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DAILY PROGRESS TURBOBOOSTER – LITERALLY ONE DAY @ A TIME 

Research shows that for staff to be happy and engaged at work, they need to be making 

progress on meaningful work, this was what constitutes a good versus bad day for employees: 

The daily progress review checklist for managers   

(Based on work of Prof. Terese Amabile Harvard Business School) 

Near the end of each workday, use a checklist to review the day and plan your managerial 

actions from the following day. After a few days, you will be able to identify issues by scanning 

the boldface words. First, focus on progress and setbacks and think about specific events 

(catalysts, nourishes, inhibitors and toxins) that contributed to them. Next, consider any clear 

inner work life clues and what further information they provide about progress and other 

events. Finally, prioritise for action. The action plan for the next day is the most important part 

of your daily review: what is the one simple thing you can do to best facilitate progress? 

 

   

 Progress: Which one or two events today indicated either a small win or possible 
breakthrough? (Describe briefly.)   

 

 

 Setbacks: Which one or two events today indicated either a small setback or possible crisis?       
(Describe briefly.) 
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TASK ORIENTATION:  

 

Rate on a scale of:  1 = Not at all  ……… 10 = Totally                                                               

                                                                                                                              Inhibitor  vs.  Catalyst                    

Did the team have clear short and long-term goals for meaningful 
work? 
 

1 2 3 4 5 6 7 8 9 10 

Did team members have sufficient autonomy to solve problems and 
take ownership of the project? 
 

1 2 3 4 5 6 7 8 9 10 

Did they have all the resources needed to move forward efficiently? 
 

1 2 3 4 5 6 7 8 9 10 

Did they have sufficient time to focus on meaningful work? 
 

1 2 3 4 5 6 7 8 9 10 

Did I give or get them help when they needed or requested it? Did I 
encourage team members to help one another? 
 

1 2 3 4 5 6 7 8 9 10 

Did I discuss lessons from today’s successes and problems with my 
team? 
 

1 2 3 4 5 6 7 8 9 10 

Did I help ideas flow freely within the group? 
 

1 2 3 4 5 6 7 8 9 10 

 

 

PEOPLE ORIENTATION: 

 

Rate on a scale of:  1 = Not at all  ……… 10 = Totally                                                           

                                                                                                                                 Toxins vs. Nourishers 

Did I show respect to team members by recognising their contributions 
to progress, attending to their ideas, and treating them as trusted 
professionals? 
 

1 2 3 4 5 6 7 8 9 10 

Did I encourage team members who faced difficult challenges?  
 

1 2 3 4 5 6 7 8 9 10 

Did I support team members who had a personal or professional 
problem? 
 

1 2 3 4 5 6 7 8 9 10 

Is there a sense of personal and professional affiliation and, 
camaraderie within the team? 
 

1 2 3 4 5 6 7 8 9 10 
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INNER WORK LIFE 

 

Did I observe any examples of my subordinate’s inner work lives today (emotions, 
motivations, and perceptions):  

 

 

 

 

 

 

 

What specific events might have affected inner work life today? 

 

 

 

 

 

 

 

 

ACTION PLAN 

What one simple thing can I do tomorrow to either improve my task or people orientation? 
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Progress ritual one-on-one discussion:  

 

 

1. What are your key goals? How much progress did you make on those goals? 

 

 

 

 

 

 

 

2. How will you ensure you stay motivated (MAGIC: Meaning, Autonomy, Growth, 
Impact and Connectedness)? 

 

 

 

 

 

 

 

 

3. What one small thing can I do tomorrow that will make me more likely to succeed in 
future? 
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PROGRESS PRINCIPLE ACTION PLAN IDEAS 

What one simple thing can I do tomorrow to either improve my task or people orientation?  

Here are some tips from Prof Amabile if you are stuck:  

 

Celebrate progress every day: The single most important event leading to positive inner work 

life is making progress in meaningful work, even seemingly incremental progress or “small wins.” 

This is the progress principle. But given the demands of modern work, it is easy to ignore those 

small steps forward and focus on what still needs to be done instead. Take a moment each 

day to celebrate and recognize the progress that you, your co-workers, and your subordinates 

have made each day.  

Deal with setbacks constructively (TASK AND PEOPLE): Of all the events that diminish inner work 

life, setbacks in the work are the single most important. However, organizations that deal with 

setbacks constructively are able to minimize their negative impact. These companies address 

setbacks quickly and tend to view them as learning opportunities and challenges rather than 

as failures.  

Supply Catalysts to support progress (TASK): Catalysts directly support progress in the work. They 

include actions like providing clear goals, mechanisms for idea flow, and sufficient resources. 

Catalysts make it possible for workers to move forward in their work and therefore are critical 

for both performance and inner work life. The opposite of catalysts are inhibitors, which serve 

to block progress. Her research showed that the most successful leaders stayed attuned to the 

progress and setbacks of their teams, and consistently supported progress every day.  

Supply Nourishers to support inner work life (PEOPLE): Nourishers directly support people’s inner 

work lives and include actions like providing encouragement and recognition. Because they 

support inner work life, nourishers also lead to better performance. Toxins are the opposite of 

nourishers; they serve to poison inner work life.  

Build on progress (TASK): When people have made good progress in a task, that could be an 

ideal time to introduce new challenges. This is because their inner work lives, particularly their 

intrinsic motivation for the work itself, will likely be high as a result of their success.  

Sweat the small stuff:  Seemingly small events can have a large impact on inner work life. She 

found that 28% of events that people said were of low importance actually had a large impact 

on their inner work lives. In particular, keep in mind that even small incremental progress 

supports inner work life, and even small losses can be demoralizing.  

http://progressprinciple.com/documents/Progress_Principle_Tips.pdf
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Minimize the negative: Negative events are more powerful than positive ones. Setbacks have 

a greater negative impact on emotions than progress, and the negative effects of toxins tend 

to be more powerful than the positive effects of nourishers. So, it is especially important to 

minimize the probability of negative events and to deal with them quickly and effectively 

when they do happen.  

Take your foot off the gas (once in a while): People tend to be most creative on days of low-

to-moderate time pressure, when they are able to think, discuss, and explore for new solutions 

to complex problems. The worst time pressure is quite common in modern organizations – 

characterized by people splitting their attention between too many unrelated tasks, rather 

than being able to focus. High time pressure over extended periods of time leads to both poor 

inner work life and poor performance. However, when tight deadlines are unavoidable for 

brief periods, managers can support creativity by making sure that people understand they 

are on an important mission and allowing them to focus exclusively on that mission.  

Keep a daily journal:  Keeping a journal focused on progress and setbacks will help you in 

many ways. It will remind you to celebrate successes. It will help you to attend to the setbacks 

and deal with them quickly. It will make you aware of what is working and what is not and can 

help you spot patterns to reinforce or dampen. 

Think how if each day you incrementally made progress, how this would compound over the 

year. You can do this whether you are a manager or not. It can rescue your inner work life. In 

doing so you re-energise and see work as something to be looked forward to, not dreaded.  
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