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Steps for a Difficult Conversation

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step7 Step 8
Make sure State your Ask for Tell your side. Get to the Evaluate the Create an Follow up.
the receiver purpose. their story third side. three F’s. action plan, if
is ready. appropriate.

ldentifying Your Desired Outcome

Have an outcome prepared as you decide
how to approach the conversation:

Ask yourself:

What's the best case scenario in
having this conversation?
= What reaction are you looking for from

9 . .
What's the worst case scenario if we the other person?

don’t have this conversation?

= What do you need the other person to
remember?

What is my personal motivation for

this conversation? Can | keep this in

mind as the conversation unfolds?

B What do you need the other person to do
after your conversation?

Am | being fair to others as |
pursue my own goal?

What To Do When Things Don’t Work Choosing the Place for a Conversation

Template for Difficult Conversations

List dates
for follow up

Probing Techniques

One of the most common ways of probing is to ask an open question, such as:

“Can you describe that more clearly?”

“Would you give me a specific example of what you
mean?”

“What do you think we should do?”
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Active Listening Tips and Techniques

Active listening means that we try to understand things from the speaker’s point of view. It includes letting the
speaker know that we are listening and that we have understood what was said. Here are some ways to do that.




