
 
 

 

 

 

 
  

 

  

Conversation 3 Toolkit: 
Building Performance 

Capabilities and Well-Being: 
How can we reinforce well-being?    
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We applied the Blakes 
Mindset Principles, and 
incorporated them into 
four conversations  

Smart Meetings & Communication 

Openness & Respect 

Respecting Rest Periods 

Mindful Delegation 

Conversation 1: 
Leading Effective Communication and Efficient Meetings:   
What are the challenges of leading in our hybrid environment? 

Conversation 2:  
Connecting and Collaborating Effectively in the Hybrid Environment:  
How can we strengthen our working relationships and foster openness and respect? 

Conversation 3: 
Building Performance Capabilities in the Hybrid Environment: 
How can we reinforce well-being?  

Conversation 4: 
Delegating Effectively:  
How can we ensure equality and inclusion when we delegate? 

BLAKES MINDSET CARE MODEL 
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AIM: GIVING EFFECTIVE FEEDBACK IN HYBRID TIMES 

Always ask the other if you may give feedback. Then provide feedback in a quiet, private place on a 
1:1 basis. There are three types of feedback: 

A
is for 

Acknowledgement 

This is based mostly on positive feedback taken from observable behavior. 
TheThe purpose is to build relationships, human connection, and personal
satisfaction. This type of feedback provides encouragement, validation 
and support and includes: 

• Appreciation, gratitude, and thanks
• Connection, acceptance, and belonging
• Compliments, recognition, and honoring
• Being fully present, aware, and responsive
• “Good Catches”
• Say, “I want to tell you how much positive impact you made…”

I
is for 

improvement 

The purpose of Improvement feedback is to improve day-to-day work skills 
and habits. It can be directed at enhancing job duties, attitudes, skills, habits, 
talents, behaviors, and interactions. It is aimed at learning, growing, and 
improving or changing to meet our job expectations. Improvement includes 
but is not limited to: 

• Tweaks to redirect effort
• Recommendations and suggestions for improvement
• Nice to do, need to do, must do priorities
• Say, “Can I offer advice or feedback on…”

M
is for 

Measurement 

This is feedback that is qualitative by nature. It is based on data, evaluation, 
examples, reports, goals, and interpretation. First, we set expectations, then 
we provide on-going feedback. Measurement includes but is not limited to: 

• Development plan goals
• Work metrics
• Organizational metrics
• Survey results
• Say, “I have data to share about your work on..."
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3 STEPS TO HOLDING EFFECTIVE 1:1’s IN A HYBRID ENVIRONMENT 

A one-on-one (1:1) is a dedicated time to connect with followers around performance issues or needs, team or leadership 
issues, or potential roadblocks. Most importantly, this is where employees can ask in-depth questions, receive coaching on 
their strengths and challenges, and receive feedback — things they wouldn’t be able to do in a public space or at a team 
meeting. Developing your team members is among the highest leverage things you can spend your time on - even if it 
seems like you are taking time away from other priorities to do it. 

1 
Determine who 
you need to hold 
1:1’s with and 
how frequently 
you need to 
check-in 

• Assess current skill and confidence level
• Consider experience in the job role
• Review how well they are meeting their current

expectations 
• Factor in future aspirations
• Review the nature of the work itself and level of difficulty
• Tip: Ask each person what 1:1 frequency would work

for them 

2 
Determine how 
you will hold 1:1’s 

• Will you meet in person, via phone, or on a specific web
platform? 

• Will you use your web cams or not? Talk about this
upfront and create mutual understanding and 
agreement. We recommend 1:1 meetings with 
webcams on, and better yet held in person 

Weekly check-ins are used most often on difficult projects. 
Once the frequency is agreed upon, hold each other 
accountable for making those check-ins happen. 
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3 
Use the 1-10 
check-in first to 
determine the 
need for a 
lengthier 1:1 
meeting 

Check-ins can be informal and typically won’t take 
much time. Exactly how long they are will depend 
on the person you are coaching, the nature of 
their work, their communication style and more. 

As a rule, if you are doing regular check-ins, they 
needn’t be long. 

The goals for your check-ins are: 
• Ask for an update on progress –

“how are you doing on a 1-10 on the progress?” 
• See how you can assist, remove roadblocks or

provide resources 
• Provide direction if needed
• Share any feedback you have
• Praise progress
• Help people stay focused on their next steps

“Work-life balance is not just a buzzy, self-help term that real businesspeople 
laugh at. You need it.” 

Stephanie Ruhle, journalist 
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THE PERFORMANCE IMPROVEMENT CONVERSATION CHECKLIST 

1 ASK TO MEET AND NAME THE ISSUE. 

2 ONCE AT THE MEETING THANK THE PERSON AND 
RESTATE THE ISSUE.   

3 DESCRIBE YOUR PERCEPTION OF THE NON-
PRODUCTIVE ACTIONS OR BEHAVIORS. 

4 PAINT A VISIONARY PICTURE OF WHAT THE 
PROJECT IDEALLY REQUIRES.   

5 USE ACTIVE LISTENING TO ALLOW THE OTHER PERSON 
TO RESPOND.   

6 THINK TOGETHER ABOUT OPTIONS TO MOVE AHEAD. 

7 AGREE ON NEXT STEPS. 

8 SET A TIME TO CHECK BACK IN AND REVIEW PROGRESS. 
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JOURNALING PAGE 

ACTION PLAN 

Respect
How will you balance building performance and ensuring individual’s 
well-being? 
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