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Open
• Purpose
• Impact

Describe
• State observations
• State expectations

Discuss
• Ask for feedback
• Listen

Develop
• Ask for ideas
• Identify (solutions, 

resources, plans, measures)
• Get agreement

Close
• Summarize
• Follow-up
• Confirm confidence
• Follow-through
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Before

•Own this – these conversations 
are a part of your managerial 
role

•Take charge of your emotions
•Acknowledge the efforts you 

spearheaded to improve the 
situation and the employee’s 
role and response

•Stay grounded in the meeting 
purpose

During

•Describe the problem in a way 
that sets the right tone

•Provide data and state next 
steps

•Navigate attempts to get side-
tracked

•Summarize what will occur 
now

After

•Provide follow up 
documentation as deemed 
appropriate by your HR 
Consultant or Labor Relations

•Create action plan, if 
appropriate, and schedule next 
steps
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Throughout:

Consult HRC or 
Labor Relations

Eligibility

Monitor/
Track

Return to 
Work

Know Law,
Policy & 
Contract
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