Guide To Starting a1:1 Check-In

Check-in's should be initiated 1-2 weeks prior to the scheduled meeting date to allow for contribution
to the check-in prior to meeting.

1 From the welcome page, Click on "Check-ins"

Check-ins E

2 Click "Get Started" OR "Create New Check In"
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Choose the person you wish to have a check-in with from your suggested contacts
OR search for the person using the "Find" option. Click on the name to proceed.

Find an employee
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ﬂw. Brock Walla - Individual Contnbutors
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4  Click "Continue"
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Check-in's should be initiated 1-2 weeks prior to the scheduled meeting date to allow for contribution to the check-in prior to meeting.  


5 Choose the template that you wish to use.
Review the "details" about the template before proceeding to the next step.

Choose a check.in template

1:1 Employes Lead (2023

11 Superviver Leag (2033

Busnk Templite

6  Click "Continue"

Click the "First Meeting Date" field.
Enter the date that you will be meeting in person for the 1:1 session.
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* Meeting Frequency

B Locked by administator

* Fist Meeting Date

this can be changed later
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How are you doing?

Pravide a concise response indicating your overall wellbeing. Be genuine and honest ir
answer. Kee i simale: avoid usinaterms/ohrases such as: “I'm fine” or “Things are aoor



8 Choose the date with the calendar feature.

Note: that you will have to schedule the actual meeting in Microsoft Outlook
outside of the cornerstone system.
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such as. “I'm fing” or "Things are good".
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9  Click "Confirm"

Jals. Identity speciic aspects or opportunities that contribute to your career
ion any areas where there may be a misalignment or room for improvement.
ar evidence to support your assessment.

wervisor better support you?

-as where you feel your supervisor could provide better support. List the
15 or actions that would bensfit your work or development. Provide brief and
5 on how your supervisor can enhance their support.

eflect on any additional topics or concerns you would like to discuss. List any
sints that you feel are important to address. Be concise and prioritize: the most
T questions you have.
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Now the 1:1 meeting is ready for collaboration.

The employee should begin to populate this and the supervisor can
contribute notes from the meeting.

[F] Siz6:2023 I Open @ cancel this meeting

How are you doing?

Provide a concise response indicating your overall well-being. Be genuine and honast in yo
mentian any specific highlights or challenges briefly. Remember o maintain a professional |

pw Jg Col 3 here

j  Add a comment

How is the work going? Is it rewarding? Are you |

An email will then be sent to both the sender and receiver of the 1:1 to let them know a check-in has been
created.

See "Guide to completing 1-1 Check-in - Employee" for the next steps
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See "Guide to completing 1-1 Check-in - Employee" for the next steps




