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Subject: Quick End-of-Year Wellbeing Check-In
Hi [Staff Member Name],
As we approach the end of the year, we want to make sure you feel supported and your workload feels manageable. Please take a few minutes to complete this short wellbeing check-in—your answers will help us make practical adjustments for the final weeks.
1. How are you feeling right now? (Highlight your answer) 
· Energised
· Okay
· Tired/stressed
· Overwhelmed
(You can also add a short note if you like: ________________________)
2. Which tasks are feeling most stressful this term?

3. What could help lighten your load before the holidays? (Highlight your answer) 
· Reduce or postpone certain tasks
· Delegate or share responsibilities
· Adjust deadlines
· Other (please specify): _______________________________
4. What kind of support would make the next few weeks easier?

5. Is there a small thing we could do this week to help you feel calmer or more energised?

6. Optional: Who would you like to check in with or connect with for support?

Thank you for taking a few minutes to complete this. Your responses will help us make the final weeks of term more sustainable and enjoyable for everyone.
[Reply to this email with your answers]
Warm regards,
[Leader Name]
[Role]
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