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Difficult Conversation Planning Worksheet
Prepare a respectful, fact-based, solution-focused workplace conversation.
	HOW TO USE THIS RESOURCE
Complete the sections that apply to your situation. Use specific evidence rather than assumptions, and adapt the tool to your organization’s requirements.


Current State
What is happening now? What evidence or examples describe the current state?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Desired Outcome
What would a successful outcome look like?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Gap / Barriers
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Action Plan
	Action
	Owner / Support
	Target Date
	Evidence of Progress

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reflection / Follow-Up
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Use With Judgment
This resource supports professional development and workplace planning. It is not a substitute for organizational policy, legal advice, clinical judgment, regulatory requirements, or role-specific supervision.
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Educational resource. Adapt to your organization’s policies, procedures, legal requirements, and scope of responsibility.




