SAS DOCTORS REVIEW   LEADERSHIP IN PRACTICE
LEADERSHIP IN PRACTICE  /  TOOL 06
Difficult conversation planner
Prepare a fair, specific and useful discussion while preserving respect.
	Name: ____________________________________     Date: __________________     Role/team: ______________________________


Purpose and conditions
	Purpose in one neutral sentence
What needs to be understood, decided or changed?
 
 


	Observed fact or behaviour
	Impact
	Relevant standard

	 
 
	 
 
	 
 


	☐
	The setting is private and there is enough time.

	☐
	I know whether this is informal, supervisory or part of a formal process.

	☐
	Immediate safety has been addressed.

	☐
	I have considered health, workload, capability, discrimination and system factors.


	Opening words
Write a calm, direct opening that avoids judgement about motive or character.
 
 




Listen, agree and follow up
	Questions I need to ask
Include an open invitation to explain context and impact.
 
 
 


	Required change
	Support available
	Owner / date

	 
 
	 
 
	 
 


	How I will close
Summarise the issue, expected standard, agreed action and review point.
 
 
 


	Review note
What changed, and what further support or process is needed?
 
 


	Keep it proportionate
Follow local policy where a concern may involve conduct, capability, health, bullying, discrimination or patient safety.
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