
 
Check-in (Colleague) hints & tips  
 

These informal conversations are a great opportunity to agree priorities, 
discuss recent work, and get some feedback and coaching.  You might 
have a first Check-in booked in for you, but take the initiative for the 
following Check-in meetings. 

 Don’t wait to be asked – request your own Check-in. 

 It’s your performance – own it. 

 If you want to talk about something else – career, health etc, say 
it. 

 There is no need to keep a record of your Check-in – but you can 
if you want to. 

 A Check-in doesn’t need to be long or for an allotted amount of 
time – little and often Check-ins are better. 

 Give it your undivided attention.  Why not agree to turn off phones 
and try not to cancel. 

 A Check-in can take place anywhere – why not suggest going for 
a walk, take the opportunity to grab a cuppa, or have a call 
instead? 

 If your manager is really pushed for time, ask when a quick Check-
in would work for them. 

Thoughts on how to start your Check-in conversation 

- Let me share what I’ve been up to. 
- How did you think I did in that meeting last week? 

I thought… went well but I think I could have done better at… 
- Do you think I’m on track for my objectives? 
- Is there anything else I should be focusing on? 
- Could you help steer me on how I might do …. Better? 
- How am I doing in general? 
- Can you tell me a bit more about the business goals? 
- Is there anything I should be doing differently? 
- Can I ask for your support with something? 

 

 
Reward (Colleague) hints & tips 
 

Having a positive conversation about your strengths can be really 

valuable.  Hearing that your strengths have been recognised and that you 

significantly contribute to the teams achievements – just hearing a thank 

you can give you a real boost and spur you on for the future.  Build on your 

strengths! 

Preparing in advance will mean you can also contribute and provide 

examples of your achievements – think about… 

 What has gone well for me over the last term? 

 What am I most proud of during the last term? 

 Have I received any external feedback I think would be good to 

share? 

 How do I want to receive recognition?  Would I feel comfortable 

sharing my success in a team meeting?  Would it be ok for my 

success to be shared in a team meeting? Or would I prefer to keep 

our recognition of my achievements just between us? 

 

Thoughts on how to start your Reward conversation 

- How would you summarise my contribution over the last term? 

- The most valuable thing to me at the moment is….development, 

new responsibility… 

- Have you received any feedback from outside the department? 

- What do I need to do to make a valuable contribution in the next 

term/future? 

 

 

 



 
Development (Colleague) hints & tips 
 

A Development conversation is a great opportunity to talk about your 

development plans and any recent training and development experiences 

and outcomes.  It can also be useful to share your career aspirations.  

Career development today is about playing to your strengths, getting 

exposure to new skills and trying new things.  It’s your career, so don’t wait 

for your manager to set one up – ask for one yourself! 

 Talk to your manager about the aspects of your role that you excel 

at and love to do.  

 Explore ways in which you can really focus on those aspects. 

 Think creatively about how to develop new skills or feel happier 

and more engaged at work, eg. Projects, Communities of Practice 

(CoP) shadowing, a coach, etc…  

https://www.dur.ac.uk/od/local/cop/ 
 Completing a Personal Development Workbook will give you a 

targeted development plan.  

https://www.dur.ac.uk/od/strain/cpd/pdworkbooks/ 
 

 Talk to your colleagues to find out where their interests lie.  
Perhaps there is an opportunity to talk together with your manager 
and trade off components so that you are all able to play to your 
strengths and do more of the things you love.   

 

Thoughts on how to start you Development conversation 

- Can I share my aspirations – short and long term? 
- These are the things I’ve been doing recently to develop and 

learn… 
- Can we discuss my strengths and how I can make better use of 

them? 
- I attended a course/read a blog/undertook an online course and 

took away …. 
- How can I share this learning with other members of the team? 

 
Challenging (Colleague) hints & tips 
 

Being on the receiving end of a difficult conversation is not great, but how 

you respond will make all the difference to the outcome and how you feel 

about yourself. 

 If you know what the conversation is going to be about, take 

ownership and lead by sharing your thoughts first – you are your 

best critic and you will feel better about it and less threatened if 

you are in control. 

 Hopefully the leader is giving you this feedback as they want you 

to succeed – try and remember that when your emotions are 

rocketing. 

 Give your leader a break if they deliver feedback in a way you find 

clumsy – they are probably as anxious as you. 

 Feedback can be subjective and you may not agree with it, or 

think it’s fair.  Try to accept it’s their view and work together to put 

things right. 

 Take responsibility – if something is bothering you, do something 

about it 

 Negative feedback naturally sparks defensive or angry behaviour.  

Take time to reflect before you respond. 

Examples of Challenging conversations 

- I know that piece of work was due last week but I’m really 

struggling with it, can you help me? 

- I want to explain some of my behaviour in the office.  The culture 

is not what I am used to and I’m struggling to adjust, can you 

help? 

- I know you want to find out why I have been off sick so much… 

being a single parent, childcare is causing me all sorts of 

problems. 

- I just don’t feel I am playing to my strengths and it’s demotivating 

me.  Are we able to discuss options? 

https://www.dur.ac.uk/od/local/cop/
https://www.dur.ac.uk/od/strain/cpd/pdworkbooks/


 
Review (Colleague) hints & tips 
 

Having a ‘Review’ conversation, is a great way to get smaller incremental 
behavioural changes going.  You are in a great position to have real clarity 
on what could be done better and how.   

 Small behavioural improvements are less likely to require major 
investment of both time and money. 

 We can, and all should, continually be seeking ways to improve 
our own performance. 

You may have come across a framework model called SWOT analysis.  
Which looks at Strengths, Weaknesses, Opportunities and Threats.  Whilst 
this is good framework, for its simplicity, it facilitates a deficit starting point 
for action, namely the Weaknesses and the Threats.  Adopting a more 
positive analysis, following an appreciative inquiry (AI) approach, will 
facilitate the same simplicity of approach, but will also ensure a more 
strengths based analysis.  This will encourage you to take ownership for 
your work/beahvior, and can help reinforce the great work you achieve in 
your team. 

 

How to use SOAR in your Review conversation 

Strengths:   
What do you do well?  What are you most proud of? What makes you 
unique?   

Opportunities:  
What needs and wants are we not currently fulfilling?  What partnerships 
could lead to greater success?  What threats could we reframe as 
opportunities?   

Aspirations:  
How can you make a difference?  What do you want to achieve in the 
future?  What are you passionate about? 

Results:  
What measures show you are on track? How does the vision translate into 
outcomes? How do you know you have achieved our goals? 

 
Strategy (Colleague) hints & tips 
 

Being clear about your priorities will really help you to make things 

happen.  Thinking about your priorities, how they link to your team’s 

objectives, and ultimately how they contribute to the Durham University 

Strategy, will help you to have a clear line of sight about how what you do 

contributes to the ambitions of the University. 

 Think about what the Strategy, and team plans mean to you 

 Consider what is potentially more in the short-term and perhaps 

what is more longer/medium term. 

 How do the team plans relate to you, and the role you do? 

 What is important to you to achieve? 

 Can you move to a mindset of ‘Review’ and continuous 

improvement? 

 

    Examples of Strategy conversations 

- In my role I am responsible for xxx, how does this relate to the 

Durham University Strategy?  Our department/teams’ strategic 

plans? 

- Our team delivers xxx how does this in turn deliver the University 

Strategy? 

- For me does this mean xxx? 

- Achieving this links to setting your objectives in this way… 

- We can keep things on track with regularly discussing your 

achievements towards the strategic plans 

 

 

 

 



 
Objectives (Colleague) hints & tips 
 

Having clear objectives to achieve each year can really help to give you 

clarity around your requirements of performance for the coming year.  It 

can help you to identify what you need to do and by when. 

Following on from your Strategy conversation, working with your manager 

to write a statement about what you want/need to achieve will be a great 

starting point, from which you can apply the SMART criteria to. 

SMART is a useful acronym which describes the different elements that 
are required in useful objectives. SMART stands for:  

• Specific  

• Measurable  

• Achievable  

• Relevant/ Realistic  

• Time-framed. 

 

Thoughts to help you prepare for your Objective conversation 

- What do you need to achieve?  This isn’t necessarily what you do 

on a day-to day basis. 

- Any objectives set are likely to be kept under review throughout 

the year. 

- Your objectives should be challenging but achievable. 

- Objectives should reflect the level and range of responsibilities you 

have.      

 

 

 

 
Wellbeing (Colleague) hints & tips 
 

Everyone has responsibility for supporting health and wellbeing in the 
workplace. Line managers are responsible for implementing stress 
management initiatives, spotting early warning signs of stress and making 
reasonable adjustments at work.  Individuals also have a responsibility for 
looking after their own health and wellbeing whilst at work and outside 
work as well.  
Guidance and templates to support managing stress in the workplace 
(Stress Risk Assessments), and supporting staff wellbeing (Wellness 
Action Plans) are via the Occupational Health Website.  
 
Thoughts on how to prepare for a Wellbeing conversation: 

If work issues are a concern use the Stress Risk Assessment template to 
structure your conversation.  Being specific will help your line manager 
identify the issue and the support required.  

 “Workload is very high at the moment and I’m struggling to 
complete everything during the working day”.  

 “I’ve taken on a new task but I’m unfamiliar with the system and 
feel that I need additional training”.   

Complete a Wellness Action Plan to help you support your own health and 
wellbeing, or if you have a health condition and reasonable adjustments 
would support you at work.   

Consider 

- What helps you stay well?   
- What can your manager do to support you to stay well? 
- Are there any situations at work that can affect your wellbeing? 
- What support could be put in place to minimise triggers or to 

support you to at work? 


