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WHO THIS PLAYBOOK IS FOR

Becoming a people manager for the first time is one of the most rewarding and challenging transitions at 
work.  And yet many new managers, and their bosses, don’t get much help to make it a success.



Often it falls back on individual managers to ‘figure it out’ or work with their bosses to come up with a plan, 
which they don’t have the time to do.  This ‘figuring it out’ leads to costly mistakes, when most of these can be 
avoided if the new manager has the right structure and support to help them through those early weeks.



This playbook is that structure and support.  We know the traps new managers fall into.  This playbook is a 
roadmap for People/HR teams to design better training programs for first-time managers, so they can spot 
those traps, navigate them, and acquire the skills and insight to emerge better leaders. 



If that sounds useful to you or your team, this playbook is for you.


HOW IT WORKS

The playbook covers the first eight weeks of being a new manager.  Each week, you’ll find suggested activities, 
including:

TRAINING New topics first-time managers should learn about.  E.g. ‘Getting 1:1s right’.

ACTIONS Tasks they should do to put training into practice.  E.g. ‘Organize first 1:1 meetings’.

DISCUSSION Chats with a coach (their boss/mentor) or peers to reflect on the training and actions.

This range of activities keeps the program engaging and relevant to the manager’s role at your company, and 
flexible enough to fit into their busy schedule. 



See the Notes section at the end and our training resources (available separately) for more detail on how to 
run the Playbook.




FURTHER RESOURCES

This playbook is free for anyone to use.  If you have any questions about it, please contact us and let us know.   



If you would like assistance running the playbook, we have a range of additional training resources and 
coaching support to help get your managers up to speed.  Visit this webpage to find out how we can help. 


https://www.inkommon.com/contact?utm_source=playbook
https://www.inkommon.com/explore/download-the-new-manager-playbook?utm_source=playbook
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SUMMARY

TIMELINE

WEEK 1

TRAINING ACTIONS DISCUSSION

WEEK 2

WEEK 3

WEEK 4

WEEKS 1-4

CHECKLIST

By the end of Week 4 you should:Congratulations, you’re a manager!  This is going to be one of the 
most rewarding parts of your career so far but also one of the 
most challenging.  In the first four weeks you’re going to be 
mostly listening and learning, to make sure the decisions you 
take later are the right ones.  



You’ll learn about what it means to be a manager.  You’ll also 
have a series of meetings so you move into the next 4 weeks with 
a clear idea of your boss’s priorities and your team’s career 
aspirations.  You can then think about how you’re going to align 
the two and run an effective team.

Be more comfortable with what being a manager includes

Know your boss’s priorities

Have had 1:1s with everyone in your team 

Have had career discussions with everyone in your team

Have an initial system for tracking your team’s development

Have new ideas to optimise your team’s performance

Have identified a peer to discuss management issues with

Meet with boss to discuss team 
priorities, and schedule future 
1:1s with them

Speak to predecessor

Hold first team 1:1s 

Hold first in-depth career 
conversations and schedule 
future ones monthly/quarterly

Start tracking team’s career 
development goals

Schedule career conversations 

Find peer and schedule chat

Reflect on how you set 
expectations for success

Review high and low performers

Approach  management mentor

Check-in with coach on Week 2 
progress, challenges, and wins

Check-in with coach on Week 4 
progress, challenges, and wins

COHORT: Peer group learning 
session on 4 week learnings

Check-in with coach on Week 3 
progress, challenges, and wins

Peer discussion on learnings so 
far

Check-in with coach on Week 1 
progress, challenges, and wins

COHORT: Add all new managers 
to dedicated community

What it means to be a manager

Alignment & Managing Up

Getting 1:1s right

Achieving Results

Career Development
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SUMMARY

TIMELINE

WEEK 5

TRAINING ACTIONS DISCUSSION

WEEK 6

WEEK 7

WEEK 8

WEEKS 5-8

CHECKLIST

By the end of Week 8 you should:By now, you should be feeling more confident about the direction 
of your team, and each individual’s aspirations.  



These next four weeks are about building on skills from last 
month (like 1:1s), whilst looking for opportunities to improve 
team effectiveness through communication and delegation, and 
learning more about how to get your team promoted.  



You’ll also reflect on your own performance and wellbeing, 
including gathering some feedback from your team, leaving you 
well-positioned to continue evolving as a manager.

Have consolidated good 1:1 habits with your team

Have met with a mentor (if a suitable one is available)

Reviewed and improved how you give feedback

Be a more effective communicator in meetings and async

Have delegated some meaningful tasks to others

Have reflected on maintaining your wellbeing as a manager

Have gathered feedback from your team on your work

Check-in with coach on Wk 5/6 
progress, challenges, and wins

Check-in with coach on Wk 7/8 
progress, challenges, and wins

COHORT: Peer group learning 
session on 8 week learnings

Communication

Delegation

Managing yourself

Feedback Review opportunities for 
constructive feedback

Review opportunities for positive 
feedback

Look for an opportunity to 
delegate

Start work on personal 
development plan

Gather feedback from team on 
performance so far

Peer discussion on learnings so 
far

Meeting with management 
mentor (if applicable)

Optimise your team updates

Optimise updating your boss
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NOTES

SUMMARY

These notes provide additional context for using this playbook.  They go into more detail on how training, actions, and 
discussion work together and what topics should be covered in each week’s training materials.



For any further questions, e-mail hello@inkommon.com or contact us through our website.

NOTES ON DISCUSSION

The discussion element of new manager development is essential.  Training materials and action plans are useful, but 
the situations faced by new managers are unpredictable and often particular to their teams.  Having people to discuss 
those challenges with (and celebrate success) is vital.  



It also opens up the conversation about people management and shows it’s ok to ask for help and discuss the difficult 
parts. Many mistakes new managers make are avoidable, but happen because they feel embarrassed to ask for help in 
company cultures where management is something you’re just meant to ‘figure out’. 



When it comes to Discussion, this playbook has roles for Coaches, Peers, and Peer Groups. 




COACHES

For the playbook, ‘Coach’ doesn’t mean someone with a formal coaching qualification.  It refers to the individual who 
will be responsible for guiding the new manager through the playbook.  



The Coach is expected to meet with the new manager 1:1 to discuss progress, celebrate wins, and work through 
challenges.  They should meet every week for the first four weeks, before moving to at least fortnightly for the 
remainder as the manager settles into the role.  They should also be available for ongoing support/ad hoc meetings to 
answer questions etc. as challenges arise.



In many cases, the Coach will be the new manager’s boss.  However, it could be someone in a People/HR department, 
or an external party/consultant/mentor.  The important thing is that the Coach has the time to perform the role, and 
the experience to meaningfully discuss people management issues with the new manager.





PEERS

Peers are those who are at a similar stage on their 
management journey to the new manager.  



Meeting with peers 1:1, rather than a more senior 
mentor/coach, is valuable because they have 
immediate lived experience of the role.  They may have 
tactical perspectives to share, and it can be motivating 
to discuss the role with others who are experiencing 
similar challenges.


PEER GROUPS

In addition to meeting peers 1:1, organizing peer group 
discussions is a great way of making sure insights are 
shared across the community of new managers at your 
company.



For companies who are progressing a cohort of new 
managers through the playbook at the same time, we 
recommend incorporating two peer learning groups 
into your schedule.


https://www.inkommon.com/contact?utm_source=playbook
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NOTES

NOTES ON TRAINING

Each week, the playbook includes a training topic.  The new manager should be provided with relevant materials on this 
topic at the beginning of the week, which will provide them with the guidance to achieve that week’s actions, before 
discussing how the week progressed at the end of the week.  



This section describes the themes we think the training materials should cover.  The playbook doesn’t prescribe specific 
materials, as your company may have existing ones you have found effective.  



Our tailored training resources are available online for $475.   They’re designed to work with the Playbook, and are full 
of practical tips and actions for first-time managers across the eight weeks.


WHAT IT MEANS TO BE A MANAGER 

 The responsibility and opportunity of being a 
manage

 What success looks lik
 The principal differences from being an individual 

contributo
 The main challenges of the role



ALIGNMENT & MANAGING UP

 What is ‘managing up’ and why is it importan
 Key techniques for managing up

1:1 MEETINGS

 The purpose and importance of 1:1s
 Having a great first 1:1 as a new manage
 Key tactics for successful 1:1 meetings


COMMUNICATION

 The role of effective team communicatio
 Running good meeting
 Key async communication tactics

DISCUSSING CAREER GOALS

 How and when to discuss career developmen
 Career discussions with uncertain team member
 Aligining career aspirations with your company’s 

ambition
 Translating discussion into ongoing support and 

sponsorship

DELEGATION

 The importance of delegatio
 Key tactics for delegating to your team

FEEDBACK

 Giving effective feedbac
 How to approach tough feedback conversation
 Leveraging positive feedback

ACHIEVING RESULTS

 The conditions for high performanc
 How to manage underperforming team member
 How to support high performers

MANAGING YOURSELF

 The pressures of being a people manage
 Time management. Avoiding burnout
 Personal development.  Getting feedback.

http://www.inkommon.com/solutions/training-materials/home


Training Materials

Playbook Add-Ons

If you would like to use this playbook but need some support, 
we have flexible options to help you put it into practice. 

Visit www.inkommon.com to learn more or contact us

Kommon K

For teams that want to run 
the playbook but do not 
have the right training 

materials, including advice 
on all 8 sprints.

For teams that want us to 
get their new managers up 

to speed, including 1:1 
discussions, online chat and 

manager tools.

For companies that want to 
develop a cohort of 3+ 

managers, and benefit from 
peer learning and a 

manager community.

Coaching & SupportTraining Resources Cohort Development

https://www.inkommon.com/explore/new-manager-playbook?utm_source=playbook
https://www.inkommon.com/contact?utm_source=playbook

