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Checking In Discussion Guide
What is this document?
This document provides a template for a conversation checking in on progress towards the targets you and your colleagues identified in your Tracker. How frequently you check in will depend on the length of your time period. However, as a rough guide, we would recommend checking in every three - six months, although this will depend on how many productions you are casting. 
Remember that beyond the Tracker and this discussion guide there are many tools and resources on the Theatre Casting Toolkit that can support you to make progress towards your targets.
How do we fill in this document?
We recommend that one person takes responsibility for noting key points made during the discussion. We have left space for you to do this. In some places we have given example answers (in green type). You can overwrite these with your own answers. 
We have formatted this as a Word document so you can alter or add to it if that feels useful.
What happens next?
As you approach the end of your time period there’s a Looking Back Discussion Guide to reflect on what was and wasn’t achieved and why. It will also prompt you to consider what you’ll focus on next, as you move into a new time period using the Tracker. 
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Date of this meeting:
People present at the meeting:
Notes taken by:[image: ]
Mid-Point Progress – the headlines
You’re now part of the way through your time period and so should check in on how much progress you’re making and why. 
[image: ]Discuss – How are we finding taking this approach to diversity in casting? What are the headlines?
How are we finding using the Tracker?
What’s working well about it?
What’s proving difficult about it?
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	Key Points from our discussion
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Mid-Point Progress – in detail
You have identified up to four targets for your time period. You can now check in on how near or far you are from achieving these.
[image: ]Target 1
At the outset of our time period we established the target that 30% of actors cast during that period would be from under-represented ethnicities
For actors cast to date (including engagements offered but not yet begun as well as engagements underway or completed) our running total is 18%
[image: ]Discuss – How much progress are we making and how confident do we feel about achieving our target by the end of the time period?
What approaches have been particularly successful or effective?
What are the areas in which we could do better? 
What have we learned and how will we now use this knowledge?

	Key Points from our discussion







[image: ] [If you have identified more than one target please copy, paste and amend the above]
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Actions
Now that you’ve examined what is and isn’t aiding progress, consider how you can build on successes and address shortcomings.
[image: ]Discuss – Looking at our target(s) against our running totals, and bearing in mind what we’ve identified is and isn’t supporting progress, what actions do we need to take?


	Action 
	Who
	By when

	Loop Marketing Team into our targets. Maybe demonstrate the Tracker to them in forthcoming team meeting? 
	Producer
	Within next month

	Save a locked copy of Tracker spreadsheet on the  shared drive so we can all see it
	Production Assistant
	ASAP
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Date for further checking in
Discuss: Do we want to schedule a further check in meeting between now and the end of the time period? If so, when? Who should be there?

Date of checking in meeting: Mar 20
Who should attend? Everyone who was here today
Who is responsible for co-ordinating this meeting: KB
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