	MANAGER BRIEFING GUIDE
Preparing managers to support the psychosocial survey



This guide equips managers to support the survey, answer common questions from their team, and avoid common mistakes that undermine participation. It should be delivered 1 week before survey launch, either in a short briefing session or as a read-ahead document.
What you need to know
The survey is about work conditions, not individuals
The survey measures psychosocial factors – things like workload, role clarity, quality of support, fairness of processes. It is not used to track your individual performance, attitudes, or mental health. Results are reported as aggregate patterns.
You will not see your team's individual responses
This is important to communicate clearly and early. Individual responses go to [preferred survey platform], which only [survey admin] can access. Your role is not to interpret raw data – you will receive aggregated results for your area when the analysis is complete.
Your team will look to you for signals
Workers pay close attention to how their manager talks about the survey. An eye-roll, a dismissive comment, or visible scepticism will reduce participation – particularly from people with concerns. Conversely, genuine endorsement from a manager workers trust significantly increases honest responding.
What your team needs from you
1. Acknowledge the survey when it's communicated – don't pretend it isn't happening.
1. Be honest if you, too, have questions. It's fine to say "I'll find out" rather than speculating about process.
1. Encourage participation without creating pressure. "I hope you'll find the time" is different from "I expect everyone to complete this by Friday."
1. Make time visible – if you know the survey takes 10–15 minutes, consider whether your team has that time during their regular work pattern. A short window during a team meeting is one option.
What to say – and what not to say
	Say this
	Not this

	"Your responses go directly to [preferred survey platform] and downloaded by [survey admin] – I don't see them."
	"Everything is confidential" (vague – doesn't tell them who does see it)

	"The results will be shared with the team as group patterns – not individual answers."
	"Don't worry about it, it's just a survey"

	"I want to know what's actually going on – your honest response helps more than a positive one."
	"Obviously everything's fine here" (before results are in)

	"I'll share what we find, and we'll talk through what it means for our team."
	Saying nothing at all after results come in

	“There is a plan in place, but there might be hiccups along the way. It’s more important we take the time to get it right”
	“This will be done and dusted in 12 weeks”


Common questions your team may ask
	Question
	Suggested response

	Can you see my answers?
	No. They go directly to [preferred survey platform], which only [survey admin] can access. I receive aggregate results – patterns across the team.

	Will this make any difference?
	That's a fair question. Honestly, that depends on what we find and what leadership commits to doing. The organisation has committed to sharing results and building an action plan. I'll hold that commitment and communicate updates to you.

	What if I'm worried about confidentiality in a small team?
	Good question to raise with [name/role – HR/WHS contact]. Minimum group sizes for reporting are designed to protect anonymity.

	Do I have to do it?
	Participation is voluntary. Your input improves what we're able to do with the findings – the more people respond, the more representative and useful the results.


After the survey closes
Results will be shared with [leadership / managers / teams] in [timeframe]. You will receive a briefing before results are communicated more broadly so you can prepare for any questions from your team.
You do not need to interpret or explain the results on your own – support will be available through [HR / WHS / name].


This guide is a starting point. Adapt the language and specifics to your organisation. If running a briefing session, allow 10–15 minutes and leave time for questions.
