15 MINUTE MASTERCLASS  ·  EPISODE 1

The Check-in
Your takeaway from today’s session
Thanks for joining the masterclass. This takeaway turns what we covered into a simple tool you can put to work with your team this week. No extra process, no extra admin.
What’s in this takeaway
1. The Check-in
The five-question check-in employees and managers use each week.
Share this with your employees and managers, along with the “How it Works” guide, so that everyone is clear on what’s expected of them. 
2. How it works
The one-page guide to let managers and employees know what’s expected of them.
It’s best to share these expectations with both employees and managers, so that each is aware of their role in the continuous conversation process.  
3. HR and L&D roll-out 
How to introduce this without creating another process.
This should be used by HR and L&D leaders to implement the continuous conversation process. It gives you a clear plan, suggested distribution methods, as well as signs that the process is working.


Weekly check-in

	EMPLOYEE

	MANAGER

	WEEK ENDING




	01  What went well this week?
Share progress and achievements worth recognizing or reinforcing.



	Manager response
Recognize · Respond · Coach · Clarify · Follow up






	02  What was challenging?
Surface blockers while there's still time to help.



	Manager response
Recognize · Respond · Coach · Clarify · Follow up






	03  What are you focusing on next?
Create clarity around the priority for the coming week.



	Manager response
Recognize · Respond · Coach · Clarify · Follow up






	04  What support do you need from me?
Give your manager a clear opportunity to respond or act.



	Manager response
Recognize · Respond · Coach · Clarify · Follow up






	05  Is there anyone you'd like to recognize?
Build kudos into the normal rhythm of work.



	Manager response
Recognize · Respond · Coach · Clarify · Follow up






If the check-in only collects updates, you've created reporting. If it prompts a response, you've created feedback.

HOW TO USE THE CHECK-IN

Employee reflects. Manager responds. 
The value comes from a consistent rhythm and a useful response, not simply completing the check-in.
	FOR EMPLOYEES
Reflect while it's fresh
Complete the check-in at the same time each week.
Share what matters
Be specific about the progress, challenge or support request most likely to create a useful conversation.
Use it to prepare
Flag anything that needs more time and carry it into your next 1:1.
	
	FOR MANAGERS
Read and respond
Take at least one meaningful action when the check-in arrives.
Keep it useful
A short, specific response is enough. Don't answer every point at length.
Follow through
Move deeper topics into the next 1:1 and return to agreed actions in the following check-in.



If the check-in only collects updates, you've created reporting. If it prompts a response, you've created feedback.


A simple weekly rhythm



HR AND L&D BLUEPRINT FOR ROLL-OUT

Roll it out without creating another process
Start with the questions and the rhythm. Prove the behavior, then automate and scale it.

	01  Attach it to an existing rhythm, if you have one
Use a weekly 1:1, end-of-week reflection or another routine managers already have. If they don’t have one, this framework provides the structure.



	02  Choose the simplest delivery method
Share via Microsoft Word, Forms, a recurring Outlook or Teams calendar invitation, a Teams message or an existing 1:1 process.



	03  Set clear expectations for employees 
Let employees know this is not a reporting tool. It’s a way to share what’s important to them, and to receive timely feedback and coaching.



	04  Set clear expectations for managers
Ask managers to take at least one meaningful action each week: recognize, respond, coach, clarify or follow up.



	05  Pilot with one group
Keep the same questions for several weeks so the rhythm becomes familiar before rolling it out further, adding or changing questions.



	06  Review the behavior, not just completion
Check whether managers responded and whether useful conversations followed. Remove anything that feels like reporting.




Signs the Check-in is working

	EMPLOYEES
Share progress, blockers, support needs and recognition consistently.
	MANAGERS
Respond while the context is fresh and carry deeper topics into 1:1s.
	HR AND L&D
See sustained use and useful conversations, not just completed forms.






Choose your setup
Four practical ways to run a weekly check-in using Microsoft tools


Start with the tools you already have.
The most important thing is consistency, not technology. As your program matures, consider whether you need more structure, visibility, and reporting. 


	SHARED MICROSOFT WORD DOCUMENT

	Best for: Small teams and organizations starting out.
How it works: Employee and manager share one editable document, stored in a secure, personal SharePoint drive to ensure privacy.

	BENEFITS
	CONSIDERATIONS

	Simple, familiar and quick to set up
Easy to customize
Keeps employee and manager responses together
Creates a running record of conversations
	Completion depends on people remembering
Duplicate versions can appear
Difficult for HR to track adoption
No automated reminders or reporting




	MICROSOFT FORMS

	Best for: Organizations that want consistent questions across teams.
How it works: Employees complete the same prompts each week through a recurring form.

	BENEFITS
	CONSIDERATIONS

	Consistent experience for every employee
Quick to complete
Responses are collected automatically
Easy to deploy at scale
	Can become a form-filling exercise
Manager responses may sit elsewhere
Limited context across weeks
Actions are difficult to connect over time




	OUTLOOK CALENDAR

	Best for: Teams with established one-to-one meetings.
How it works: Add the weekly check-in prompts to a recurring meeting invitation.

	BENEFITS
	CONSIDERATIONS

	Fits naturally into existing meetings
Creates a consistent agenda
Encourages a regular conversation
Requires minimal setup
	Notes can become buried in invitations
No structured history across weeks
Actions can be easily lost
Limited visibility of adoption or impact





	MICROSOFT TEAMS

	Best for: Organizations where Teams is the main place of work.
How it works: Use chat, recurring posts, templates, or an existing workflow to prompt the weekly check-in.

	BENEFITS
	CONSIDERATIONS

	Meets employees where they already work
Supports reminders and ongoing dialogue
Easy to share updates and feedback
Keeps notifications visible
	Information can fragment across chats and channels
Progress is difficult to review over time
Experience may vary by manager
Limited HR oversight and reporting





As adoption grows

Microsoft tools can help you launch a weekly check-in quickly and build the habit. As adoption grows, a dedicated platform like Zensai can provide the structure needed to sustain it. And prove impact.


	MICROSOFT TOOLS
	ZENSAI IN MICROSOFT 365

	Manual prompts
Inconsistent adoption
Fragmented goals and actions
Limited reporting
Standalone check-ins
Dispersed records
	Automated reminders
Manager accountability
Joined-up goal tracking
Adoption and participation insights
Continuous performance management
Centralized conversation history
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01  Employee reflects
Complete the five prompts on the same day each week.


02  Manager responds
Recognize, respond, coach, clarify or follow up.


03  Move deeper topics
Use the next 1:1 for anything that needs more time.


04  Continue the conversation
Return to actions and themes in the next check-in, 1:1, or formal performance conversation.




15-MINUTE MASTERCLASS FRAMEWORK 1 – THE WEEKLY CHECK-IN
Watch the full Masterclass series on-demand at zensai.com/event/5-manager-behaviors-masterclass/
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