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Check-In Recommendations
Check-ins should be about 30 minutes and scheduled regularly.  You may appoint another leader to do these check-ins but not the preceptor if in clinical role.  Documenting these check-ins will provide support should a performance improvement plan become necessary.
Recommended Intervals
· Day One – as introduction
· End of first week, suggested questions:	
· Were you able to get signed up for benefits?
· How is your parking working out?
· Have you been able to find everything you need?
· What is going well?
· What are you finding challenging?
· Weekly beginning at end of second week through first 2 months.
· Employee to provide an agenda for meetings that should include:
· Supplies needed.
· Computer/tech issues
· Accomplishments
· Challenges
· Anything needed (training, support, etc)
· Manager can provide feedback as necessary.
· 30-day check-in
· Include official UPMC check in document or Pitt First Provisional Review form.
· Additional questions:
· How are things going as a part of UPMC/UPP/Pitt?
· How do you feel about the frequency of our meetings? (Adjust if necessary)
· Include usual agenda topics.	
· Include relevant feedback.
· Continue weekly meetings unless manager and employee have selected a different frequency.
· Can readjust frequency as necessary.
· Continue with agenda as above.
· At 2 months, reevaluate frequency of meetings.
· Review job description and or checklist focusing on accomplishments and challenges.
· Continue with agenda as above.
· Change meeting schedule/frequency if needed.
· 90-day check-in – required by all entities in some form
· 90-day check-in form or Second Provisional Review
· Routine agenda
· Continue regularly scheduled meetings for up to 6 months.
· Review the regular agenda topics.
· Review job description/checklists.
· Discuss opportunities and goals.
· Review training opportunities.
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