Check-In Template
How to use this guide
This is a practical Bandmate Academy guide for Check-In Template. Read it with your band, customize fill-in moments, and treat the DOCX as the working copy you mark up together.
Template for regular one-on-one check-ins. Work sections in order, write answers for your lineup, and leave with owners and dates.
Suggested workflow: (1) skim alone, (2) fill in a 30–45 minute band meeting, (3) store next to calendar and money rules, (4) revisit after lineup or goal changes.
Templates keep check-ins from becoming unstructured therapy or status theater. Structure is how short meetings produce decisions.
Time box the meeting
Twenty to forty minutes with a hard end works for most groups; Always-two-hour meetings mean the agenda is wrong or decisions are being avoided. End on time even if feelings remain—schedule a dedicated conflict session rather than freestyling forever.
End on time even if feelings remain—schedule a dedicated conflict session rather than freestyling forever. Always-two-hour meetings mean the agenda is wrong or decisions are being avoided; Twenty to forty minutes with a hard end works for most groups.
When emotions spike
Park creative work, finish the interpersonal item with a time box, and schedule dedicated conflict time if needed. Do not let one spike erase the rest of the agenda every month — namely, park creative work, finish the interpersonal item with a time box, and schedule dedicated conflict time if needed. Do not let one spike erase the rest of the agenda every month.
Do not let one spike erase the rest of the agenda every month; Park creative work, finish the interpersonal item with a time box, and schedule dedicated conflict time if needed — next, do not let one spike erase the rest of the agenda every month. Park creative work, finish the interpersonal item with a time box, and schedule dedicated conflict time if needed.
Artifacts or it did not happen
Write decisions and owners the same day; A check-in without notes is a vibe, not a system. Remote members should use the same sections so fairness does not depend on who could attend in person — namely, write decisions and owners the same day. A check-in without notes is a vibe, not a system. Remote members should use the same sections so fairness does not depend on who could attend in person.
Remote members should use the same sections so fairness does not depend on who could attend in person. A check-in without notes is a vibe, not a system; Write decisions and owners the same day — next, remote members should use the same sections so fairness does not depend on who could attend in person. A check-in without notes is a vibe, not a system. Write decisions and owners the same day.
Fill-in: Template sections we will run
Wins: ________
Blockers: ________
Money/calendar: ________
Decisions: ________
Owners: ________
Putting it into practice
Use the template at the next meeting and store outcomes where all can read.
Reopen this filled guide after lineup changes and before busy seasons. Keep profiles current so opportunities can convert, and use the directory when the next step is finding people.
A thirty-day implementation sprint
Week one: read alone and mark real disagreements. Week two: 45-minute meeting—fill blanks, assign owners. Week three: use the rules on real rehearsals or outreach. Week four: amend one page and set the next quarterly revisit.
FAQ
How long should a check-in meeting run?
Twenty to forty minutes with a hard end. If it always runs two hours, the agenda is wrong or decisions are being avoided.
What if emotions spike mid-template?
Park creative work, finish the interpersonal item with a time box, and schedule a dedicated conflict session if needed—do not freestyle for an hour.
Do remote members join the same template?
Yes. Async notes beforehand help, but the same sections keep fairness when some people are on video.
How do we store outcomes?
Write decisions and owners in shared notes the same day. A check-in without artifacts is a vibe, not a system.
Related guides
· Band check-in
· Meeting agenda
· Centralize band communication
· Band management tools
