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Responding to Psychosocial Hazard Reports 
Quick Reference Guide

This guide provides managers and supervisors with a step-by-step framework for responding to 

psychosocial hazard reports in the workplace. It helps managers handle concerns eǅectively while 
supporting all employees involved. 

Step 1: Self-Reǉection 
•	 Recognize your own biases and familiarity with staǅ. 
•	 Understand that your experience may diǅer from the reporting employee’s perspective. 
•	 Commit to fairness and maintaining psychological safety. 

Step 2: Listen Supportively 
•	 Maintain open body language and nod to acknowledge the employee. 

•	 Ask open-ended questions: “Can you walk me through what happened?” 

•	 Reǉect back neutrally: “It sounds like you felt unsafe when…” 

•	 Validate feelings: “That must have been an uncomfortable situation to be in.”  

•	 Avoid minimizing the concern: “That doesn’t sound serious.” 

•	 Avoid relying solely on past experience: “That’s just how they are.” 

•	 Thank the employee for reporting and reassure them that their concern will be taken seriously 

Step 3: Identify the Psychosocial Hazard and Assess the Risk 
•	 Identify the Hazard: Psychosocial hazards are aspects of work that may cause psychological 

or emotional harm (e.g., conǉict, bullying, harassment, discrimination, aggressive behaviour, 
excessive workload, unclear expectations, repeated disrespect). 

•	 Assess Severity (Risk Matrix Approach) 

•	 High Severity: Could result in serious psychological harm (e.g., bullying, threats, 

harassment, discrimination, intimidation, or physical danger). 

	› Take immediate safety measures. 

	› Follow formal procedures; do not rely on direct staǅ-to-staǅ mediation 
•	 Medium Severity: Could cause harm requiring professional support or psychological 

treatment (e.g., persistent tension, repeated conǉict, ongoing miscommunication, or 
repeated disrespect). 

	› Consider supported conversations, coaching, or mediation. 

	› Document and monitor the situation. 

•	 Low Severity: Could cause short-term distress or require minimal intervention  

(e.g., isolated incidents, misunderstandings, or unclear expectations). 

	› Use supported conversation or expectations-setting. 

	› Document all concerns. 1 of 2
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•	 Consider likelihood: Even a lower-impact issue may need immediate attention if it’s likely to 
happen again. 

•	 Support Services: Remind the reporting employee of available resources, such as Employee 

Assistance Programs (EAP), counselling, peer supports like Care to Speak, or other mental 

health resources. 

•	 Follow Policies: Apply workplace procedures related to bullying, harassment, discrimination, 

or professional conduct. Align all steps with legal, union, and policy obligations. 

Step 4: Gather Information 
•	 Speak with the reported employee neutrally: 

	› “How have interactions been with your colleague?” 

	› “Is there anything challenging between you two?” 

•	 Check whether similar concerns have been raised previously by reviewing documentation or 

workplace records. 

•	 Ask other staǅ about team dynamics in a general, non-identifying way: 
	› “Have you noticed any challenges or tension between team members?” 

	› “Are there any interactions or situations that have felt uncomfortable or stressful?” 

Step 5: Take Action & Follow Up 
•	 Document everything related to: What was reported, questions asked, observations, actions 

taken, and safety considerations & follow-up plans 

•	 Plan an Appropriate Response: Collaborate with the employees involved to put in place one 

or more of the following (this list is not exhaustive): 

	› Mediation/facilitated conversation when both parties feel safe 

	› Coaching or expectations-setting 

	› Temporary shift adjustments (if needed) 

	› Formal investigation/corrective action (if warranted) 

•	 Monitor and Follow Up: Check-in with both employees regularly, observe team dynamics, 

and adjust supports as needed 

Reminders 
•	 Prioritize safety and fairness over convenience.  

•	 Ask, listen, and validate, avoid assumptions and judgments.  

•	 Document every step of the process. 

•	 Reinforce ongoing psychological safety within your team. 

•	 Encourage the reporting of psychosocial hazards.


