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Learning Objective



Today’s Learning Objective: 

Understand the importance of 
regular check-in meetings, 
quality conversations, and 
having career conversations. 
Gain knowledge on what a 
successful check-in meeting 
includes and learn about the 
power of a check-in meeting. 



Why This Matters



WHY DO 
EMPLOYEES 
LEAVE THEIR 
JOBS?
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People leave 

managers, not 

companies
  Marcus Buckingham

PEOPLE LEAVE 

MANAGERS, NOT 

COMPANIES
 - MARCUS BUCKINGHAM



WHAT CAN YOU IMPLEMENT TO 
ENSURE YOUR EMPLOYEES 

REMAIN ENGAGED AND 
CONTINUE TO BE SUCCESSFUL?





Employee check-ins 

hold significant power 

in fostering a positive 

work environment, 

enhancing 

productivity, and 

promoting employee 

engagement. 

What are some of the 
benefits of regular 
check in meetings?
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CHECK IN 

MEETINGS 

PROVIDE AN 

OPPORTUNITY 

FOR…
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 Individual Attention

 Feedback And Recognition

 Goal Alignment

 Accountability

 Communication

 Performance Management

 Career Development

 Problem Solving & Support

 Relationship Building

 Employee Engagement

 Retention And Loyalty



12 Tips for Successful Check-Ins

1. Set a regular schedule

2. Create an agenda

3. Identify clear objectives

4. Encourage participation

5. Listen actively 

6. Provide feedback, support & guidance
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7. Celebrate wins

8. Address challenges

9. Follow up on action items

10.Be flexible

11.Lead by example

12.Seek for continuous improvement



Harris’ Check-In Process



Harris’ Monthly 
Check-in Guide for 
Managers

Your tool to successful 
conversations with your employees

Harris’ Monthly 
Check-in Guide for 
Managers

Your tool to successful 
conversations with your employees



What other types of  
quality conversations      

are important? 



Stay Conversations



Typical Stay Conversations

Include…

 Exploration of Engagement

 Feedback Exchange

 Career Development Discussion

 Recognition and Appreciation

 Action Planning

 Follow-Up
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Stay or 
Engagement 
Conversations 
Resources
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Stay or 
Engagement 
Conversations 
Resources



Successful Career  
Conversations
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• Set aside dedicated time for 
the conversation

• Review their past 
performance, achievements, 
& career history

• Prepare relevant data & 
resources to support the 
conversation

• Anticipate questions or 
concerns the employee  may 
have

PREPERATION
• Start by building a positive 

and supportive atmosphere

• Express genuine interest in 
their career aspirations & 
goals

• Listen actively and 
empathetically to their 
perspective

RAPPORT
• Clearly define the purpose of 

the conversation

• Discuss the employee’s short-
term and long-term career 
goals

• Align individual aspirations 
with company vision and 
potential opportunities

OBJECTIVES



• Offer specific and 
constructive feedback on the 
employee’s performance and 
development areas.

• Highlight their strengths and 
achievements

• Identify areas for 
improvement and growth 
opportunities
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FEEDBACK
• Discuss potential career paths 

within Harris

• Explore opportunities for skill 
development, training, 
certifications and further 
education

• Consider lateral moves, 
special projects or 
promotions (when 
appropriate), that align with 
the employee’s interests and 
goals.

OPPORTUNITIES
• Collaboratively set SMART 

goals or review existing goals 
as related to career 
advancement and skill 
development

• Ensure goals are aligned with 
the employee's aspirations 
and Harris’ strategic plan

• Break down long-term goals 
into actionable steps with 
clear timelines

GOALS



• Encourage an open dialogue 
about concerns or barriers 
the employee may face in 
their career progression

• Provide support and 
resources to overcome 
challenges

• Seek solutions together and 
demonstrate commitment to 
the employee’s success
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CONCERNS
• Create a detailed action plan 

outlining the steps needed to 
achieve agreed upon goals

• Assign responsibilities and 
deadlines for each action 
item

• Establish metrics for training, 
progress, and success

ACTION PLAN
• Schedule regular check-ins to 

monitor progress and provide 
ongoing support

• Adjust the action plan as 
needed based on changing 
circumstances or priorities

• Celebrate milestones and 
achievements along the way!

FOLLOW UP



Developing Your Employees
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