Quarterly Check-In - Template 
A well-structured quarterly 1-on-1 check-in helps managers and employees reflect on progress, address challenges, and set clear goals for the next quarter. Below is a comprehensive template you can use or adapt for your team.
	Name:
Dept:
Review Period:
Date:


 
Performance Review and Planning 
Start on the left column adding a job responsibility and its descriptor. Next include weighting as well as notes on accomplishments, obstacles or future goals they may have to support the success of this responsibility. Consider sharing this information with your team in advance so they can come prepared to discuss with their own notes and feedback. 
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Competencies 
Discuss the ways in which your direct report has been upholding the UA competencies or where there may be opportunities for growth. 
· Respect for Others and Awareness of their Rights 
· Stewardship 
· Continuous Learning and Development 
· Integrity  
 
 
 
Start, Stop, Continue 
Discuss what things your direct report would like you to start doing, stop doing, or continue doing when it comes to building more efficiency in your work. Consider also requesting feedback for yourself as a supervisor on the ways you can support your direct reports. 

· Start doing 
· Stop doing 
· Continue doing

