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Work Planning Conversation Guide
This guide will help individuals prepare for a conversation with their managers about flexible work arrangements. It is recommended that all team members review MIT’s Flexible Work Arrangements policy (EPM 3.1).

Conversation objectives
MIT is recommending that all managers conduct two types of conversations:
Team Conversation (optional)
Recommended duration: 1 hour
Objectives: For managers to create a space for all team members to share their perspectives and thoughts on future work arrangements. Managers should use this meeting time to listen with empathy and gain insight on the team's level of comfort, productivity, and preferences across different work models.
Individual Team Member Conversation
Recommended duration: 30 minutes
Objectives: The goal of the Individual Team Member Conversation is for managers to hear the work preferences of their individual team members. Managers should use this time to gain a better understanding of the ways in which each team member believes they can be most effective at performing the duties of their job in accordance with the mission of MIT. Managers should listen with empathy.
[bookmark: _Hlk71802816]Preparing for each conversation: next steps
Employees should use the steps below to prepare for their Individual Team Member conversations. These steps are optional but recommended.
1. Review the Individual Contributor Toolkit (specifically the Work Decisions and Design and Work Planning Protocols sections)
2. Complete the Individual Contributor Work Planning Exercise
3. Review Guiding questions for Individual Team Member Conversations and Tips for Individual Team Member Conversations below
4. Attend your Individual Team Member conversation. The Team Member Work Plan is a way for both team members and managers to document work arrangements.  
Guiding questions for Individual Team Member Conversations
Individuals should consider the following types of questions for their conversations with their managers:
· What are your hopes and concerns for the year ahead?
· What has worked well for you in the past year?
· What are some challenges that you faced in the past year?
· Which work model would support you in being able to fulfill your duties most effectively (on-site, hybrid, remote)? 


Tips for Individual Team Member Conversations
Below are a few helpful tips that all individuals should consider before attending their Individual Team Member Conversations with their managers: 
Clearly communicate: ensure that you clearly communicate your work preferences with your manager. You should strive to leave that meeting feeling confident that your manager knows how you work best and what style of working makes you the most productive team member.
Share your experiences: as you communicate your work preferences, to whatever level you are most comfortable, you should feel empowered to share your experiences over the last year and beyond that you feel are relevant to the conversation. 
Practice empathy: it is important to understand your manager’s perspective in these conversations, as they have broader insight into how your role supports your team – and MIT’s mission – more holistically.
Listening vs. debating: these conversations are meant to serve as a true dialogue between your manager and yourself. Ensure that you are allowing your manager to finish their full thoughts before responding.
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