
 

 

DIFFICULT CONVERSATIONS 101: PLANNING TO HAVE A DIFFICULT 
CONVERSATION 

Being able to have difficult conversations is a key skill for any manager and leader, 
which, with time and practice, will become easier. This template is designed to help 
you develop a framework for having a real difficult conversation with a member of 
your team.  

Using this template: 

1. Complete this template in advance of a difficult conversation you need to have. 
2. If you still feel uncomfortable about having the conversation, consider role playing it 

with a trusted colleague or more experienced manager first.  
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Planning to have a difficult conversation 
 

What message do you need to get across? 
 
 
 
 
 
 
  

What evidence do you have to outline the issue (who, what, when)? 
 
 
 
 
 
 
 

What results do you want to see (what is the ideal outcome)? 
 
 
 
 
 
 
 

What questions do you want to ask your team member? 
 
 
 
 
 
 
 

What questions might your team member 
ask? 
 
 
 
 
 
 
 
 

What are your responses likely to be? 

What will you agree to do to follow up? 
 
 
 
 
 
 
 
 

By when? 
 
 

 


