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Employee check-ins: line manager guide
Regular check-ins with your employees help you spot problems early, keep goals on track, and support your team’s development. This guide sets out how to prepare for, run and follow up a check-in.
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Before the meeting: prepare
Take 5 minutes to prepare before the meeting. Review the employee’s goals and projects to see if any are due or running off course.
1. Note any important department or company changes you need to discuss.
1. Review any feedback sent or received to identify discussion points.
1. Put other work aside so the employee knows they have your full attention.
During the meeting: possible discussion points
Frequent check-ins mean you do not need to cover everything in every meeting. Instead, pick specific goals, projects or coaching points to focus on each time. Employees can also start the conversation and guide the focus, which is even better.
Prioritise discussion points based on due dates and progress. What you discuss will change from meeting to meeting.
Get the employee talking
1. Use conversation starters to engage the employee.
1. Ask open-ended questions to keep them talking.
1. Let the employee steer the conversation, but make sure you cover any important items.
Goal and project updates
1. Discuss the status of short-term goals and long-term projects.
1. Adjust or update existing goals with the employee.
1. Discuss any challenges or lessons learned.
1. Offer coaching or assistance for any roadblocks.
1. Discuss any other priorities that might affect progress on the goal.
1. Check that all goals are still on track.
1. Acknowledge any milestones or accomplishments.
1. Discuss or confirm any new goals for the employee.
Recent accomplishments
1. Acknowledge recent accomplishments and give feedback.
1. Ask the employee about any recent accomplishments of their own.
Status of training and learning
1. Discuss any training that is due or in progress.
1. Ask the employee if they have any training requests.
1. Ask if the employee feels they are getting enough feedback.
1. Ask if the employee is learning from peers or mentors, or would like to recommend training to improve their skills and career.
1. Discuss how training is being delivered, and how it should be delivered.
Company or team updates and news
1. Discuss any important company or team updates or news.
1. Confirm any action items needed.
Employee ideas and requests for change
1. Ask the employee for their ideas and input.
1. Discuss any areas that need to change, for example in the company, team or a project.
1. Ask the employee whether your management style works for them, and ask for suggestions.
1. Discuss any roadblocks or distractions affecting the employee.
Employee career development
1. Discuss the employee’s career goals.
1. Discuss how you can work together to achieve their career goals.
1. Discuss opportunities and career paths open to the employee.
1. Set clear expectations for any lateral or upward move.
Plan for the week, month or quarter
1. Review the priorities for the short and long term.
Conversation starters: keep them talking
Some employees are more reluctant to speak up. This does not mean you should do most of the talking. There are simple ways to get an employee talking, and keep them talking, during a check-in. Remember, this meeting is about them: the more they talk, the better.
Open-ended questions to get employees talking:
1. Tell me about your week or month. What has it been like?
1. Tell me about what you have been working on.
1. Where do you think I can be most helpful?
1. Are you on track to meet the deadline?
1. What areas are ahead of schedule?
1. What questions do you have about this responsibility or project?
1. How are you going to approach this?
1. What have you learned about this area of responsibility, or this project?
1. What did not go as you had hoped? Why?
1. What can you, or we, do differently next time?
1. What suggestions do you have?
Tried-and-tested conversation starters to keep employees talking:
1. "Go on..."
1. "Tell me more..."
1. "Why do you say that..."
1. "How do you mean..."
1. "Can you give me an example..."
1. "What else..."
At the end of the meeting: summarise
Before the employee leaves, take a few moments to summarise the key discussion points. This reminds the employee of any action items, and reinforces any acknowledgement or coaching you have given. Ask the employee if you missed anything, and remind them when the next meeting will be.
After the meeting: document
This small step is often skipped, but it can make a big difference. Take 5 minutes after each meeting to record the key discussion points, action items and feedback. This will help you prepare for the next meeting, and serves as a useful reminder when you review trends in performance over time. Keep these notes in a central, online location.
How did you do?
Take a few moments after each meeting to review how it went. Even the best managers can improve their communication and meeting skills.
1. Did you talk too much, or not enough?
1. Did you actively listen?
1. Did you ask questions?
1. Did you acknowledge the employee’s feelings?
1. Did you paraphrase key points to confirm understanding?
1. Did you give effective coaching tips?
1. Were you distracted during the meeting?
1. Do you feel the meeting was valuable?
1. Did you cover all the important points?
1. What could you do to improve the next meeting?
Frequent check-ins with employees are essential. They provide clarity, offer coaching, and give employees the support they need to succeed. Finding time for check-ins can be a challenge. But they are time well spent, and pay off for you, the employee, the team and the company.
Glossary
Check-in – a short, regular conversation between a line manager and an employee about progress, goals and development.
Open-ended question – a question that cannot be answered with a simple "yes" or "no", used to encourage someone to talk more.
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