
 

Difficult Conversation Process: 
Step 1: Ask yourself… 

 “Why is this conversation difficult? Why am I 
nervous about having the conversation?” 

 “What issues have occurred?” 
Step 2: Ask yourself… 

 What is your goal for the conversation? 
o To be right? 
o To get the other party in trouble? 
o To change the other party? 
o To get to a place where you can 

move forward together? (not 
necessarily as friends, but in a 
cordial manner) 

 Which of the listed issues…  
o …directly affect you?  
o …directly affect your job 

performance? 
o …do you have the power to 

change? 
Step 3: Logistics…  

 Set up a meeting at an appropriate time 
(when both parties are free and other 
emotions will not affect the conversation) 

 Give a heads up as to what the 
conversation is about 

o Do not “blind side” the other party 
o Give them time to come up with 

facts and a detailed response as 
you have. If you do not, they will 
immediately become defensive 

Step 4: Finally, the conversation! 

 Have the conversation 
o Set ground rules 
o Be respectful 
o Do not talk over each other 
o Be honest and realistic. 
o Allow each party to refute 

statements. While this will “slow” the 
process down and can seem like a 
bunch of excuses, it will help each 
side feel heard and not immediately 
shut down.  

o Keep your emotions in check. It is 
okay to table the conversation or 
take a break if it gets too emotional.  

Step 5: Conclusion 

 Find a resolution together 
o This will include compromise from 

both sides 
o Be honest and realistic 

Step 6: Following Up 

 Follow up 
o Be cordial 
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