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GET IN THE RIGHT MINDSET.

The purpose of your check-in isn’t for you, it's for the employee. Your goal is to
reinforce to the employee (through both your investment of time and attention)
that you care about them and are there to support them. Channel your energy into
being empathetic. Try to really understand your employee’s circumstances so you

can best help them succeed.

Here are a few reminders to review as you prepare for a check-in.

¢ Remind yourself that this check-in is for the employee, not you. It's their time
with you.

e Less talking, more listening. In a great check-in, the employee will talk most of
the time.

e Give your full attention to the conversation--no multitasking or distractions.

e Seek to understand and learn about the employee and how you can help them.

HAVE A PLAN.

When you show up to an employee check-in without a clear plan, you send a
message to the employee that you didn’t care enough to prepare. Don’'t make this
mistake. Spend at least as much time in advance preparing as you have scheduled

for the check-in. A plan can be as simple as a basic outline or agenda.

There are a few signs you have a good plan for the check-in:

e The check-in and prep time is scheduled and a recurring appointment in your
calendar for each employee.

e You have an outline or agenda for the conversations along with notes about the
specific employee you are meeting.

¢ The employee knows the purpose of and what to expect from the check-in.
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ASK GOOD QUESTIONS.

The key to a great check-in is asking good questions. Particularly when people are
working from home, many facing less-than-ideal circumstances, the key to learning
about how they are and what they need is the right question. But remember,
asking a good question only matters if you truly listen and hear the response. Use

your active listening skills to ensure employees feel truly heard.

Here are some examples of good questions to get you started:

e On ascale from 1to 10, how's your stress level right now?What makes work
hardest for you right now?

e How do you feel about your work from home set up?

¢ What was your biggest win this week—with work or just in general?

e How can | help make your work day less stressful?

SHOW THE LOVE.

We all crave acknowledgement and validation by others--particularly those who are
important in our lives. As a manager, one of the most important things you can do
is to show appreciation to your people. The simple act of acknowledging an
individual’s efforts or struggles can go a long way towards making them feel like
they matter. And don’t worry, it's virtually impossible for you to “over do it” on

appreciation as long as it's sincere.

Tips for how to show the love to your employees in a check-in:
e Use video. Making eye-contact, smiling, and giving other visual cues of your
commitment to the conversation is powerful.
e Lead off your check-in by expressing some sincere appreciation. Prepare some
notes in advance. Reinforce that you care about them and are committed to

helping them succeed.
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