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This checklist is designed to help you reflect on how you prepare for, conduct, and follow through on
performance conversations with team members. Taking stock with this tool is particularly helpful when
anticipating a difficult discussion. These moments matter not just for accountability, but for strengthening
trust, clarity, and growth.

For each item below, rate how consistently the behavior occurred using the following scale:

1 = Rarely

2 = Occasionally
3 = Sometimes
4 = Often

5 = Consistently

You can complete the checklist immediately after a conversation or use it as a planning tool beforehand.
Consider any items rated 3 or below as improvement opportunities for future discussions.
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Rarely

Occasionally

Sometimes

Often

Consistently

Before the Discussion: My Preparation

| clarified a clear and specific outcome for
the discussion.

| reviewed relevant performance objectives,
and examples in advance.

| anticipated potential differences in
perspective.

| considered how the team member may
respond and how | might adapt to their
behaviors.

| prepared myself to stay open, calm, and
constructive.

| chose a time and place that supported a
respectful, focused conversation.

During the Discussion: Involve the Other Person

| began by inviting the team member to
share their own views on each objective.

| asked open questions to better understand
their perspective.

| listened actively and without judgment,
showing genuine curiosity about their views.

10

| confirmed my understanding of their
perspective before stating my views.

11

| expressed my own views clearly and
respectfully, providing my rationale.

12

| acknowledged areas where our views
differed, rather than rushing to correct,
defend or justify.

13

| clearly communicated my own expectations
and why.
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14

| invited the team member to offer their
ideas for next steps before giving mine.

15

We identified clear and mutually agreed
upon next steps.

IAfter the Discussion: Follow-up & Support

16

| provided support where promised (e.g.,
coaching, training, tools).

17

| scheduled a follow-up to revisit progress
and keep the momentum going.

18

| acknowledged and reinforced progress.

19

| provided on the spot feedback regularly.

Use this reflection not as a scorecard, but as a guide. The goal isn’t perfection, it’s progress.

To learn more about building engagement and involving your team, contact liza@sparkworksleadership.ca
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