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Bookend Meetings 
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COPYRIGHT AND TRADEMARK STANDARDS 

This document contains proprietary research, copyrighted materials, and literary property of Pixel Leadership Group, LLC. It is for your 
guidance only and is not to be copied, quoted, published, or divulged to others without written permission from Pixel Leadership Group, 
LLC. All of Pixel Leadership Group LLC.’s content, unless otherwise noted, is protected by copyright ©2024. All rights reserved. This 
document is of great value to Pixel Leadership Group, LLC. Accordingly, international and domestic laws and penalties guaranteeing patent, 
copyright, trademark, and trade secret protection safeguard the ideas, concepts, and recommendations related within this document.  
 
No changes may be made to this document without the express written permission of Pixel Leadership Group, LLC.  
 
All rights reserved.  

 

Pixel Leadership Group, LLC is a leadership and organization development consulting firm 
composed of psychologists, business leaders, and social scientists who enjoy applying their collective 
expertise to help maximize leaders’ potential, create inspired and innovative teams, and build people-
centric organizational cultures. We use our deep understanding of behavioral and assessment science 
to develop customized solutions to help our clients achieve their unique goals.  

Pixel Leadership Group, LLC 
1714 Boardman Poland Road, Suite 9 

Poland, OH 44514 
330.366.6763 

hello@pixelleadershipgrou.com 
www.pixelleadershipgroup.com 
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BOOKEND MEETINGS 
Bookend Meetings start and end your week. There is power to the act of coming together 1:1 with each of your employees at 
the beginning and end the week for 15-minutes to create clarity, ensure alignment, and strengthen communication. This is the 
time to focus on tasks, upcoming deadlines, new requests, and shifting priorities. Combining these meetings with 1 30-minute 
Meaning-FULL Meeting each week supercharges employee engagement and retention while improving delegation and 
accountability. 

Be clear about the purpose of the meetings and don’t try to cover too much. Keep the meetings to 15-minutes and be sure to 
start and end on time. These meetings are not meant to be in-depth project meetings but a way to ensure that there is a regular 
flow of communication and alignment between you and your Direct Reports about priorities, challenges, and support.  

Stress the importance of your employees coming prepared to the meetings. Keep the meeting moving at a fast clip. As you 
work through the agenda, there will be things that come up that need more time for discussion or decision making; this meeting 
is not the place for that to happen but instead to determine what additional time might be needed for those conversations to 
happen and to schedule it. 

MONDAY MEETING AGENDA 
Check-ins (3 Minutes): 

o Ask them how they are feeling coming into the week. 
o Share how you are feeling coming into the week. 

 
Priorities (3 Minutes): 

o Ask them what their 3 top priorities are for this week. 
o Respond with how that lines up with what you see as their top priorities for the week. 

 
Roadblocks (4 Minutes): 

o Ask them: 
o What roadblocks are you facing?  
o What projects are at risk of getting off track? 
o What can I do remove roadblocks for you? 

 
Heads-Up (3 Minutes): 

o Ask them what’s coming up this week that should be on your radar. 
o Share anything that is happening that you believe should be on their radar. 

 
Wrap-Up (2 Minutes): 

 

o Review Actions and Agreements 
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FRIDAY MEETING AGENDA 
Check-ins (3 Minutes): 

o Ask them how they feel reflecting on the week. 
o Share how you are feeling reflecting on the week. 

 
Wins (3 Minutes): 

o Ask them what their wins are from this week. 
o Share what wins you saw from the week (this is an opportunity to provide kudos and 

recognition). 
 
Unfinished Business (4 Minutes): 

o Ask them: 
o What didn’t go as planned? 
o What came up that was unexpected? 
o What got in your way of success this week? 

 
Reflection (3 Minutes): 

o Ask what did they learn / what are their take-aways from the week? 
o Share what you learned / what your take-aways are from the week. 

 
Wrap-Up (2 Minutes): 

o Review Actions and Agreements 

 

Want to be a better manager? Want a high-performing team? Want thriving employees? 
We can help! 

 
Pixel Leadership Group 

1714 Boardman-Poland Road, Suite 9 
Youngstown, OH 44514 

info@pixelleadershipgroup.com 
www.pixelleadershipgroup.com 
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