TOUGH
CONVERSATIONS
MADE EASY

A Script Pack To Help Leaders Coach Teams
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Leadership often comes with difficult
conversations

Whether you're managing a department or overseeing a team,
you're expected to guide others, set expectations, and handle
challenges calmly. Many leaders step into their roles without
formal training on how to lead conversations that are clear,
constructive, and respectful.

This script pack provides practical, ready-to-use conversation
frameworks for situations you’re likely to face:

When someone isn’'t meeting expectations

When it's time to correct behavior

When an employee shows potential but needs support

When expectations need to be reinforced

When you need to follow up after a prior conversation

This guide is not about reading from a script word for word. It is
about helping you feel more confident, prepared, and consistent
as a leader when you face tough conversations.
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Situation 1: Addressing Underperformance

WHEN TO USE:
When a team member isn’'t meeting the expectations of their
role, and you need to address it before the situation escalates.

WHAT TO SAY:

“Thanks for taking the time to meet. | wanted to check in
because I've noticed some concerns with your recent
performance, such as [specific example]. I'd like to understand
what's going on and figure out how we can work together to get
things back on track.”

WHY IT WORKS:

This opens the door to honest communication without jumping
to conclusions. It gives the employee a chance to explain and
shows that you're invested in finding a solution, not just handing
down a warning.
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Situation 2: Resetting Expectations

WHEN TO USE:
When there’s confusion or inconsistency in how policies or
responsibilities are being followed, and it’s time to realign.

WHAT TO SAY:

“l wanted to touch base about something I've noticed. There'’s
been some inconsistency with [issue], and | want to make sure
we’re on the same page about what's expected. Let's go over it
together and talk through anything that might be causing
confusion.”

WHY IT WORKS:

Rather than making the employee feel at fault, this approach

centers the conversation on clarity. It reestablishes structure
without defensiveness and invites the employee to be part of
the solution.
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Situation 3: Coaching for Growth

WHEN TO USE:

Use this when an employee shows promise or potential but
needs encouragement, direction, or skill-building support to
grow in their role.

WHAT TO SAY:

"l want to recognize how well you've been handling [task or
responsibility]. | also see areas where you could continue to
grow, particularly in [growth area]. I'd like to talk about how we
can support that development and what kind of guidance or
resources might be helpful to you."

WHY IT WORKS:

This type of conversation builds trust and engagement. It lets
the employee know you believe in them and are invested in their
success. Rather than only reacting to problems, this script helps
you proactively develop your team.
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Situation 4. Correcting Behavior

WHEN TO USE:

Use this when someone’s behavior or conduct is out of line with
your organization’s values or policies and needs to be addressed
clearly and professionally.

WHAT TO SAY:

"I need to talk with you about what happened during [incident].
That behavior is not consistent with our expectations, and it
needs to change. | want to be direct about the seriousness of
the situation, but | also want to hear your perspective and talk
about how we can move forward."

WHY IT WORKS:

It strikes a balance between holding a firm boundary and
showing respect for the person. You are making it clear that the
behavior is unacceptable, while also providing space for
reflection and a path forward.
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Situation 5: Following Up After a Warning

WHEN TO USE:

Use this when you have already had a performance or behavior
conversation, and it is time to review progress, reinforce
expectations, or take further steps.

WHAT TO SAY:

"We had a conversation on [date] about [issue], and | want to
follow up to see how things have been going since then. I've
observed [brief summary of improvement or continued
concerns], and I'd like to discuss what’s working and what might
still need attention."

WHY IT WORKS:

Follow-through shows consistency and leadership. It
communicates that the first conversation was not a one-time
discussion and that you are committed to seeing the issue
through. It also gives the employee a chance to reflect and make
adjustments.

TrackIT

PERFORMANCE MANAGEMENT



Documentation Matters

The best conversations can lose impact if they are not
documented. Without a system to track progress,
miscommunication and inconsistency can quickly return.

TrackIT helps you close that gap. With TrackIT, you can:

e Set standards and goals for our team

e Easily document individual's performance

e Check metrics and generate performance reports

e Create development plans for employee career growth

Ready For More supponrt?

This script pack gives you the language to lead hard
conversations with clarity and confidence, but lasting
improvement requires structure. That's where TrackIT comes in.
TracklT is a performance management system built for leaders
in public service. From setting expectations to evaluating
performance, it helps you stay consistent, organized, and
supported.

Schedule a brief demo to see how TrackIT can help you:
https://trackitpm.com/schedule-a-demo/
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