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REPRODUCIBLE

Check-In Protocol for Building  
Self-Awareness, Team Connection, and Belonging

Total time: Ten to fifteen minutes

Tools needed: A journal and a pen for each participant

Use the following steps to complete the check-in protocol.

1. Ask everyone to take a few minutes to reflect on a guiding question. You can do this by providing par-
ticipants with a question or two to respond to, or by leading them through a short, guided meditation to 
encourage reflection (see figure 3.1, page 58).

 Possible guiding questions include the following.

• What do you notice in your body right now? Are you feeling relaxed, tense, or tired? Notice where in 
your body you register this feeling.

• How are you feeling today? What is going on for you right now, in this moment? How is your body 
feeling, and what thoughts are running through your head? Try for right now just to notice the 
feelings without judgment.

• How are you arriving? Check in with yourself, and notice what is happening to you. Start with what is 
happening in your body. Notice if you feel tension anywhere or if there is a place where you feel calm. 
Without judgment, notice if there is anything from before you arrived that you are bringing into this 
meeting you could put down for a while. What do you need?

2. Take five minutes for everyone to individually journal about their reflection.

3. Move into groups of three to five and ask participants to share their personal reflections. Remind par-
ticipants to only share what they are comfortable sharing and to take turns speaking. The amount of 
time can vary depending on your schedule, but even one to two minutes per person is enough. Remind 
everyone that the job of the listeners is to listen and hold space for the speaker without judgment or 
interpretation.

4. After the check-in exercise, thank everyone for holding space for one another. Check in with the whole 
group from time to time about how they are finding the exercise, but especially the first few times as you 
practice. This doesn’t need to happen immediately, though it may make sense at the end of the meeting 
as a checkout.
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