[image: ]
[bookmark: _GoBack]Tips on How to Have a Conversation about Second Language Training with your Manager/Supervisor

Before the meeting with your manager
· Think about why you want to improve your language skills (career goals, communication with colleagues, customer service, etc.).
· Define your learning objectives (1 or 2 are recommended). Develop a SMART objective for each of your learning goals.
· Browse through the “Language maintenance tools” page of the Canada School of Public Service (CSPS) and note the online courses that might be useful and of interest to you. 
· Browse through the “Language Training & Resources” page of the Inet and the PPSC Language Roadmap to see what tools are available and to give you ideas on what kind of training would be beneficial to you.
· Determine how much time you would like to spend per week/month on improving or maintaining your language skills.

During the meeting
· Demonstrate that you are motivated and that you have already taken steps on your own.
· Discuss the learning objectives you have defined and propose to include them in your performance agreement or learning plan.
· Explain to your manager what tools and courses might be of interest to you and how they would be useful to you.
· Be open to your manager's suggestions. 
· If your manager feels that your plan is not operationally feasible, discuss alternative solutions. Remember that the HR Programs team is also available to support you and your manager in the development of your language learning plan.

After the meeting
· Block the time you have set with your manager for your language training to your schedule and respect your commitments.
· Regularly follow up with your manager and, if necessary, make adjustments to your learning plan.
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