
Lunch & Learn Resource

Weekly Staff Check-In
Tool

Use this structure to guide quick, meaningful conversations with staff.

Staff Name: __________________________
Date: __________________________

1. What's going well right now?
(Encourage reflection and confidence)
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3. One Focus for This Week
(Keep it small and specific)

5. Follow-Up

What will you check in on next time?

2. What has been challenging?
(Look for patterns, not one-time issues)

4. Coaching Note (Your Input)
(What is one practical suggestion you can give?)


