Performance Conversation Planner

Understand what changed. Agree on the next step.

Employee: Date:
-
@ Notice
What changed? Use specific examples and their impact.
Observations and examples
-
) I
@ Explore
What might be contributing? Ask before proposing a fix.
Consider workload, priorities, resources, and barriers.
What | learned or still need to check
\_
) I
@ Agree
Who will do what, by when?
If more context is needed, agree what to check and when to return.
Next action:
Owner: Due date:
\_
) I

@ Follow up

When will we check whether the plan is helping?
Check-in date:

Evidence to review and adjustments needed:

-

Before closing, confirm the shared understanding, actions, owners, and dates.



