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What is a Check-In? 

Overview 

The Check-In” process is an effective 

way to help meeting participants 

become fully present, to get 

everyone’s voice into the room, 

and/or to hear what’s on people’s 

minds around a particular question.  

When we use a Check-In as part of a 

meeting or workshop, it can serve 

an additional purpose: it gives the 

group a chance to “see” itself—an 

important aspect of collective 

intelligence.  

A Check-In lets us see what is going 

on for the whole group, by making 

explicit what is happening within 

and among us.  

The Check-In process can grow trust 

in a group and can help us form a 

snapshot of the group as a whole.  

The process also gives us the 

opportunity to practice 3 core 

change skills:  

a) to listen deeply,  

b) to suspend our judgments while doing so, 

c) to create an inclusive smart space where 

each can share their authentic feelings 

and thoughts and opinions.  

When a group is able to do all of the 

above well,  we are able to learn a 

lot more about who we are and 

where we are in our individual and 

collective journeys, to identify 

trends, and to make adjustments. 

check-in handout - overview 

Overview 
from Reos description of a Check In 
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How to do it  

Have the group sit in a circle. 

Explain the value of a circle 

structure: everyone is seen and 

heard, signals equality and shared 

responsibility 

If the group is new or has new 

members, remind them of what 

Check In is, why do it, ground 

rules and timing   

Use a Check-In question to fit 

the need/s of the group or 

purpose of the meeting 

Set aside 10 minutes to 1 hour 

depending on the number of 

participants and meeting length 

 

check-in handout - process information 

Let everyone reflect on the 

question/journal, before 

starting to hear from each 

Pausing at the start helps to ensure  

that each person has the time to 

Check In with themselves and 

doesn’t get swept up by others’ 

statements 

Ask for someone to start off 

and then go around 

Role model comfort with 

silence. Slow down to let people 

find their words    

Give reasonable space to each 

person so that they have the space 

to share what they need to 

 

How To Do It 

from CIYO-In-The-City 2014 w/Nukhet Solak 
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Process choices 

Go around the circle vs. 

Popcorn 

A facilitator/host might say “We will 

Check-In by going around the circle, 

each person will have a chance to 

check in. If you are not ready to 

speak, feel free to pass  and we will 

come back to you.” 

Rather than going around the circle, 

you can Check In popcorn style: - A 

facilitator might  start with ”We will 

Check-In popcorn style: Please 

Check-In whenever you are ready” 

Using a talking piece  

An object is passed around from 

person to person. This helps with 

focus and reminds us of time limits; 

the piece is handed to next person 

when you have spoken 

Number of Rounds 

Have one or several rounds 

deepening the level of 

understanding each round through 

your choice of Check-In questions 

Full Group and Subgroups 

You can go directly with a full group 

Check-In or you can start with 

inviting participants into pair so 

triads first, then hear from the whole 

group. A full group approach with a 

new group can be intimidating for 

some. Subgrouping allows trust and 

connection to build more gradually 

Words are not the only way 

Check-Ins do not necessarily only 

need to be in words. You can choose 

to ask people to create symbols 

using play dough or pipe cleaners or 

to capture a feeling with a gesture. 

 

check-in handout - process information 

How To Do It 

from CIYO-In-The-City 2014 w/Nukhet Solak 
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Simple Do’s and Don’t’s  

DON’T  

Don’t  respond to another person’s 

check-in; otherwise participants 

might feel ‘fixed’,  or ‘advised’ if they 

share something wrong or 

personally challenging 

Don’t  judge,  rather notice your 

judgment and suspend it. There will 

be time to explore, get curious, 

check assumptions, disagree, etc. 

later.  

Don’t punish another for what she 

shared; otherwise trust and 

collaboration become impossible.  

Don’t  feel pressured to share more 

than you are ready to 

 

 

check-in handout - process information 

DO 

Do listen with empathy to both 

content and tone 

Do notice and become curious 

about your own strong non-verbal 

responses; you might learn 

something about yourself 

Do respect set time limits so that 

every voice can be heard 

Do share only what you want to 

share and what is important to you.  

Do express feelings rather than only 

thoughts or thoughts as feelings 

(often signaled by “I feel that…” or “I 

feel like…”.) Feelings are your own 

emotions and cannot be argued with 

How To Do It 

from CIYO-In-The-City 2014 w/Nukhet Solak 
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Starter Questions can help 

Questions will vary depending 

on the focus of the gathering  

and context you are working in 

For a  new group. 

Why is being here important to you?  

What focus are you bringing to the 

gathering? 

What drew you here? 

What is a question you are bringing 

with you about what we are going to 

do here?  

What is your  hope for the 

gathering? 

What do you call your work?  

How would a friend describe you 

and what you love to do? 

 

 

check-in handout - sample questions 

For an established group: 

What is becoming clearer to you? 

What questions are you asking 

yourself? 

What are you feeling right now? 

What are you ready to let go of? 

What learning survived the night? 

What do you truly want out of this 

gathering? 

What worries do you have right now?  

To increase self-awareness: 

What is your internal weather? 

What do you need to say or let go of 

to be fully present? 

On a scale of 1 to 7, how ready are 

you for this meeting? And what do 

you need to do now to up the score? 

Questions 

from CIYO-In-The-City 2014 w/Nukhet Solak 
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