
 
DIFFICULT CONVERSATION

Having a difficult conversation can be challenging. However it is essential for  
resolving conflicts, addressing issues, and maintaining healthy relationships. 

Here is a step-by-step guide on how to handle difficult conversations. 

HOW TO HAVE A

Prepare & Plan Communication Resolution

Prepare Yourself
• Take time to clarify your 

thoughts and emotions 
about the issue.

• Consider your desired 
outcome for the 
conversation.

• Anticipate where the 
other person might be 
coming from.

Choose the Right Time & 
Place
• Find a private and quiet 

location where you won’t 
be interrupted.

• Pick a time when both 
parties can focus on the 
conversation without 
rushing.

Stay Calm & Emotionally 
Regulated
• Control your emotions 

and avoid getting 
defensive or aggressive.

• Take deep breaths if you 
start to feel overwhelmed 
during the conversation.

• It’s okay if you need a 
break. Schedule when to 
come back.

Use “I” Statements
• Express your feelings, 

thoughts, and concerns 
using “I” statements. 
For example, say, “I 
feel frustrated when...” 
instead of “You always 
make me frustrated 
when...”

Active Listening
• Give the other person 

your full attention and 
don’t interrupt.

• Show empathy and 
understanding by 
nodding or using verbal 
cues like, “I see what you 
mean.”

Ask Open-Ended Questions
• Encourage sharing with 

curiosity, “Can you help 
me understand why you 
feel that way?”

Avoid Blame & Accusations
• Instead of accusing or 

blaming, focus on the 
impact of the behavior or 
situation. Stick to facts, 
not opinions.

Stay Focused on the Issue
• Avoid bringing up past 

grievances or unrelated 
topics.

• Stick to the main issue 
you want to address.

Stay Open to Feedback
• Be open to receiving 

feedback from the 
other person. Use this 
as an opportunity for 
personal growth and 
improvement.

Find Common Ground
• Look for areas 

of agreement or 
compromise.

• Highlight shared goals or 
interests.

Brainstorm Solutions
• Once both perspectives 

are understood, work 
together to find potential 
solutions.

• Be open to different 
ideas and negotiate.

Agree on Action Steps
• Clearly define what each 

person will do to address 
the issue. Set specific 
goals and timelines.

“Crucial conversation, a discussion between two or more people  
where stakes are high, opinions vary, and emotions run strong.” 

― Kerry Patterson, Crucial Conversations


