
  The Checklist for Check-Ins

  Chef Dy’Ante Reddick

  2025-10-27


  Introduction – The Checklist for Check-Ins

  Every leader has sat in that uncomfortable moment — a performance conversation that feels more like a formality than a chance to grow. Too often, those talks happen after someone has already checked out mentally, emotionally, or professionally. The truth is, most “Performance Improvement Plans” fail not because people refuse to improve, but because the check-ins leading up to them were never meaningful.
 
This book isn’t about punishment or paperwork. It’s about people.
 
The Checklist for Check-Ins is designed to re-engineer how leaders approach accountability and development. It’s a guide to building trust through consistent, authentic dialogue — the kind that prevents most PIPs from ever being necessary. Each chapter will give you practical steps, reflection questions, and conversational cues that turn check-ins into moments of clarity, not confrontation.
 
Great leaders don’t wait for problems to appear — they nurture consistency before correction becomes necessary. This is your checklist to do exactly that.


  Chapter 1 – Rethinking the PIP Paradigm

  For decades, the Performance Improvement Plan has been the default tool for accountability. But let’s be honest — most PIPs are created too late.
 
By the time a team member is on one, trust has already fractured, communication has faded, and what could have been a partnership often turns into a process. It’s reactive leadership disguised as structure.
 
What if the same energy used to write a PIP was spent weeks earlier in real check-ins — conversations that are candid, compassionate, and consistent? That’s where transformation begins.
 
A check-in is not a meeting about numbers; it’s a dialogue about people. It’s where a leader asks questions like:
 
How are you feeling about the pace of your work lately?
 
What support do you need from me to be successful?
 
What’s one thing you’ve noticed that’s holding you back?
 
When those questions become part of your weekly rhythm, the culture shifts. People stop fearing evaluation and start valuing collaboration.
 
The PIP, then, becomes what it was always meant to be — a tool of last resort, not a management habit. True accountability starts with empathy, curiosity, and the courage to ask before you assume.


  Chapter 2 – The Anatomy of an Effective Check-In

  An effective check-in isn’t a formality — it’s a leadership heartbeat. It’s how you keep a pulse on your team’s clarity, confidence, and culture. When done right, it’s not about micromanagement or control; it’s about connection and alignment.
 
Many leaders believe they’re checking in because they ask, “How’s everything going?” But that’s not a check-in. That’s a greeting.
 
A true check-in has three essential parts: Intention, Inquiry, and Impact.
 
 
1. Intention – Why You’re Having the Conversation
 
 
 
Every check-in should begin with clarity of purpose. If your intent is only to evaluate, the conversation will feel like judgment. If your intent is to understand, it will feel like partnership.
 
Before you speak, decide:
 
Am I checking in to correct, connect, or clarify?
 
Once you know your purpose, communicate it clearly. For example:
 
“I wanted to touch base and make sure you have what you need for the upcoming week.” “Let’s take a few minutes to talk through what’s been working and what hasn’t.”
 
This kind of opening creates psychological safety — it tells the person this is a space to align, not a place to be ambushed.
 
 
1. Inquiry – Asking the Right Questions
 
 
 
Most leaders underestimate how powerful a well-crafted question can be. Questions shape the tone of the entire interaction. They can either open a person up or shut them down completely.
 
Avoid the yes/no traps like:
 
“You good?” “Everything fine?” “Any issues?”
 
Instead, ask open questions that lead to insight:
 
“What’s something this week that’s gone better than expected?”
 
“Where do you feel stuck or unsupported?”
 
“Is there a tool or resource that would make your job easier?”
 
“If you could change one thing about your role, what would it be?”
 
These kinds of questions invite honesty — and honesty fuels growth. When people feel heard, they naturally take more ownership of their performance.
 
 
1. Impact – Ending with Direction and Encouragement
 
 
 
Every check-in should end with clarity and motivation. If someone leaves unsure of what to do next, the check-in failed.
 
A strong close sounds like:
 
“Here’s what we agreed on — you’ll handle X, and I’ll support with Y.” “Let’s touch base Friday to see how this adjustment feels.” “I appreciate the honesty today; it helps both of us get better.”
 
When check-ins end with clear next steps and a reaffirmed partnership, accountability stops feeling like pressure and starts feeling like progress.
 
Bonus: The Power of Consistency
 
A great check-in once a month can’t undo neglect the other three weeks. Consistency builds confidence. When your team knows these conversations are part of the rhythm — not random — trust begins to form. People stop preparing to defend themselves and start preparing to grow.
 
Frequency matters less than follow-through. A five-minute check-in that’s consistent is more valuable than a 45-minute one that’s rare.
 
In short: Check-ins are your culture’s mirror. If your team avoids them, it’s not because they dislike communication — it’s because they’ve been burned by one-sided conversations. Fix the structure, clarify your intention, and your culture will start to speak differently.
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