
 

 
 
Who is this template for? – Managers who have employees working remotely and need to have a conversation/check-in. 
 
How do I use this template? – The questions on this template are extensive, please use what you think is most important 
and appropriate for you. 

  

Remote Working Check-In Conversation Template 
  
Description:  
A virtual check-in conversation between an employee and manager to stay connected.  
 
Reflections 

 
- How are you doing? These are unique times and all of us are being affected in ways that 

we cannot easily control.  
- How are you handling the challenges and uncertainties thrown up by this era of enforced 

homeworking?  
- Are you seeing any opportunities or positives?  
 

Work and Objectives 
 

- It’s important we all stay focused on the priorities that matter at this time – being clear and taking 
practical action will help us all to get through this period of uncertainty. Are you clear about what 
your (revised) objectives are?  

 
- If not, let’s talk through them.  

What are the immediate actions that you can take now?  
How can I or others in the organisation support you to achieve your objectives?  

 
Home and Family 
 

- Are you maintaining a healthy balance between your home life and work life, despite these new and 
unusual circumstances?  

- How are things with family and friends?  
- Is there anything you can do to keep yourself fit and healthy?  

  
Team 
 

- How are you staying connected with the team and the wider organisation?  
- Discuss between you any specific strategies the organisation may have to keep teams and the 

organisation connected   
 
Support 
 

- Are you getting the right level of help and support?  
- What support or direction would make a positive difference to you? 
- Is there anything practical you need at this time to allow you to focus on your work as far as possible 

(e.g. equipment)?  
- What help can you offer others?   

 
Next steps 
 

- What actions can you take to keep connected and engaged with your work, your objectives and the 
wider team?   


