Workload conversation guide
For a manager and one team member. 20 minutes. The aim is to agree what moves, not to judge how hard anyone works.
Before
☐  List what the person is working on now, as you understand it.
☐  Check the next 4 weeks: deadlines, leave, busy periods.
☐  Decide what you could move, delay or drop before you start.
During
Ask for their list. "What is on your plate right now?" Compare it with yours.
Ask about the shape of the week. How much of it is meetings and messages? When do they get time to concentrate?
Ask what would give first if things got busier.
Agree what moves: what stops, what waits, what someone else picks up.
Agree the next check-in date.
After
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	Language that helps: "What would make this week manageable?" Language to avoid: "Everyone else manages" or "Just prioritize".
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