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Sharing feedback and wrap up

Providing the simplest participatory way of closing a collaborative journey, this activity 
consists on circulating a check-ou question within the group.

Check-outK4

• Talking token 
(optional)

●○○08 -12 minutes Up to 25 people ●○○

• Close a process, symbolically and in a 
collaborative way

• Invite each member to be presente and 
feel seen and heard.

• Emphasise reflection and closure

LEARN MORE

• Hyper Island - check-in questions

• Hyper Island - check-in check-out

https://toolbox.hyperisland.com/check-in-questions
https://toolbox.hyperisland.com/check-in-check-out
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Sharing feedback and wrap up

Check-outK4

Preparation and introduction

1. Setup. 
Gather the group in circle or “U” 
shape.

2. Ask a check-out question.
You can start with "As we're almost 
ending our day I now invite each of 
you to share in a few words around 
<question>” 

3. Share.
One-by-one participants check-out, 
either in order around the circle or at 
random. The facilitator may be the 1st 
or the last to share.

Once every person has checked-out 
one time, check-out is over.

Walkthrough

Think about what stage the group is at. What would be a useful question for them to check-out 
with? Think about the context and the general mood. Consider:

• How much time do you have for the check-out? Does the question invite a 3-5 minute story from each 

person, a word or two, or a sentence or two?

• How can the check-out connect and reinforce to useful messages and takeaways you want them to leave 
with within the overall purpose of the gathering?

• What kind of tone do you want to create? Playful? Serious? Celebrative?

• What has happened? What are they about to do next? Has there been conflict? Is this a celebration?

Choose a reflection question that will support the kind of mood and atmosphere that you want to 
create. Adjust questions to fit your meeting criteria.

Note on introduction

Optionally, you can introduce or end the activity as follows: "Check-in and check-out processes 
are fundamental to the work we engage in, and set the context for what we actually do. It’s a 
simple way for the team to open or close a process, symbolically and in a collaborative way. 
Checking-in/out invites each member in a group to be present, seen, and heard."

DOs, DON’Ts & BE AWARE

✓ Managing time is crucial for running 
effective meetings. As the session 
facilitator, you can introduce different 
constraints to a check-out to allow for 
more or less time. Examples:
- “In one word…”
- “In two words…”
- “In one sentence…”
- “Think of three things…”
- “Taking as much time as you need…”

✕ Check-in and check-out processes are 
not trivial time wasters in our 
meetings. If they feel that way, 
something is either missing or needs to 
be adjusted to relate to the session.

! As the shaping of questions in a 
thoughtful, purposeful and intentional 
manner increases the likelihood of 
them being powerful, we purpose you 
to read the articles in the reference 
links before defining your question.

!


