Difficult Conversation Planner
Care Supervisors Network Resource
Before the Conversation
Employee Name: ________________________________________
Role: ________________________________________
Date of Discussion: ________________________________________
Supervisor: ________________________________________
What is the issue?




Preparing for the Conversation
Desired outcome: ________________________________________
Positive message to communicate: ________________________________________
Conversation Framework
1. Open the Discussion



2. Explain the Issue



3. Explain the Impact



4. Listen



5. Agree Actions



6. Support Required



Follow-Up Plan
Review Date: ________________________________________
What improvement will success look like?


Supervisor Reflection
What went well?

What could I do differently next time?

Additional notes:


Reminder Checklist
Focus on facts, not assumptions
Address behaviour, not personality
Listen as much as you speak
Be clear about expectations
Agree actions and timescales
Follow up
Simple Conversation Formula
Issue → Impact → Listen → Agree Actions → Follow Up




