
1 op 1 What issue would you like to raise? What can you do? What can help yo u? Who can help you?

1 on 1

Someone comes to you:

� To discuss a personal bad 
experience regarding manners�

� To report undesirable behavior 
they have observed in others�

� Because their behavior has been 
challenged.

�� Make time to listen attentively and 
with compassion�

�� Find out what the other person 
needs�

�� Ask if the incident has already 
been discussed with those 
involved. If not, encourage them to 
do so, alone or together with you�

�� If desired, talk to everyone 
involved and look for a solution 
together�

�� Make agreements and follow up 
on them�

�� If someone does not want to take 
action, but you think it is 
necessary, see what is possible 
with the consent of the person(s) 
involved to prevent recurrence�

�� Remain objective, the accused 
person also their side to the story.

� Postpone you r judgment�

� Listen, summ arize, dig deeper 
(LSD)�

� Ask open-end ed questions (who, 
what, where, when, how)�

� Use feeling re flection. This shows 
that you take  the other person's 
feelings and e motions seriously 
(e.g. "I see tha t you are emotional, 
how are you doing now?"�

� Use the STAR R method to clarify 
the situation.  Pay attention to the 
factual inform ation as well as to 
emotions and  feelings (see also the 
IPIG model)�

� Be aware of y our own 
communicati on style, the style of 
the other per son and the style 
needed in thi s situation.

If you are unable to find a solution, 
explain the situation to another 
manager, someone from the MT or 
Division Management. If you find this 
difficult, ask the P&O partner of your 
division/directorate for help.



You can also always contact the 
counselor at the Bureau of Ombuds 
and Confidential Matters

You yourself observe 
undesirable behavior and 
must intervene, if only 
because of your position.

�� Clearly specify which behavior is 
not acceptable and give concrete 
examples�

�� Indicate why it is not acceptable 
and what effect the behavior has 
on you and/or those involved�

�� Allow the other to respond�

�� Indicate which behavior you do 
expect and discuss the solutions or 
actions to be taken.

� Use the rules  for providing 
feedback.

If you find this difficult, ask help from 
another manager, someone from the 
MT or Division Management. You can 
also ask advice from the P&O partner 
of your division/directorate.

Team

You want to bring up the 
theme of misconduct for 
discussion in your 
department or team.

Options:

�� Quick and easy: During the daily 
start, coffee break, meeting about 
WPS results or other regular 
consultation�

�� In more detail: Scheduled longer 
dialogue about this theme.

See toolbox f or staff 
members on  the website:

� Manual for co nducting a dialogu�

� I'm not judgin g you, am I? dilemma 
game (DU/EN G�

� The game 'Sh ould be OK' (NL) / 
(ENG�

� E-learnings to  complete together

Do you have any questions or do you 
need help? Send an email to 
ditzijnwij@umcutrecht.nl

Personal

experience

You have personally had a 
bad experience and want to 
talk about this with 
someone.

Go to the website This is us and follow 
the steps that match your situation.

� Goodhabitz tr aining 'Undesirable 
behavior tack led' may provide 
more insight into how you can act.

Your manager is your first point of 
contact. If this does not provide a 
solution or does not feel right, you 
can contact a counselor of the Bureau 
of Ombuds and Confidential Matters.

Manual for managers
Ga in gesprek met je mensen (1 op 1 of in teamverband) over het onderwerp 
Sociale veiligheid. Geef zelf het goede voorbeeld en stimuleer anderen dit ook 
te doen. In deze handleiding voor leidinggevenden vind je tips en tools om 
concreet mee aan de slag te gaan, maar ook welke hulplijnen je in kunt 
schakelen indien nodig.

Toolkit supervisors

https://eur05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.goodhabitz.com%2FShibboleth.sso%2FLogin%3FentityID%3Dhttp%3A%2F%2Ffs.umcutrecht.nl%2Fadfs%2Fservices%2Ftrust%26target%3Dhttps%3A%2F%2Fmy.goodhabitz.com%2Fclient%2Fsso_login.html%3Fdeeplink%3Dhttps%3A%2F%2Fmy.goodhabitz.com%2Fnl-nl%2Fonline-course%2F9910%2Fgesprekstechnieken-lsd.html%3FactivityId%3D9939&data=05%7C01%7CS.M.vanRossem-2%40umcutrecht.nl%7C98abefbe454245b76bf008db166036a3%7Cdcdf4a3dd0c04a6394cf781981249be5%7C0%7C0%7C638128375070274808%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=RZR4iaXepI%2B49%2Bq6Sqz5bQbOnoxzE5r6yAAKqLKAqjY%3D&reserved=0
https://ditzijnwij.umcutrecht.nl//wp-content/uploads/2023/05/The-STARR-model.pdf
https://umcutrecht.sharepoint.com/sites/W_OWC_ProjectteamCampagneOpenStimulerendeLeeromgeving/Gedeelde%20documenten/General/1%20Communicatie/Leidinggevenden,%20docenten%20en%20begeleiders/Documenten%20voor%20website/Bijlage%20STARR-IPIG,%20Kick-off%20Informatie%20A4%20leidinggevenden,%20vs%2020230305.docx
https://eur05.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.goodhabitz.com%2FShibboleth.sso%2FLogin%3FentityID%3Dhttp%3A%2F%2Ffs.umcutrecht.nl%2Fadfs%2Fservices%2Ftrust%26target%3Dhttps%3A%2F%2Fmy.goodhabitz.com%2Fclient%2Fsso_login.html%3Fdeeplink%3Dhttps%3A%2F%2Fmy.goodhabitz.com%2Fnl-nl%2Fassessments%2F4D3PIqlN9xnpEadilAaiZV&data=05%7C01%7CS.M.vanRossem-2%40umcutrecht.nl%7C98abefbe454245b76bf008db166036a3%7Cdcdf4a3dd0c04a6394cf781981249be5%7C0%7C0%7C638128375070274808%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2F1%2B%2FK5HjoOzKKn8hBZkYzWzqB%2Bk%2BImNZ%2B9FoVsvRB98%3D&reserved=0
https://intranet.umcutrecht.nl/connect/personeelenorganisatie/Paginas/Partners.aspx
https://intranet.umcutrecht.nl/connect/personeelenorganisatie_arbeidsverhoudingen/Paginas/Functionaris-Ombuds--en-vertrouwenszaken.aspx
https://intranet.umcutrecht.nl/connect/personeelenorganisatie_arbeidsverhoudingen/Paginas/Functionaris-Ombuds--en-vertrouwenszaken.aspx
https://ditzijnwij.umcutrecht.nl//wp-content/uploads/2023/05/Giving-feedback.pdf
https://umcutrecht.sharepoint.com/sites/W_OWC_ProjectteamCampagneOpenStimulerendeLeeromgeving/Gedeelde%20documenten/General/1%20Communicatie/Leidinggevenden,%20docenten%20en%20begeleiders/Documenten%20voor%20website/Bijlage%20Feedback%20geven%20onepagner.docx
https://intranet.umcutrecht.nl/connect/personeelenorganisatie/Paginas/Partners.aspx
https://ditzijnwij.umcutrecht.nl//wp-content/uploads/2023/05/Dialogue-Format.pdf
https://intranet.umcutrecht.nl/connect/personeelenorganisatie_loopbaan/Paginas/Diversiteit-en-inclusie.aspx?editor=false
https://ditzijnwij.umcutrecht.nl//wp-content/uploads/2023/06/Spel-Moet-toch-kunnen.pdf
https://ditzijnwij.umcutrecht.nl//wp-content/uploads/2023/06/Game-Should-be-OK.pdf
mailto:ditzijnwij@umcutrecht.nl
https://depresenteerschool.nl/blog/het-ipig-model-op-welk-niveau-communiceer-jij-met-anderen/
https://depresenteerschool.nl/blog/het-ipig-model-op-welk-niveau-communiceer-jij-met-anderen/
https://intranet.umcutrecht.nl/connect/personeelenorganisatie_arbeidsverhoudingen/Paginas/Functionaris-Ombuds--en-vertrouwenszaken.aspx
https://intranet.umcutrecht.nl/connect/personeelenorganisatie_arbeidsverhoudingen/Paginas/Functionaris-Ombuds--en-vertrouwenszaken.aspx

