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	SCENARIO



	Alex works part-time at a café. A coworker repeatedly leaves closing tasks unfinished. Alex sends a group 



	message: “Some people need to actually do their jobs. I’m tired of cleaning up everyone’s mess.”


Part 1 — Diagnose the Message 
What is vague or judgmental?
________________________________________________________________________________ ________________________________________________________________________________ Who is the audience, and why does that matter?
________________________________________________________________________________ ________________________________________________________________________________ What problem is Alex actually trying to solve?
________________________________________________________________________________ ________________________________________________________________________________
Part 2 — Fact / Impact / Request / Next Step
	Observable fact
	

	Impact on work/team
	

	Respectful question or request
	

	Agreed next step
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	What I would avoid saying
	


Part 3 — When Should a Supervisor Be Involved?
Scenario: The task was missed once and the coworker may not know the checklist.
My choice: direct conversation / supervisor / immediate escalation   Why: ________________________________________________________________________________ ________________________________________________________________________________ Scenario: The same issue continues after a respectful conversation.
My choice: direct conversation / supervisor / immediate escalation   Why: ________________________________________________________________________________ ________________________________________________________________________________ Scenario: The situation involves harassment, discrimination, threats, or safety.
My choice: direct conversation / supervisor / immediate escalation   Why: 
________________________________________________________________________________ ________________________________________________________________________________ Scenario: A policy decision is required that neither coworker has authority to make.
My choice: direct conversation / supervisor / immediate escalation   Why: ________________________________________________________________________________ ________________________________________________________________________________
Reflection 
Why is describing behavior usually more effective than labeling a person? ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________
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