
 

Check-in (Colleague) - Exchange 
 

 

Want to find out more about CONNECTING (Five Ways to Wellbeing)? 

https://www.dur.ac.uk/od/wellbeingandworkdiff/fiveways/ 

 

 

 

 

Engaging in a scheduled ‘Check-in’ conversation is essential, both for you and your Line 
Manager/Leader. 

They facilitate the opportunity to;  

 Communicate – keep each other up to date, discuss progress, recent work etc. If you 
are still predominantly working from home, it is important to agree how this can best 
happen.  Think about and agree in advance a method (phone/video call) and, to set up 
and stick to a routine wherever possible.  ‘Check-in’ conversations do not need to be 
long, and actually little and often are better.  They provide regularity and maintain a 
sense of structure and continuity.   

 Stay connected – CONNECT is one of the Five Ways to Wellbeing. Evidence shows 
that CONNECTING with others, helps to promote overall wellbeing and eases feelings of 
isolation.  ‘Social time’ with your colleagues would previously have happened informally a 
quick chat around the campus or bumping into each other in a staff kitchen.  It is 
important to still keep in touch but this may need a little more planning than before.  Start 
virtual meetings with a quick catch up, or arrange a time to catch up online with a cuppa, 
just to say “How are you doing?” 

Think about the following examples and how this could work for you  

- Suggest a 10@10: 10 mins daily for the team to connect together  
- Ask for an individual 1-2-1 connection timeslot (frequency, you may start with a weekly 

connection and then move to bi-weekly or monthly)  
- Informal ‘Chat’ conversations – in much the same way you would catch up with a 

colleague whilst making a cuppa, you can use Microsoft Teams ‘Chat’ to keep that 
connection (you don’t need to set up a team group you can ‘Chat’ individually or in 
groups simply add contact details of all those you would like to include) 

- Co-directed virtual development sessions – can you and a colleague share any learning 
maybe about a new system or way of working? 

- Join and collaborate within a Community of Practice 
- Can you arrange a virtual individual coaching timeslot?  

 

How you could start your ‘Check-in’ conversation 

 How are you doing? I’ve been working on XXX recently  

 I’m happy/concerned about XXXX at the moment 

 I’m finding this way of working XXXX  

 Can you share with me a quick team update?  

 What do you need from me?    

 

 

 

 

 

 

 

Information and advice for colleagues can be found on our Covid-19 page 

https://www.dur.ac.uk/od/wellbeingandworkdiff/fiveways/
https://www.dur.ac.uk/od/wellbeingandworkdiff/fiveways/
https://www.dur.ac.uk/coronavirus/

