[bookmark: _GoBack]CONVERSATION PLAN – GIVING FEEDBACK

This conversation plan is for situations where the purpose of the feedback is to improve performance and behaviour.  Prepare notes under these headings prior to the meeting.  Use your own natural language style.  Be well prepared with facts, figures and examples of the issues you want to raise.  Find a quiet place where you won’t be interrupted. 
1. "The purpose of this conversation is to give you some feedback in relation to …………..
_________________________________________________________________________”
[Describe the behaviour or performance issue you want to comment on or redirect, including supplying examples and detail]
1. “Could I hear your reaction to this feedback please…….. 
_________________________________________________________________________”
[Listen but feel free to probe, discuss and if necessary challenge the response you are getting]
1. “The effect this behaviour/performance is having on the business/your reputation is……….
_________________________________________________________________________”
[Make the consequences of a continuation clear, to justify why change is necessary]
1. “Can you agree that a problem exists and that you will take responsibility for sorting out the problem? 
_________________________________________________________________________
1. “Let’s develop a plan that will help resolve this problem,

_________________________________________________________________________
[Ask for the employee’s ideas first. Discuss, agree and record the solution and any support to be provided]
1. "Are you committed to sorting this out?
________________________________________________________________________

Thanks I’m confident you can deliver.
