
Strategies for an Eǅective Open-Door Policy
Quick Reference Guide

Purpose: Help managers foster connection, engagement, and trust with staǅ while protecting their 
own time and well-being.

1. Open-Door Policy Basics

Goal: Build trust, connection, and engagement.

Types: 
•	 Formal: Mandated by the organization.

•	 Informal: Supervisor-led; common in social services.

Tip: Being “available” means more than leaving the door open. It’s about intentional engagement.

2. Identify Types of Support
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Type of Support What Staff Might Say Recommended Response

Emotional Comfort “I just need to talk” Listen without problem-solving. 

Your presence is enough.

Social Belonging “I feel isolated” Facilitate peer connection or 

team activities.

Feeling Needed / Self-Worth “I don’t feel valued” Give speciǈc recognition. Show 
impact of their work.

Reliable Support “Can you help me again?” Empower to ǈnd solutions with 
your guidance.

Information / Problem-Solving “Can I get your advice?” Provide guidance, mentoring, 

encourage growth.

Physical Assistance “Can you help with this task?” Oǅer guidance without taking 
over the task completely.

Material Assistance “Can I get funding, tools, or 

materials?”

Provide resources eǆciently 
while setting limits.

(Adapted from National Centre for PTSD)



PeopleWorkingWellBC.ca

In partnership with

2 of 2

Employee Type Competence Commitment Your Leadership Approach

Enthusiastic Beginner Low High Provide direction and encouragement. 

Caution: Employee may get frustrated 

or discouraged if they fail repeatedly. 

Oǅer reassurance and small wins.
Disillusioned Learner Low Low Coach, motivate, and rebuild conǈdence 

through small, achievable goals.

Caution: Employee could disengage 

completely if support is not consistent. 

Requires patience and frequent positive 

reinforcement.

Capable But Cautious High Low Give autonomy with regular check-ins to 

rebuild motivation.

Caution: Employee may procrastinate 

or avoid taking initiative due to 

low conǈdence. Encourage small 
successes to rebuild motivation.

3. Plan Your Availability

•	 Track time spent on support conversations.

•	 Schedule open-door “oǆce hours” for predictable access.
•	 Plan remaining work around support conversations.

•	 Debrief after emotionally heavy discussions (walk, journal, reǉect).

5. Key Tips for Effective Open-Door Leadership
•	 Be present: Listening often matters more than solving.

•	 Set boundaries: Structured availability prevents burnout.

•	 Empower staff: Encourage problem-solving and peer support.

•	 Adapt leadership: Tailor approach to employee type, competence, and commitment.

•	 Self-care: Protect your energy and time to remain eǅective.

Remember: The most eǅective open-door policy combines approachability with intentionality. Connecting 
with staǅ is crucial, but balancing availability with self-care ensures long-term success and prevents burnout.

4. Leadership Approach by Employee Type


