the 

grocery store or the bank. Start walking between 5-10 minutes (1-2 times/week) to get started. 

• Already a walker? Keep at it! Consider changing your route or the time you walk for variety. 

• Missing the gym or exercise classes? Vigorous walking can be a good substitute. Choose routes 

with hills. Compete with yourself to try to improve your time. Try increasing your time, distance, 

frequency or speed to step it up. Try walk-run intervals.  

 

What else can I do outside? Create an obstacle course or a scavenger hunt. Try the games from childhood: 

follow the leader, jump rope, tag, relay race, kick the can or chase lightening bugs. Walk or run with the 

dog. Play sports: football, baseball, basketball, golf, frisbee, etc.  

 

 

4-7-8 Breathing 
 

The 4-7-8 breathing technique, also known as “relaxing breath,” involves breathing in for 4 seconds, 

holding the breath for 7 seconds, and exhaling for 8 seconds. This breathing pattern aims to reduce 

anxiety.   

 

 

5 Finger Breathing 
 

Spread your hand and stretch your fingers out.  Pretend the pointer finger of your other hand is a pencil 

and imagine you are going to trace around the outline of your hand and fingers. Place your pointer finger 

at the bottom of your thumb and breathe in as you slide up. Breathe out as you slide down. Breathe in as 

you slide up your second finger and breathe out as you slide down. Keep going until you have finished 

tracing your fingers and you have taken five slow breaths. 
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Meditation 
 

Research continues to support that meditation can be helpful in managing stress. More and 

more people are learning various meditation techniques as a way to cope with life’s challenges. 

Simply put, meditation is the ability to “quiet the mind” from distractions, noise, and clutter. It is 

not to be used as a way of escape, but rather to promote a deeper appreciation and connection to 

yourself and others. It is an exercise to “relax your mind” and like any form of exercise, there are 

varying types. 

 

 Before beginning meditation, practice these simple steps:  
 

• Select a quiet location, free of distractions and interruptions  

• Set aside a specific amount of time and stick with it  

• Sit comfortably and quietly  

• If comfortable, close your eyes to concentrate  

• Begin relaxing your body, starting with your head, down to your toes  

• Breathe slowly and naturally, releasing tension with each breathe  

• Don’t critique how you’re doing, keep encouraging yourself  

• Think of a pleasant place or repeat a positive word  

• Continue for as long as you can  

• When finished, remain sitting for a few more moments  

• Gently begin to move your body before standing up 

 

www.wellspan.org/relaxforsleep 

 

www.wellspan.org/relaxformeditation 

 

 

 

  

http://www.wellspan.org/relaxforsleep
http://www.wellspan.org/relaxformeditation
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Stress and Stretching 
 

Everyone encounters stress and stressful situations throughout their lives. For most, stress has 

become a daily part of their lives. It gives you headaches, sore shoulders, stiff necks and 

backaches as your body tenses as a reaction to stress. Learning how to handle the stress you face 

each day will help you to lead a happier, healthier, less stressful life. One of the many tools we 

can use to reduce stress in our lives is stretching exercises. When we stretch our bodies, we 

receive many benefits. These benefits include:  

 

• Stress hormone production is decreased as receptors in the nervous system are stimulated  

• The blood flow to the muscles is increased  

• Muscles and joints that are tight and tense relax  

• Joints experience a better range of motion  

• Flexibility increases  

• There is a reduction in feelings of stress, fatigue and anxiety  

• Mental alertness increases  

• Posture is improved relieving many aches and pains  

 

 

 
 

 

  

http://stress.lovetoknow.com/Natural_Stress_Relievers
http://stress.lovetoknow.com/Stress_Management_Stretching##
http://stress.lovetoknow.com/Physical_Symptoms_of_Anxiety_and_Stress
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Snack Smart 
 

Snacking can be an opportunity to provide nutrients and energy to your body. By keeping the body 

fueled, you’re more likely to stay awake, alert, focused, motivated, and productive.  Think of snacks as 

little mini-meals and try to get a balance of carbohydrates, protein, fat, and fiber. This will help keep you 

more satisfied between meals.  Here are ways that you can snack smart without feeling guilty: 

 

Open face sandwich: Spread 1 – 2 Tablespoons of nut butter onto 1 slice of whole grain bread; place a 

few banana slices on top; sprinkle with cinnamon 

 

Avocado roll-up: Mash ½ small avocado and spread onto a small whole wheat tortilla (or ½ of a larger 

size); add 2 Tablespoons salsa and 2 Tablespoons cheese; roll up and eat 

 

Mini fruit/cheese/nut plate:  ½ cup pear slices, 10 almonds, and 1 piece of low-fat string cheese (may 

cut cheese into bite-size pieces) 

 

Yogurt parfait:  Layer into a cup: low fat Greek yogurt, assorted berries, and ½ ounce of chopped 

walnuts 

 

Homemade trail mix: ¼ cup shredded wheat squares (unfrosted), ½ ounce nuts, 1 Tablespoon dried fruit, 

and 1 Tablespoon dark chocolate chips 
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Recognizing Signs and Symptoms of Stress  
 

Change in routine, financial stressors, and living in difficult and uncertain times can invoke 

many physical and behavioral symptoms. Employees may find the very act of reporting to work 

quite stressful. These are all normal reactions to highly unusual times. 

 

Individuals will react differently and recover at different rates.  For most people, the effects will 

subside within a few weeks of getting back to a new routine.  For some, however, the symptoms 

may become worse.  If this is the case, the employee may require individual professional 

assistance such as accessing EAP sessions.  Common stress reactions include: 

 

Physical 
• headaches 

• back pain 

• digestive disturbances 

• muscle tremors  

• palpitations/chest pain 

• difficulty sleeping/nightmares 

• startle reactions 

• other physical symptoms 

 

Behavioral 
• social withdrawal/avoidance 

• difficulty concentrating 

• anxiety 

• feeling out of control 

• over/under eating 

• intrusive images 

• increased drug/alcohol use 

• decreased productivity 

• depression 

• explosiveness 
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Suggestions When Talking to an Upset or Stressed Employee 
 

• Remember that sometimes all an employee may need is a listening ear; you don’t have to 

have all of the answers. Take a moment to just listen. 

• Ask the employee what has helped them in the past when they have felt anxious or 

upset – does it help to take a short walk outside? Sit in their car and listen to quiet music? 

Take a break to call a family member? 

• Ask if there is specifically something the company can do to make them feel more at ease 

or safe. 

• If you’ve been there yourself before, offer suggestions of how you were able to cope 

through a difficult moment. 
 
 

Quick Tips to Remember 
 

• It’s not business as usual – Be flexible, performance/production will be different, give 

permission to modify operations/routines  

• Attend to basic needs first – Safety, shelter, food, water 

• Utilize “natural caregivers” – Not all managers/supervisors feel comfortable serving in 

this role, use those who do it naturally 

• Be real, be sincere, be visible – Authenticity and approachability are key 

• Everyone is unique – Different types of support will be needed, remember not everyone 

will be anxious, angry or frustrated  

• No right or wrong way to respond – Be nonjudgmental, don’t transfer your response or 

coping strategies on to others 

• Protect frontline staff – They are gatekeepers, provide scripts/responses to common 

questions to receptionist and operators 

• Communicate regularly – Provide information regularly and manage rumors 

• Repeat, repeat, repeat – Only retain/hear limited information 

• Ask what people need, don’t assume – “What do you need? How can I help?” 

• Empower with options – Restores a sense of control during an “out of control” situation  

• Model “calm” – Watch your tone & body language  

• Be flexible – Adapting to change is an individual process with no timetable or definite 

end date 
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Wellbeing Training Offerings with Descriptions 
 

• Burnout & Compassion Fatigue  

• Coping with Change  

• Mental Health Awareness & Wellbeing  

• Positive Co-Worker Relationships  

• Stress Management  

• A Leader’s Guide: Supporting Workforce Emotional and Mental Wellbeing (COVID-19) 

 

Burnout & Compassion Fatigue 
Highlights that both compassion fatigue and burnout can lead to significant complications in an 

individual’s life both personally and professionally. This training focuses on self-care and 

explores strategies to promote healthy habits and ways to possibly prevent the onset of 

compassion fatigue and burnout.  

 

Coping with Change 
All change, even positive change, can be stressful. This training reviews how change can lead to 

increased stress and what we can do to manage the varying thoughts and emotions that change 

can create.  

 

Mental Health Awareness and Wellbeing 
Reviews the current state of mental health in our society, highlighting the signs of emotional 

distress, addresses the issue of stigma as well as the importance of reaching out for support. 

Positive self-care strategies are also discussed.  

 

Positive Co-worker Relationships 
Focuses on the important common factors that promote a positive work environment and 

enhance co-worker relationships by building a desire to work together for the good of one 

another and the mission of the organization. This presentation can also include discussion of 

assertiveness techniques, the impact of negativity, and other issues related to team dynamics.  

 

Stress Management 
Identifies the key signs of stress that we all experience, the impact of stress on our wellbeing, 

and what we can do to manage and cope with the stressors in our lives. 

 

A Leader’s Guide: Supporting Workforce Emotional and Mental Wellbeing 
(COVID-19) 
Provides an understanding of basic employee needs and how dynamic stressors impact employee 

behavior and responses. Also reviews strategies of effective communication and encouraging 

employee wellbeing in times of change and stress. 

 

For more information on trainings please contact your EAP Representative at: 
1-800-673-2514 
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Resources and Links 
 

WellSpan EAP Teletherapy  
WellSpan EAP has created a special category on our website, called Teletherapy (which is 

typically done through a virtual video visit), on the Provider Search Tool located on the 

WellSpan EAP homepage:  www.WellSpan.org/EAP 

 

WellSpan Health  
Daily updates to plans and procedures that are being put into place to ensure the health and 

safety of patients, visitors, staff and the community. https://www.wellspan.org/ 

 

Center for Disease Control and Prevention (CDC)  
The CDC provides guidance to keep people safe.  

https://www.cdc.gov/coronavirus/2019-

ncov/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F

index.html 

 

PA Department of Health  
Promotes healthy behaviors, prevents injury and disease and assures the safe delivery of quality 

health care for all people in Pennsylvania 

https://www.health.pa.gov/topics/disease/coronavirus/Pages/Coronavirus.aspx 

 

2-1-1 
Connects individuals to help when they are not sure where to turn.  Support is available 24/7 to 

help individuals help access the best local resources and services to address their needs.  Call 211 

http://211.org/# 

 

Suicide Prevention Hotline-1.800.273.8255 
Provides free, confidential support for people in distress, prevention and crisis resources and best 

practices for professionals. https://suicidepreventionlifeline.org/ 

 

Child Care Consultants  
Supports families in finding and paying for quality childcare.  https://childcareconsultants.org/ 

 

 

QPR Training  
Question. Persuade. Refer. Education that empowers all people, regardless of their background to 

make a positive difference in the life of someone they know by providing proven suicide 

prevention training.  https://qprinstitute.com/ 

 

Mental Health First Aid 
Mental Health First Aid is a skills-based training course that teaches participants about mental 

health and substance-use issues.  https://www.mentalhealthfirstaid.org/ 

 

http://www.wellspan.org/EAP
https://www.wellspan.org/
https://www.cdc.gov/coronavirus/2019-ncov/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2Findex.html
https://www.cdc.gov/coronavirus/2019-ncov/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2Findex.html
https://www.cdc.gov/coronavirus/2019-ncov/index.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2Findex.html
https://www.health.pa.gov/topics/disease/coronavirus/Pages/Coronavirus.aspx
http://211.org/
https://suicidepreventionlifeline.org/
https://qprinstitute.com/
https://www.mentalhealthfirstaid.org/
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Employer Services
Concord Executive Center
3421 Concord Road
York, PA  17402
(888) 949-9882
employerservices@WellSpan.org 

WellSpan.org/EmployerServices


