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Courageous Conversation Toolkit 

 
 

STEP 1 – Risk Assessment 
What is your risk assessment about this conversation?  If choose #3 or #4 – outline clearly your rationale.  We 
recommend that you review it with someone – to make sure you aren’t just trying to avoid the conversation. 
▪ Option 1 -- Have a Courageous Conversation   
▪ Option #2 -- Have a Courageous Conversation with Help  
▪ Option #3 -- Make peace with what is  
▪ Option #4 -- Restructure or terminate the relationship  
Note -- Options #3 & #4 are rarer – generally after you have tried #1 and #2 numerous times to no avail. 
 
 
 
 
 
 

STEP 2 – Intentionality 
▪ How do you want to show up for the conversation? 
▪ What does that look like? (active listening, empathy and validation) 
▪ What do you need to do to show up that way? 
▪ What triggers you?  How can you stay above the line when triggered?  Review DISC for yourself and other person. 
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STEP 3 – Framing 
▪ What outcome would you like to see as opposed to what you don’t want 
▪ When you…the impact is…what I’d like to see is…how might we do this together 
▪ What questions do you want to ask to understand the other person’s perspective, priorities, concerns? 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 4 – Unpack Conflict – SBI Tool (if needed) 
▪ Situation - Describe the specific situation in which the behavior occurred.  
▪ Behavior – Describe the actual, observable behavior.  
▪ Impact - Describe the results of the behavior.  
▪ Invite a constructive conversation based on the above. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5 – Create the Conditions – Where, How, When? 
• Find the right time and the right space 
• Prime for connection – get your head in the right space 
• Active listening, empathy, validation 
• Manage expectations for yourself and the other person 

• Accept that it may be uncomfortable 
• It may take time and several conversations 
• You may need to pause and come back 
• Expect to revisit or reiterate 
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Step 6 – Explore Solutions 
▪ Start with open-ended questions to understand the other person’s perspective. 
▪ Paraphrase to ensure clarity and alignment. 
▪ Encourage mutual brainstorming of solutions. 

o What do you think about …? 
o How could we fix …? 
o What would happen if …? 
o How else could you do …? 
o Then what? 
o What do you think you will lose if you …? 
o What have you tried before? 
o What do you want to do next? 
o How can I be of help? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7 – Wrap-Up / Commitments 
▪ Agree on specific next steps and accountability measures. 
▪ Outline commitments to each other 
▪ Create check-in times if needed 
 
 
 
 
 
 
Other Notes 
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DiSC Tips for Preparing for Courageous Conversations 
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TIPS TO REMEMBER 
 

Conflict Styles 
In a dispute, it's often easier to describe how others respond than to evaluate how we respond. Each of us has a 
predominant conflict style. In any conflict ask, "Is my preferred conflict handling style the very best I can use to resolve 
this conflict or solve this problem?" 

 
▪ Competing -- A competitive style can be 

appropriate when you have to implement an 
unpopular decision, make a quick decision, the 
decision is vital in a crisis or it is important to let 
others know how important an issue is to you – 
"standing up for your right." However, relationships 
can be harmed beyond repair or others may feel 
they have to use covert methods to get their needs 
met. 

▪ Accommodating -- Accommodation is useful when 
admitting you are wrong or when you want to 
minimize losses to preserve relationships. However, 
it can become competitive – "I am nicer than you 
are" – and may result in reduced creativity and 
increased power imbalances. 

▪ Avoiding -- Avoidance can be appropriate when you 
need more time to think and process, time 
constraints demand a delay, or the risk of 
confrontation is not worth what might be gained. 
However, avoidance is destructive if the other person perceives that you don’t care enough to engage. By not dealing 
with the conflict, this style allows the conflict to simmer, potentially resulting in angry or negative outbursts. 

▪ Compromising -- Compromise maintains the relationship and can take less time than other methods but resolutions 
may focus on demands rather than needs or goals. The compromise is not necessarily intended to make all parties 
happy or result in a decision that makes the most business sense, but rather ensures the decision is just and 
equitable, even if it causes a loss for both parties. 

▪ Collaborating -- Collaborators address the conflict directly and in a way that expresses willingness for all parties to 
get what they need. However, collaboration takes time so if the relationship is not important it may not be worth the 
time and energy to create a win-win solution. 

 

Focus on Interests (Needs), Not Positions (Wants) 
Understanding people's interests is not a simple task because we tend to communicate our positions – things that are 
likely to be concrete and explicit. Try to recognize the difference between positions and interests to assist in creative 
problem-solving.  Using open-ended questions that encourage a person to "tell their story" helps you better understand 
their interests.  

▪ Positions are predetermined solutions or demands that people use to describe what they want to happen on a 
particular issue. For example, "I want the report." 

 
▪ Interests define the problem and may be intangible, unexpressed or inconsistent. They are the motivation 

behind the position—the “why.” Conflict usually exists when motivations/needs are not understood or 
mismatched in some way. 

 



@Renaissance Leader                                                                                                                                                                                6 | P a g e  
 

 

ACTIVE LISTENING VALIDATION / EMPATHY 
Active listening involves hearing more than the words of 
the speaker but taps into the deeper meaning, 
unspoken needs, and feelings conveyed. It is listening 
with all of your senses. 
 
Suspending judgment and being fully present with 
another person to understand his or her experience or 
point of view.  
 
 

 

Validation is one of the most transformative 
communication skills in emotionally charged/reactive 
situations.   
 
Validation is about acknowledging our own as well as 
another person's emotions, thoughts, experiences, 
values, and beliefs as valid and legitimate. 
 
Validating Statements: 
I am here to listen. 
I can see you are upset. 
How can I support you? 
That must have been difficult. 

 
 


