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Purpose
This document describes the step-by-step process for providing emotional support to staff following a significant workplace event. It is intended for unit/department leaders, area managers, and HR Business Partners at URochester Medicine.

Key Contacts and Resources
1. Security (immediate safety threat): Call Security
1. Employee Assistance Program (EAP): Call EAP for YoUR Support triage
1. HR Business Partner: Consult per HR Business Partner Notification Guidelines
1. Area Leadership / Administrator on Call (AOC)
1. OCMC (advises on disclosure to patient/family)
1. Quality Assurance (QA)
1. Your Support Triage Checklist (internal document)
1. EAP Tip Sheet — Staff Emotional Support Needs Assessment / Manager Education

Row Color Key
	Color
	Meaning

	Yellow
	Immediate safety/security alert — act before any other step

	Pink
	Decision point — choose YES or NO path to continue

	White
	Standard process step



Step-by-Step Process
	⚠ SAFETY ALERT: If there is an immediate safety or security concern at any point, CALL SECURITY before proceeding with any other step.



	Step
	Action / Decision
	Details / Next Steps

	1
	Event Occurs
	A significant workplace event takes place requiring staff support.

	2
	Unit/Department Leader Notified
	The unit or department leader is notified of the event and reviews what occurred.

	3
	Notify Area Manager / Leadership
	The unit/department leader notifies the area manager or leadership.

	4
	◆ DECISION: Significant Quality, Safety, or Legal Concerns?
	YES → Proceed to Step 5 (escalation path).
NO → Proceed to Step 8 (standard support path).



Path A — If YES: Significant Quality, Safety, or Legal Concerns
	Step
	Action / Decision
	Details / Next Steps

	5a
	Notify Senior Leadership / AOC, OCMC, and QA
	Escalate immediately to Senior Leadership, the Administrator on Call (AOC), OCMC, and Quality Assurance.

	5b
	OCMC Advises on Disclosure
	OCMC advises leadership on whether and how to disclose the event to the patient and/or family.

	5c
	Serious Event Notification Process Activated
	Senior Leadership activates the Serious Event Notification Process. Continue to Step 6 to also address staff support needs.



Path B — If NO: No Significant Quality, Safety, or Legal Concerns (Standard Path)
	Step
	Action / Decision
	Details / Next Steps

	6
	Area Leader / Manager Consults Event Checklist
	The area leader or manager reviews the YoUR Support Event Checklist to guide next steps.

	7
	Area Leadership Consults with HR Business Partner
	As appropriate, area leadership consults the HR Business Partner and refers to HR Business Partner Notification Guidelines.

	8
	Begin Emotional Support Needs Identification
	Start identifying what emotional support staff members may need.

	9
	Quick Check-In with Staff
	Conduct a brief check-in with affected staff. Assess whether each person is safe to return to work and perform a continuity-of-operations assessment.

	10
	Assess Staff Support Needs
	Formally assess the level and type of support each staff member requires. Refer to EAP Tip Sheet for staff emotional support needs assessment and manager education.

	11
	◆ DECISION: Is More Help Needed?
	YES → Proceed to Step 12 (EAP referral and YoUR Support triage).
NO → Proceed to Step 13 (Staff Support Provided).

	12a
	Call EAP — Your Support Triage
	Contact the Employee Assistance Program to initiate YoUR Support triage.

	12b
	Your Support Triage Checklist Completed
	Complete the YoUR Support Triage Checklist.

	12c
	Appropriate Staff Support Resources Identified and Obtained
	Identify and obtain the specific resources needed to support staff.

	13
	Staff Support Provided
	Deliver the identified support to affected staff members.

	14
	Evaluate Ongoing Staff Needs and Effectiveness
	Assess whether staff needs continue and evaluate the effectiveness of the support provided. Adjust as needed.



Additional Notification: Senior Hospital Leadership
At any point in the process, if the situation warrants it, notify Senior Hospital Leadership as necessary, independent of the decision path above.

Process Summary (Linear Reading Order)
Event Occurs → Notify Unit/Dept Leader → Notify Area Manager/Leadership → [Safety? Call Security immediately] → Decision: Significant Quality/Safety/Legal Concern? → YES: Notify Sr. Leadership/AOC/OCMC/QA → OCMC advises disclosure → Serious Event Process activated. NO: Area Leader consults Event Checklist → HR Business Partner consulted → Begin Emotional Support Needs ID → Quick Check-in with Staff → Assess Staff Support Needs → Decision: More Help Needed? → YES: Call EAP/YoUR Support Triage → Triage Checklist completed → Resources obtained. NO: Staff Support Provided → Evaluate Ongoing Needs and Effectiveness.
