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	Guidance
Conversations of Concern



Summary

If a manager has minor concerns about an employee’s standard of behaviour, this can be dealt with informally through a Conversation of Concern. This approach is appropriate, when other informal approaches have not succeeded. The manager should meet with the employee to discuss their concerns and address the issues.

A Conversation of Concern is not part of a formal process and it is not always a prerequisite to formal proceedings. The objective of the Conversation of Concerns is to support and improve an employee’s behaviour, conduct or attendance and for the improvement to be sustained.

Regular management supervision should be used to identify and acknowledge success and good conduct as well as required improvements.

Where necessary a manager may have a private, informal conversation with an employee to highlight to them any concerns they may have, for example patterns of lateness.  During these discussions, the manager should clearly explain the standards / improvements that are expected.

However, if improvements are not made, or sustained, the manager should arrange an informal one-to-one Conversation of Concern meeting so that the issues can be discussed in more detail.

Any discussions should be held in a timely manner.  

Reasons for holding a Conversation of Concern could include:

•	Poor timekeeping
•	Failure to meet deadlines
•	Minor misconduct

Prior to the meeting the manager must take time to prepare and consider:
•	The consequences of continued failure to meet the required standard
•	The ideal outcome and appropriate actions to achieve this
•	Ensure that the meeting is held in private and sufficient time has been set aside

Arranging the meeting 

There is no requirement to provide the employee with prior notice of the meeting.  However, at the beginning of the meeting the manager should outline what they are going to cover, and that the outcome of the meeting will be documented as a Conversation of Concern. The discussions should be constructive with the aim of achieving sustained improvement in the employee’s conduct or behavior.
The Conversation should cover:
•	Explanation of the reasons for the conversation, giving specific examples of issues of concerns
•	Listen and encourage the employee to be open and discuss the reasons regarding the concerns.  Record any reasons given by the employee where they have been unable to meet the required standards
•	Acknowledge previous informal discussions and refer to any previous measures that have been taken to address the issue
•	Define the expected standard (conduct/behaviour/attendance) and clearly state that the required improvement needs to be sustained and agree a review date
•	Make the employee aware of the potential consequences if any change does not happen or is not sustained; referring to the formal stages of the Disciplinary policy.
At the end of the meeting, once the manager has listened to and considered the points raised by the employee and if the manager deems it appropriate, the decision to confirm the meeting as a Conversation of Concern, should be made and confirmed in writing within 5 days of the meeting. Template letter available.  
Should colleagues who have been issued with a Conversation of Concern letter wish to provide a response to the letter, they may submit a response to the manager for inclusion in their personal file.
Manager’s Responsibilities:
•	Write to the employee with a factual summary of the discussion
•	Set an appropriate timescale within which the matter will be reviewed
•	Undertake the reviews
•	If an employee achieves the required standard, the review meeting should go ahead. The manager should acknowledge the improvement and explain that they expect this will be sustained moving forward.
•	If some areas of an employee’s conduct improve but the required standard is still not met, it may be appropriate to extend the review period.
•	If an employee’s conduct remains unsatisfactory, take action in line with the Trust’s Disciplinary Policy and Procedure.  Advice should be sought from HR as it may be appropriate to proceed to the next stage under this policy.Case Study 
 An employee has been late twice in the last month and the manager has had a conversation alerting them to their concern and explaining the expected standard (arrival for work on time).  The employee agrees the necessary action to ensure punctuality.
The following week the employee is late again. The manager meets with the employee to discuss the reoccurrence and after considering the response issues a CofC setting a review period and explaining that failure to meet the required standard will likely result in more formal action being taken. This is confirmed in writing.
When/if the employee is late again, the manager contacts HR to discuss proceeding to a more and begins the formal procedure.
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