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Acknowledge the situation�and offer help. Address the situation�and immediately offer your support.�Try to move the conversation beyond toward a supportive action. 





Take your cue from your colleague. �If they change the subject, let it go.  However, if they want to talk, be ready�to listen and offer support. Just reflecting the other person’s feelings can�be very supporting.    





Focus on listening and be sensitive�to asking too many questions. It is fine�if your colleague volunteers information, but do not ask questions that may contribute to their stress. This is not the time to offer advice.  





Limit surprises. This may be obvious,�but your colleague has already experienced the unexpected, do not �throw a surprise going-away party.�When the time comes, it is fine to organize �a goodbye lunch, as long as you have asked and obtain their okay first. 




















Reach out. Sometimes the worst part�of experiencing this situation may come�a couple of months later when not much�is happening. Invite your colleague�to lunch, or send a supportive note saying that they are in your thoughts.





Recognize when the situation may require additional intervention. �If you feel that your colleague is coping poorly with the situation, you may want�to encourage them to contact Employee Assistance Services at 1 800 268-7708.  





Recognize that you will also�feel affected.  Experiencing a workforce adjustment situation is stressful. Seek out the information you need to make sense�of what is happening.





Adapted from: Anthony Balderrama, CareerBuilder.











Communication is essential during times of change. The only thing worse than bad or difficult news�is uncertainty. The following are the key steps and tips for the preparation and the communication�of difficult news.





How to Support Colleagues who are Affected











