‘Having Difficult Conversations’ Road Map
	Brief Overview of Scenario:
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	Difficult Conversation Preparation & Diagnosis

	WHY? …do I feel the need to have this difficult conversation in the first place? 
Why do anything? - What are the consequences of not having the conversation? 
Why has the situation come about? 
Why am I involved? 
Why now?


	

	WHO? ...do I need to involve in the difficult conversation? 
Who will it impact?  
Who are likely to be my allies/enemies in relation to this situation/issue?

Who else needs to know about it, if anyone?

Who needs to make any decisions?
Who can I chat this over with confidentially if I need to?

	

	WHAT? … is the present situation, main issue and reasons for needing the difficult conversation? What do I want to achieve, (i.e. desired outcome?) What might I accept? (-i.e. my plan b)
What are my critical questions and points to get across?
What might be the obstacles/objections/worst case scenario? What are my counter responses to these?

What questions might they ask? What will my responses to these be?

What factual evidence/information can I provide? 
What are likely to be the implications on the rest of the team if any?

What likely behaviours will I need to deal with? 
	



	PROBLEM DIAGNOSIS Cont’d

	WHEN? ...Is the best time to hold the difficult conversation?

When did this situation/issue first occur?

When do I need an outcome or change by?

When do I intend to practice my difficult conversation?

When will I know if the difficult conversation was worth having?

	

	WHERE? …is the best place to have the difficult conversation?

Where do I want the individual/team members to go immediately after the difficult conversation? (-Do I need to influence this and if so, how?)

Where is the best place for me to go immediately after the difficult conversation?
Where can I get outside help if I need it?

	

	HOW? …long do I envisage this difficult conversation taking? 
How do I intend to communicate the need for this conversation with the individual/s concerned prior to the meeting?

How do I intend to get the individual/s to open up during the meeting itself?

How is my attitude toward the conversation influencing my perception of it?

How do I intend to react during/after the conversation?

How is the other party likely to feel about this issue/situation? How will I deal with this?
How might I be perceived by others? How do I intend manage or react to this?

	


	DURING the Difficult Conversation - OPENING STATEMENT:


	1. Why are you here? & Intentions - State clearly and succinctly the reason/s for the discussion – name the issue/s & get straight to the point.  Also indicate your wish to resolve the situation 

	

	2. Hand it over to them for their version of events 
	

	3. Give at least one specific example which illustrates the behaviour or situation that needs to change (- keep it factual and objective).

	

	4. Describe your own emotions in relation to this issue, along with the emotions of others who may be involved. (-Try to be open & honest and ‘own’ your feelings)

	

	5. Clarify what is at stake (i.e. what are the likely implications/consequences of a failure to change). Avoid shallow, unrealistic threats.

	

	6. Identify your contribution to this problem/issue (-where applicable). Offer a brief acknowledgement that you recognise any role you may have played in creating the problem.

	

	7. Indicate your wish to resolve the problem and give reasons why along with any benefits. 

	

	8. Invite a response from their perspective. 
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