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One-Month Check-In Guidelines 
This document is intended to be used as a discussion tool to ensure the employee has everything s/he needs to succeed in the new role. The following questions are asked by the Manager.
Questions for the Employee
1.0 How was your employee on-boarding process? 
· Was there anything that you discovered on your own or a few weeks later that would have been nice to know on your first day? 
2.0 How is your training going? 

· Do you require any further assistance at this time?

3.0 Are you comfortable addressing any questions or concerns you may have with your Manager (me) or fellow team members?

· If not, why? What would make you more comfortable? 

4.0 Are your expectations of AHMA being met?

· If not, what expectations are not being met?

5.0 In order to be successful, how can I support you? 
· What do you need from me that you may not be getting? 
· For example, some team members need to be closely managed, some like daily check-ins, while others want to work more independently and ask for help only when they need it.

6.0 What do you like most about working at AHMA, so far?

7.0 At this point, do you feel you require any additional training or tools to support your success at AHMA? 

Information from Manager

As the Manager, it’s now your turn to tell the employee what you need from him/her. This is your opportunity to set some expectations on how best to work together.

· Tell the employee about your preferred management/work style.
· Let the employee know that is s/he has a problem how you would prefer s/he addresses it with you. 
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