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The check-in 
story  

Students

End of semester
• Some students hadn’t passed

• “Been to all their classes”

• “Done all the work”

• Teachers had told them making progress

• “It’s not fair - my classmates did the same as me and 
they passed”



The check-in 
story –

Teachers

• Insistent they had told students not making 
sufficient progress

• Given ample feedback

• Frustrated, spent a lot of time:
• writing and recording feedback 

• catching students up and going over work missed

• counselling them to attend more regularly

• asking them to put away their mobile phones

• urging them to hand in homework

• encouraging them to participate in class

• pushing them to complete online tasks 



The check-in 
story –

Team Managers 
and Academic 

Counsellor

What we had:
• Conversations undocumented

• Many students missed the ‘things to improve’ part in 
the ‘feedback sandwich’ 

• Some teachers comment not wanting to demotivate 
or ‘crush’ students

What we needed:
• Documented feedback from teachers in one place

• Feedback on:

• all aspects of learning, engagement and 
development

• study skills, time management, engagement also 
needed

• Feedback delivered and discussed in face to face, one 
on one tutorials



Environment

Centre for Langauges, WINTEC

Waikato Institute of Technology

600 students
50/50 Domestic 
and International

NZCEL Levels 1F to Level 5  
18 week semester – 2 terms

4 modules to each 
programme

Reading & Writing 

Listening & Speaking



What are check-in sheets 
and how do they work?







Check-in sheet process

Week 6 and Week 12

→Teaching team consider same questions 
for each student (out of class)

→Teachers complete the same check-in 
sheet with recommendations and advice 

→Students attend 1:1 feedback session to 
go through the comments, and 
recommendations

→Student keeps copy, original to Academic 
Counsellor

→Academic Counsellor follows up with 
students of concern

→Team Managers and Academic refer to 
the sheets if there are issues or concerns



Why use check-in 
sheets? - Students

Opportunity for students to:
✓take time to evaluate their study skills and 

progress – take ownership
✓consider their progress as a whole, instead of per 

piece of work 
✓provide comments, ask questions or raise 

concerns
✓engage in structured 1:1 discussions with teacher 

about performance and progress
✓receive targeted advice and  recommendations for 

improvement
✓receive documented feedback they can take away 

and refer to



Why use check-in sheets? -
Teachers
Opportunity for teaching team to:

✓evaluate and discuss students’ study skills and 
progress as a whole

✓provide documented and targeted feedback and 
advice

✓engage with students through a structured 1:1 
discussion about performance and how to get on 
track

✓feel ‘safe’ when talking about not yet being on-track 

✓have evidence of having provided constructive 
feedback

✓see student from teaching partners perspective



Why use check-in sheets? –
Team Managers and 
Academic Counsellor

✓opportunity for early intervention, to 
get students of concern back on track 

✓refer to the check-ins when meeting 
students of concern 

✓get a picture of students performance 
and progress if teacher not available

✓support teachers by reinforcing same 
advice and recommendations

✓have evidence of feedback given and 
support provided
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Limitations and improvements

Limitations

Time

• Getting sheets 
back on time

• All students 
completed?

• Preferred names

Quality of feedback

• Too brief

• Good students 
get less feedback

• written ‘about’  
instead of ‘to’ 

Students of concern 
often absent

Improvements

Week 5 check-ins 
will cover study 

skills, engagement, 
time management 

only

Week 10 will focus 
on academic 

progress
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Thanks for 
listening!

Questions?


