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1. Consult 
Change your mindset	
· Move from “difficult” to “crucial” conversation; the label you use will impact your mindset and the tone of the conversation (e.g.: from “negative performance feedback” to “constructive conversation about development”)

Ensure full understanding of context by reviewing: 
	
· Previous conversations on the topic or similar topics and any action items or decision points
· Current context and realities that could impact the issue (e.g.: newly onboarded employee)

Reach out to content experts
· HR or LR advisor for guidance on performance or labour-relations topics
· The Canada School of Public Service, to strengthen competencies in diversity, equity, and inclusion
· Wellness advisors for resources related to mental health and wellbeing

Get support to prepare 
· APEX Advisory Services for Executives
· Trusted coach/mentor
· Office of Informal Conflict Management Services or Employee Assistance Program

2. Prepare
Plan, but don’t script
· Determine key objectives and messages, and write them out
· Anticipate questions and prepare answers 

Request a meeting 
· Schedule a meeting in advance, with sufficient time to discuss (ensure you have no commitments or interruptions for the following hour)
· Let the employee know that they can have the support of a union representative (if applicable – check with HR/LR and they will provide advice)



Ground yourself 
· Prepare for the conversation by taking a few minutes to calm yourself (e.g.: practice deep breathing)
· Review your key points for the discussion
· Do not jump right into the conversation following another meeting

3. Discuss
Connect with empathy
· Think about how the employee might feel in the situation; put yourself in their shoes and think about how best to address the situation from their perspective

Lead with compassion
· Be forthright, honest and fair in presenting the topic
· Be curious, and ask open-ended questions
· Actively listen to the employee’s input and perspective; do not jump to conclusions or react if the employee is acting differently than you expected
· Lead with compassion by showing that you are there to support them
· Do not take things personally – if this is an emotional topic, then encourage a respectful two-way dialogue
· If the conversation becomes too heated, suggest that you schedule a follow-up for another time

Schedule follow-ups… 
· With the employee, to thank them for meeting with you and to check in on them (provide a bit of time for this)
· Set up additional meetings for follow-up actions, as required
· Follow-up with HR/LR as required, ensuring that the conversation and its outcomes are documented
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