
MODULE 1: SUPPORTIVE SUPERVISION AND MANAGEMENT

FAMILY AND PERSONAL SUPPORT

Emotional 
Support

Show employees that they are 
cared for, that their feelings are 
considered, and help them feel 
comfortable communicating 
about family or non-work 
issues.

• Communicate genuine concern about employees’ work/life 
challenges to show you care

• Express empathy, understanding, or offer assistance when 
an employee shares a personal challenge with you 

• Increase face to face contact with your employees to develop 
quality relationships 

Job and 
Personal 
Problem-
Solving 
Support

Help employees develop 
solutions to meet work, personal 
life and family demands. 

• Understand your company’s work-life policies programs or 
contracts and how subordinates can access and use them

• Develop informal arrangements as needed to meet work and 
family demands

• Help employees problem solve when they have work-life 
challenges that conflict 

Creative 
Work-Family 
Management

Design work so employees can 
meet work and family demands. 

• Implement new ways for the work to be scheduled to 
support the team and employees’  needs 

• Seek suggestions from the team and other leaders on how to 
better back-up job tasks to enable greater individual access 
to flexible working 

• Consider new job design 

Role 
Modeling

Demonstrate you care about 
family and work demands by 
arranging your work to meet 
your family and personal 
priorities. 

• Leave work at a reasonable hour 
• Show you have a life outside work 
• Take time to be off-line 

PERFORMANCE SUPPORT

Measurement 
and Direction 

Ensure employees know what to 
do and how their work will be 
evaluated 

• Set a goal or share a clear and measurable expectation with 
your employees or team

• After providing direction to an employee, allow that employee 
to take initiative and show self-direction 

• Provide advance notice about upcoming events that could 
change or disrupt employees’ work

Feedback and 
Coaching

Guide communication to ensure 
that employees know HOW to 
produce work results 

• Give clear and specific feedback with examples of what the 
employee did well

• Give praise at least four times as often as you correct a mistake 
• Provide feedback about performance, progress, or the quality 

of work results 

Providing 
Resources

Provide the equipment or 
materials that employees need to 
produce quality work results, 
and remove obstacles to 
productivity 

• Let employees choose where to sit 
• Allow for frequent movement 
• Reduce noise level or improve lighting in work areas to 

maximize comfort 

Support for 
Change

Be responsive to employees’ 
questions, suggestions. And 
challenges 

• When employees’ face challenges, pull the team together to 
discuss suggestions on how to improve workflow as a group 

• Give voice or resources to employees to help them do their 
jobs well 
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MODULE 2: SUPPORTING EMPLOYEE USE OF PAID FAMILY AND 
SICK LEAVE POLICIES

Listen and give 
emotional 
support 

Make a person 
comfortable sharing 
their needs for time 
off for family and 
sick leaves. 

• Actively listen to employees’ requests by reading their body 
language, and paying attention to the tone of their voice.

• Demonstrate empathy by communicating genuine concern 
about what your employee is going through

• Encourage them to use available leave when they have the 
need.

Educate and 
Increase policy 
access

Be knowledgeable 
about policies and 
help employees 
access their options. 

• Educate yourself, your employees, or other managers on leave 
policies and the negative effects of not taking leave when 
needed. 

• Help employees understand how much control over timing 
and length of leaves they have. 

• Understand the differences between why employees might 
need sick leave vs. family leave. 

Address 
negative 
perceptions

Reassure the 
employee that they 
will not be penalized 
for being away and 
creating a supportive 
work environment 
surrounding leaves. 

• Reassure the employee that they will not be penalized for 
being away.

• Make people less afraid to take time off by normalizing leave 
requests. 

• Be aware of how leave takers are discussed among colleagues, 
and champion them when needed. 

Dual agenda 

Creatively organize 
work to support 
leaves in a way that 
benefits both the 
employer and 
employee. 

• Plan for flexible staffing and identify barriers that could be 
removed in your workplace. 

• Develop back-up systems like: standardized paid family and 
sick leave policies across teams, cross training, staffing 
preparation, and proactive policies to prepare for times when 
a worker is taking leave. 

• Communicate to other managers how you are being 
responsive to employee requests and partner with them to 
support each other. 

Enhancing the 
employee 
experience

Provide support 
during the leave and 
recognize the 
necessary period of 
adjustment when 
transitioning back to 
work.

• Appropriately stay connected to your employee as agreed 
upon during their leave. 

• In cases where you have assigned the individual’s tasks to a 
coworker, stay engaged with the individuals providing back-
up coverage.

• Arrangements for return from longer leaves: Don’t pressure 
employees to come back before they are ready. As the return 
nears, alert the team and do what it takes to ensure your 
employee had a smooth reentry. This includes making sure 
their workspace is ready to welcome them

Role modeling

Show how you are 
taking care of your 
own work/life and 
time off challenges. 

• Express belief in taking time off for family and sickness.
• Talk about the importance of self-care when they have taken 

time off for illness or to care for a child or older adult. 
• Share your own success stories and benefits you have 

experienced from taking time off.  
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