Conflict Management Simulation Template 
Meeting Notes


A key best practice for leading effective meetings is to create notes that help you organize your thoughts and the meeting. These notes should include a list of key topics you want to cover with your attendee(s), overall meeting goals, and any follow-up/action items you want to discuss. 

As you prepare your meeting notes for the Conflict Management Simulation, use these questions to inspire and inform your thinking.
Note: Each of the bullet points corresponds to the challenges you will be addressing during your Simulation experience.
 
· How will you begin the meeting?
· Using facilitation and active listening skills
· Greeting both the manager and the employee
· Creating a safe space to foster open dialogue
· Discussing the purpose of the meeting. 
· How will you use active listening skills as you begin to guide the collaborative conflict management process, including:
· Asking each person to share his/her perspective
· Acknowledging that you are listening to each person’s perspective by asking questions and/or paraphrasing and demonstrating appropriate body language.
· How will you facilitate solving the conflict by:
· Sharing the Global ProTech flextime policy
· Using active listening skills
· Utilizing the recommended collaborative conflict management strategy/steps with the goal of presenting a solution that reflect both people’s needs
· How will you end the meeting cordially, including:
· Summarizing what has taken place
· Establishing a check-in plan for progress. 

Use this template to record what you plan to do during the simulation meeting with regard to each of the bullet points above. Be sure to consult the Simulation Protocol document so that you understand each of the simulation challenges and the Conflict Management Simulation Ideas and Resources document to help guide and inform your thinking. 

1. Opening the Meeting:
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2. Setting up the Conflict Management Process:


3. Facilitating Solving the Conflict:


4. Ending the Meeting:
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