TOOLBOX: CHECK IN + CHECK OUT

For many of us, meetings occupy the majority of our work day. Meetings have the potential to be powerful levers
for sharing and collaboration, but unfortunately they are often disengaging and inefficient. We have found that
meetings are a powerful place to change the way we engage and work with each other. We recommend using
this simple check in/out process to begin shifting the habits and culture of your meetings.

+ Check ins/outs should be led by a facilitator who keeps the sharing flowing.

+ During check ins/outs, the team should be seated in a circle for easy eye contact, laptops should be closed,
and phones should be down.

- After having a volunteer start, the facilitator should go around the circle asking the team the check in/out
question to ensure everyone has a sacred space to share without interruption.

+ Each check in/out should be 60 seconds or less. These are meant to be quick and focused.
+ The goal of the check out is to encourage everyone to share feedback about the meeting.

To build your comfort facilitating check ins/outs, we recommend using this list of questions to start. The
facilitator might model a response to a check in/out question first to demonstrate vulnerability or length of
response. Over time, facilitators will want to test out new questions. You can find these online or crowdsource
them from your team.
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Looking for more ideas? Visit these websites:
+ Check In Questions: https://bit.ly/checkinquestions01

+ |cebreaker Questions: https://bit.ly/icebreakerquestions01

« Circle Way Questions: https://bit.ly/checkinquestions02
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