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AIDE MEMOIRES: ALL STAFF 

 

AIM 
 
These aide memoires have been gathered and developed from a variety of sources and are useful 
tools to assist all our staff during the 3Rs we are facing during COVID-19. 
 

DISTRIBUTION 
 
These are intended for you to print and made available to all staff members if you do not have your 
own mechanism for achieving their aims.  
 
Due to the sourcing of some of these aide memoires from organisations in the South East, please 
amend them to have your own organisations phone numbers/contact details. Please also ensure 
these are printed on something durable so that staff members can keep on their person and in 
compliance with Infection Prevention and Control (IPC) procedures. 
 
All can be laminated and made into smaller / larger sizing for personal use and/or poster display.  
 

CONTENT 
 
The Aide memoires are: 
 

• Annex F: Check In/Out Handout (print doubled sided) 

• Annex G: Going Home Checklist 

• Annex H: Coping Strategies/Grounding Techniques 
• Annex I: 5 Step Wellbeing conversation 

 
And should be considered to be published in a Decompression / Wellbeing Room. 
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ANNEX F 
CHECK IN/OUT HANDOUT 
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Going Home Checklist 

Take a moment to think about today 

Acknowledge one thing that was difficult 
on your shift; let it go 

Be proud of the care you gave today 

Consider three things that went well 

Check on your colleagues before you leave; 
are they OK? 

Are you OK? Your senior team are here to 
listen and support you 

Now switch your attention to home: 

RestandRecharge 

Our employee assistant programme, Care first, is available to all employees at any 

time. The service is free for everyone to use and offers confidential, impartial advice 

and support at any time, 24 hours a day, 7 days a week. 

You can call the free phone number on 0800 174 319 or access the 

Care first website at https://carefirst-lifestyle.co.uk/ 

Login: asp001, password: employee

ANNEX G 

 
 



NHS SE #HAY GUIDE                     May 2020 

ANNEX H 

COPING STRATEGIES/GROUNDING TECHNIQUES 

 
1. Reconnect the person with reality  

2. Orientate the individual to here and now 

3. Reassure the individual, decrease anxiety 

4. Prevent further injury or distress 

 

 

 

Focus on all 5 senses: 

• Touch 5 things 

• See 4 things 

• Hear 3 things 

• Smell 2 things 

• Taste 1 thing 

 

 

 

 

Set Goals – Create a daily structure 

 

Think Positive 

• Challenge unhelpful and negative thoughts, 

focus on what you can control,  

Emotional Control   

• Notice your emotion, label and separate yourself from it, don’t 

become overwhelmed, ask for help if needed 

Anxiety Regulation 

• Stay informed, use coping strategies, maintain 

routines 

Mental Rehearsal   

• Visualise success and imagine how you will 

achieve your goals 
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ANNEX I 

5 STEP WELLBEING CONVERSATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


