=3 Supervisor Clarity Checklist

Ten Weekly Questions Every Supervisor Should Ask to Prevent Burnout and Chaos
Designed by Foundations Business Consulting
Clarity before commitment. Structure before scale.

© Why This Checklist Matters

Every week, supervisors make hundreds of small decisions — who to meet with, what to
delegate, what to track, and how to respond when things go wrong. Over time, those choices
either create clarity or chaos.

This checklist gives you ten questions to realign your focus each week — so your team stays
clear, consistent, and productive without burning out.

When used consistently, these ten checkpoints help you lead proactively instead of reactively.

& How to Use It

1. Set aside 15 minutes every Monday or Friday.

Review these ten questions before the week begins (or ends).
2. Write short notes or ratings (1-5) for each.

You’ll start to see patterns — which systems are strong, which need attention.
3. Act on one insight each week.

Small, steady improvements prevent crisis cycles and build long-term trust.

V) The Ten Weekly Clarity Questions

(1] Direction — Does everyone know our top three priorities this week?

If your team isn’t clear on what matters most, they’ll fill the space with what’s loudest, not
what’s most important.
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(2] Alignment — Have | confirmed that assignments match each person’s
strengths and capacity?

A mismatched task drains energy and creates rework. Align work with style and skill — not just
availability.

(3] Communication — Have I clearly stated what “done” looks like for every
major task?

Ambiguity multiplies confusion. Write or say what success looks like in measurable terms.

(&) Accountability — Is every recurring meeting tied to a clear purpose or
outcome?

Meetings without rhythm or reason slowly drain performance. Revisit agendas, timing, and
ownership weekly.

(5) Feedback — Have | given specific encouragement or correction this week?

Supervisors who only “check work™ eventually check out their people. Feedback fuels growth
and engagement.

(6] Team Health — Who on my team might be showing early signs of burnout or
frustration?

Watch for withdrawal, missed details, or irritability. Early care prevents crisis later.

(7) Process — Where did things slow down last week, and what system failed?

Most recurring issues are not people problems — they’re process gaps. Ask: “What broke, and
why?”
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Development — Have | invested time in someone’s growth this week?

Supervisors develop systems, but great supervisors also develop people. Coach through one
meaningful conversation weekly.

(2] Culture — Did I reinforce the behaviors we want to multiply?

Every compliment or correction builds culture. Decide which behaviors deserve repetition —
and model them yourself.

Sustainability — What must stop, simplify, or shift this week to protect our
capacity?

Busyness hides broken systems. Reduce friction before it turns into fatigue.

=t Implementation Tips

Use it in team huddles: Review one question per meeting.

Integrate it into your one-on-ones: Let team members self-assess weekly.

Share it upward: Executives love supervisors who think structurally.

Pair it with the DISC360™ Assessment: Understanding style helps you tailor how you
ask, not just what you ask.

Foundations Insight

Supervisors who ask these questions consistently see a 20-30% improvement in team stability,
communication, and retention.
Why? Because clarity prevents reactivity — and reactivity breeds chaos.

This checklist doesn’t replace management; it structures it.
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& Next Step

Use this checklist for the next 30 days. Then schedule a Clarity Call with Foundations to review

what’s working and what’s not.
Together, we’ll design the systems that make your clarity sustainable.

% [ Book a Clarity Call — ]
(% [ Learn About DISC360™ — ]

FOUNDATIONS

BUSINESS CONSULTING


mailto:letstalk@foundationsbc.com?subject=Let's%20Book%20a%20Clarity%20Call
http://www.foundationsbc.com/framework

