	Reference Sheet A  Performance Conversation Plan
	


	Performance Conversation Plan
Use this to plan any performance or feedback conversation — praise or correction



BEFORE YOU START
	Who is this conversation with?
	

	The issue or topic:
	

	What outcome do I want?
	



THE CONVERSATION — SBI
	S — SITUATION: When and where did this happen?

	



	B — BEHAVIOUR: What exactly did I observe? (facts only, no interpretations)

	



	I — IMPACT: What was the effect on the team, customer or work?

	



	My opening line: (direct, calm, specific — no sandwich)

	



QUESTIONS TO ASK
	“What was going on for you?” “What do you think the standard should be for this?” “What’s been getting in the way?” “What would help you most right now?” “What’s the one thing you’ll do differently this week?” “When shall we check in on progress?”





WHAT WE AGREED — Fill in after the conversation
	Specific actions the employee will take:

	

	Timeline and follow-up date:

	

	

	💡  After the conversation, send a brief email summary: “Following up on our chat today — to confirm, we agreed that [x] by [date]. Happy to discuss further if needed.” This creates a written record without feeling formal.
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