Matter

The 5 Minute Check-In is a tool that lays the groundwork for a great relationship.
It’s an opportunity to gain clarity, generate insight and connect within a safe space.

MATERIALS NEEDED
5 Minute Check-in Tool
Dialogue Tool Worksheet

iMatter Notes Page (optional)

BEFORE THE MEETING
Read through the Rules of Engagement

Set aside 10 minutes to fill out the eight areas of the 5
Minute Check-in

Fill them out in order — if you don’t have an answer for
one, move on to the next

Do not over-think your answers

NOTE:

It is also highly beneficial to do the Check-in tool
independently on a regular basis. When you are finished
you can choose whether or not to share it with someone
else. (Sharing is recommended.)

THE RULES OF ENGAGEMENT

create a safe space be aware of your verbiage (eliminate
exaggeration such as never, always, better, could, would, and
should) speak from the “I”, speak from experience — actual
feelings, listen to understand — not to respond

show respect be on time, prepare, be fully engaged, respect
confidentiality

establish boundaries it’s ok to ask for help, ok to ask for what
I want, ok for others to remind me — use permissions/code
words, leave nothing left unsaid

establish meeting rhythms weekly, monthly, get-aways

have fun!

STRUCTURE FOR 5 MINUTE CHECK-IN
before you meet fill out the 5 Minute Check-in

during the meeting each person takes 5 minutes to share
topics with the group

track any clarifying questions or potential topics on the
Dialogue Tool Worksheet. Use the iMatter Notes Page for
any additional thoughts or ideas

after sharing with the group each person takes 2 minutes to
discuss clarifying questions and potential topics. If a
question can be answered in 2 sentences or less — great, if
not, take the discussion offline or make it a topic for a future
meeting.

prioritize and plan

knock ‘em out
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5 MINUTE

1. FRUSTRATIONS 2. DREAD MOMENTS

frustration next step dread next step

3. AM1? 4. AHA'S

am i? next step

5. CELEBRATIONS 6. OPPORTUNITIES

celebration next step opportunity next step

7. GRATITIUDE 8. | AM...

event/person/thing next step
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date

clarifying questions

possible topics
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