
Checklist for a
Mentally Healthy
Team

In support of USC’s unifying value of well-being, the
USC Healthy Campus Mental Health subcommittee is
providing this checklist as a tool to support
collaboration among colleagues. We all play a critical
role in creating a culture where faculty and staff feel
supported, heard, valued, and empowered. 

This checklist contains suggested actions to consider
incorporating into your interactions with your
colleagues. Thank you for contributing to a mentally
healthy team culture. 

Get in touch:

 workwell.usc.edu 213-821-0800 workwell@usc.edu

https://workwell.usc.edu/services/health-and-well-being/healthy-campus-initiative/mental-health-subcommittee/
https://workwell.usc.edu/
mailto:workwell%40usc.edu?subject=


Model Healthy Behaviors

Daily actions:

Take breaks and use your vacation time when you can

Set work-life boundaries (e.g., avoid emailing during non-work hours)

Prioritize sleep, exercise, nutrition, and stress management,
and encourage colleagues to do the same 

Make time to connect with colleagues in meetings, over
coffee, or at lunch

Celebrate wins, big or small, and acknowledge progress



Build Relationships With Colleagues

Daily actions:

Listen more than you speak 

Ask open-ended questions 

Be mindful of how colleagues may be feeling

Take time to connect on a personal level when appropriate

Look for opportunities to collaborate and follow through on
commitments 

Allow space for others to respond to questions or decisions

Listen respectfully and confirm understanding

Practice kossip

Kossip
It’s a combination of kind + gossip, and think of it like gossip, but in
reverse.  The practice of Kossip is all about saying kind things about others
behind their back. And then, when the kind words inevitably make it back
to the person, their day will be made (Credit to Shola Richards).

https://sholarichards.com/


Be understanding of colleagues’ schedules and deadlines when
possible

Clarify decisions, deadlines, and priorities when collaborating

Encourage colleagues to ask for clarification when
needed

Clearly communicating a goal or purpose

Sharing an agenda in time for attendees to review

Honoring the meeting start time and scheduled length

Ensuring everyone has a chance to share ideas or contribute

Follow good meeting practices, including:

Daily Actions:

Work Wisely

Respect and honor colleagues’ start and end work times 

Ask questions openly to promote learning and shared
understanding

Share project deadlines as early as possible to help
colleagues plan their work efficiently



Be genuine

Psychological Safety

Ask for input, help, and others' perspectives 

Offer words of encouragement

Show appreciation by recognizing colleagues' contributions 

Normalize mistakes and lessons learned through verbal
acknowledgement

Foster Psychological
Safety in the Workplace
Psychological safety is a condition in which you feel (1) included, (2) safe to learn,
(3) safe to contribute, and (4) safe to challenge the status quo—all without fear of
being embarrassed, marginalized, or punished in some way.

Share relevant updates when possible and encourage open
communication about concerns or ideas 

Model healthy dialogue by being curious and asking thoughtful
questions when challenges arise 



Weekly Actions:
Check in With Colleagues

Build in time for connection 
Include quick check-ins that are not strictly related to work
tasks or assignments 

Ask questions like, “How was your week?” 

Encourage your colleagues to share something that
brought them joy, etc. 

Ask your colleagues how they are doing while being mindful of
varying comfort levels when sharing personal information.

Encourage open discussion about concerns and needs by asking:

“What feels most stressful right now?”

“What obstacles are you facing?” 

“What resources do you need?”

“What resources would be helpful?”

“How can we support each other?”

Initiate regular conversations about work such as, what energizes
them and what may feel draining.

Communicate Priorities With Colleagues

Clarify the level of urgency for tasks when working together

Be open to adjusting priorities if the workload feels overwhelming

Communicate transparently and share updates when possible 

Make expectations explicit rather than assumed 



Respect and support your colleagues’ work-life boundaries (e.g., be mindful
of after-hours/weekend emails and overtime, etc.)

Weekly Actions:
Recognize Colleagues

Celebrate healthy choices 

Connect individual contributions to shared goals

Celebrate small wins 

Highlight growth and development, even when challenges arise

Make your colleagues feel valued by asking for feedback and
encouraging them to share new ideas

Normalize Health and Well-being

Visit the Nearby Nature locations and listen to the
audio tours

Encourage colleagues to take micro-breaks when needed

Contribute to creating an environment that supports well-being 

Incorporate mental health and well-being into regular conversations
when appropriate

Support participation in wellness activities when possible, such as
WalkUSC and other wellness events

Check out the WorkWell Guide for ideas

Prioritize your own self-care and encourage colleagues to do the same (e.g.,
eat a balanced diet, move more, manage stress, and aim to sleep for at least
7 hours/night)

Be flexible and understanding around colleagues’ work arrangements and
schedules when possible 

https://workwell.usc.edu/services/health-and-well-being/healthy-campus-initiative/built-environment-sustainability-subcommittee/#nearbynature
https://workwell.usc.edu/events/walkusc/
https://workwell.usc.edu/events/
https://workwell.usc.edu/events/
https://workwell.usc.edu/wp-content/uploads/2022/02/WorkWell-Guide.pdf


Monthly/Quarterly
Actions:

Promote Mental Health Awareness

If appropriate, share a mental health topic or resource at meetings

Acknowledge the ebbs and flow of work

Share helpful mental health resources with colleagues when relevant 

Suggest arranging a mental health talk from WorkWell if colleagues
are interested

Acknowledge stressful times 

Verbally speak about the importance of mental health and
well-being 

Encourage the use of time off to support health and life satisfaction;
time off restores the mind, increases creativity, and productivity

Foster Learning and Growth

Encourage each other to participate in professional development,
leadership, and collaboration opportunities to support growth and
engagement

Explore new projects, opportunities, trainings, and other learning
experiences together

Share key takeaways from conferences, workshops, or trainings with
colleagues 

Offer both constructive and positive feedback to colleagues



Monthly/Quarterly
Actions:

Align on Team Norms

Openly share thoughts about potential adjustments

Ask one another, “Is the way we’re working working for us?” 

Revisit and adjust norms around working styles, communication, and
platforms 

Encourage positive and collaborative practices that help create
a workplace where everyone feels valued and supported

Collectively assess what is working well for colleagues and identify
areas of improvement 

Learn About Mental Health

Suggest attending Mental Health First Aid Training from
WorkWell, either as a team or individually 

Explore reputable, evidence-based source (e.g., Greater Good Science,
Learning Well Magazine, NAMI, Jed Foundation, SAMHSA), websites, and
publications

If allowed, encourage colleagues to use work hours for mental
health trainings or to learn more about mental health, especially if
trainings are longer (e.g., a few hours or 1–2 days to complete) 

Invite colleagues to share their own stories, experiences, and
perspectives around mental health 

Visit TrojanLearn for mini-courses on mental health-related topics

https://greatergood.berkeley.edu/
https://learningwellmag.org/
https://www.nami.org/
https://jedfoundation.org/
https://www.samhsa.gov/
http://trojanlearn.usc.edu/


What Can You Do For
Yourself?

Practice Health-Promoting Behaviors

Be active

Get adequate rest

Implement work-life boundaries

Unplug from devices

Eat balanced meals

Participate in campus wellness programs and activities, as schedule
and workflow allows, and encourage your team to participate

Stay hydrated 

Be aware of resources available to USC employees to support
mental health (e.g., WorkWell Center, therapy covered by USC-
sponsored insurance plans, and Campus Support and
Intervention)

Connect socially

Identify hobbies, creative outlets, and service
organizations that USC employees can get involved in

Find time to do whatever it is that brings you joy

My Action Plan
Write down the priority actions you will take here:

____________________________________________
____________________________________________
____________________________________________

Take a 5-10 minute walking break



Appendix
USC Resources:

TrojanLearn is the learning platform that contains thousands
of courses, books, certificate programs, and curricula. Check
out TrojanLearn and the many playlists already created to
explore topics for skill building and development.
WorkWell Center provides programs, resources, and services
to USC benefits-eligible faculty, staff, post-docs, and retirees
that help them thrive in all areas of work-life wellness.
Human Resources HR Partners are available for consultations
on various HR-related questions or needs. Every school and
administrative unit has a Human Resources (HR) Partner or an
HR team available.

For more information, contact Julie Chobdee, Associate
Director, Health & Well-being Program, WorkWell, at
Jchobdee@usc.edu.

Created by members of the Healthy Campus Mental Health
subcommittee:

Julie Chobdee, Lorena Duran, Jesus Chavez,
Cheryl Xu, Brian Chavez, Sonja Castañeda-

Cudney, Alison Hill, Marlen Ibarra-Ortiz, Jessica
Singer, Ani Hakobyan, Leah Tyus, Angelica Al

Janabi, Mayra Velazquez, Suzzane Huynh

https://shibboleth.usc.edu/idp/profile/SAML2/Unsolicited/SSO?providerId=https://trojanlearn.csod.com/shibboleth&shire=https://trojanlearn.csod.com/samldefault.aspx
http://workwell.usc.edu/
https://employees.usc.edu/work-life/hr-contacts/
mailto:Jchobdee@usc.edu
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