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Manager's Weekly Debrief Checklist
A checklist for the manager's 20-minute weekly debrief in a 70-20-10 development plan: questions for each stage, what to look for in the work, when to hand over more, and a debrief record. In the original research behind 70-20-10, the people who featured in executives' key career events were mostly their superiors, so this sheet gives the manager a defined job. It is a conversation guide by Coursebox, not a grading tool: no scores, and it does not certify competence. A hypothetical community housing provider is filled in as an example.
From the Coursebox blog: coursebox.ai/blog/what-is-the-70-20-10-learning-model
How to use this checklist
Book the debrief at the same time each week before the plan starts. In the example it is 20 minutes, weekly, moving to fortnightly after week 12.
Talk about real work done that week, not the course. Ask the learner to bring one task or case.
Ask before you tell. Use the questions for the current stage, then give one piece of feedback on the work.
End every debrief by agreeing the next real task, and write it in the debrief record.
Hand over more of the work when the signs in the last column are there, not when the weeks are up.
Decisions that belong to you stay with you. In the example, breach notices and tribunal applications always need the team leader's approval, whatever stage the officer has reached.
Worked example: debrief questions by stage
Hypothetical example. A team leader at a community housing provider debriefs new tenancy officers who are learning to handle rent arrears. The provider's rules: contact within 5 business days of arrears reaching 2 weeks' rent; every repayment plan recorded and confirmed in writing; no notice without the team leader's approval; a support referral offered in every arrears conversation.
	Stage
	Questions to ask
	What to look for in the work
	When to hand over more

	Weeks 1 to 2: watch and prepare
	What did you notice on the calls you shadowed? What did the buddy say that you would not have said? Which of the four rules came up, and how?
	Practice log filled in after each shadowed call; questions asked without prompting
	They can explain the four rules and the conversation steps using a real call they saw

	Weeks 3 to 8: lead with support
	Talk me through one conversation. What did the tenant say had changed? How did you decide the plan was affordable? When did you offer support?
	Each repayment plan before it is confirmed: affordable, recorded, confirmed in writing, support offered, contact on time
	Observed calls meet timing, affordability, support, records and authority limits; approve solo work explicitly

	Weeks 9 to 24: fuller caseload and stretch
	What did the stretch week on the contact list show you? Which case are you least sure about? What would you bring to the case review?
	Contacts made on time across the caseload; notice decisions brought with the facts
	Move to fortnightly debriefs after week 12; notices stay with you


Do not confirm an unaffordable plan. Intervene to correct it, then ask the officer about living costs and a workable amount during the debrief. Bad examples teach as well as good ones, so talk through a case that went wrong as readily as one that went well.
Worked example: debrief record
	Week
	Real task discussed
	What went well
	One thing to change
	Next real task

	2
	Shadowed arrears call with a tenant 2 weeks behind
	Noticed the buddy asked what had changed before talking about money
	Read the tenant's file before the call, not during it
	Shadow one more call and take the notes

	4
	First led conversation, buddy present: like Case A, hours cut
	Offered the support referral early
	First plan left too little to live on; agreed a smaller amount after the buddy stepped in
	Lead the next call; check affordability before proposing an amount

	7
	Solo call: tenant not answering, like Case B
	Tried a text and a letter within the 5 business days and recorded each attempt
	Asked about a notice too early; it needs more contact attempts and my approval
	Bring this case to Thursday's case review


Example entries only. The real record of each arrears conversation is the note in the housing system.
Your debrief questions
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Your debrief record
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Drawing on McCall, M. W., Lombardo, M. M. and Morrison, A. M. (1988) The Lessons of Experience (Lexington Books), where people featured in almost 20 percent of executives' key events and "fully 90 percent" of them were superiors (pp. 67 to 68), and on DeRue and Wellman (2009), who found that feedback can offset the diminishing returns of stretch work. The questions, signs and example are Coursebox's own. No scores; this checklist does not certify competence or authority.
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