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There are generally 3 types of conversation that we should all have with
our line manager or with our team members;

1. The check - in conversation
2. The reward conversation

3. The career conversation

However, there is a further type which hopefully we do not have to have
often, but if something is going wrong;

4. The difficult conversation

The conversations toolbox is designed to help conversations flow as we
adapt to having performance conversations. There are no complicated
forms or training modules, just simple human conversation starters which
can be led by individuals or line managers.

The toolbox is for
everyone to familiarise
themselves with, including

O0O0 line manager guidance.
m m m Everyone is encouraged to

read it!

Try to not read the toolkit O
guide as a script it may
seem disingenuous. Begin

with 1 or 2 conversation
starters and see where the fﬂﬂ
conversation takes you...

(N |
Q— Don’t worry about
having the perfect

conversation - we
are only human.



Team member conversation starters:

Let me share what I've been up to...

The Check-In Conversation

How do you think | did at that meeting/event last week? |
thought... went well but could have done better at...

Is there anything else | should be focussing on?

Designed to be simple, owned by individuals. It is a perfect +  How am | doing in general?
opportunity to agree priorities, discuss recent work and receive

. . i i i 2
feedback and coaching from your line manager. Is there anything | should be doing differently=

Can | ask for your support on something? n m

Agree a structure/ frequency with your line manager that works
for you both; typically these should be 30mins at least once a
month.




Team member conversation starters:

How would you sum up my contribution?

The Reward Conversation

Can you tell me how | stack up against my peers?

What is the approach to pay and reward here?

The most valuable thing to me at the moment is... eg. Cash,

. . . . . development, time off, new responsibility...
Having a discussion about pay can be awkward, but it is an important 2 > 7

discussion to have - the more open and honest the better. Reward is These are the changes | would like to see in my reward

not just about pay, there are other options to recognise and delight package and why. O O
individuals such as on the spot rewards for a job well done that are o

thoughtful and tailored to the individual eg. time off, vouchers, l’xg?aﬁﬁé?need 1 e 6 MElS & VEIUE e il sUen i [\

personal gift also never forget the power of sending personal notes of
appreciation! Whilst we want to invest in our reward structures this
goes hand in hand with our profitability and if trading conditions allow
investment.

Suggested timing: at least annually.



Team member conversation starters:

Can | share my aspirations - short and long term?

The Career Conversation

These are some of the things I've been doing recently to
develop and learn.

Inflexible career ladders and a “one size fits all” approach to career Satpesibels iz isnD e LA L Gl
development is now irrelevant and impossible. Career development

today is about playing to your strengths, getting exposure to new skills Can you help me understand how | progress to...?

and trying new things. A career conversation assists in discovering | am thinking a sideways move to ... would be good for my O O
what is important to an individual, what their strengths are and how we development - what do you think?

can support you to play to them. Individuals may be people orientated | have been thinking about what | want to learn next and AR
and be fantastic with people, others may play to the strengths by being want to discuss ideas with you.

a true expert in their area of expertise; there are no moulds or rules to Would you be able to introduce me to a mentor who could

follow when it comes to career moves! help me develop in.... ?

Suggested timing: 30min - Thr quarterly



Team member conversation starters:

The Difficult Conversation

| know that piece of work was due last week but | am
struggling with it, can you help me?

| just don’t feel that I'm playing to my strengths and

it’s demotivating me. Are we able to discuss options?
A difficult conversation is tough for both the individual and the line , S
manager, how individuals respond will make all the difference to the If I could get some support with .... I really think it

outcome. We are a business where we nip issues in the bud and would help.

discuss things openly. What do you think | could do differently, so | can get

)
Suggested timing: when necessary SEER G e




