
Agile Coaching 

Checklist – Sprint Planning (How) 

 

 

Page 1 of 3 

 

SPRINT PLANNING - HOW 
SCRUM CHECKLIST 

 

The second part of Sprint Planning (“How”) provides an opportunity for the Team to determine how it will 

deliver an increment of “Done” functionality. Enough work is planned during Sprint Planning to enable the 

Team to forecast what it believes it can do in the upcoming Sprint. Work planned for the first days of the 

Sprint by the Team is decomposed by the end of this meeting, often to units of one day or less. The Team self-

organises to undertake the work in the Sprint Backlog, both during Sprint Planning and as needed throughout 

the Sprint. 

Time-box for how: 2 hours (2-week Sprint) 

Agenda 

 Scrum Master 

o Introduces the agenda. 

o Clarifies the rationale and the rules of the key meeting. 

o Indicates the time-box for the key meeting. 

o Communicates the velocity from previous Sprints. 

o Communicates the time-box for this Sprint, including dates, working days and holidays. 

o Discusses any deviation in Scrum process from the previous Sprint. 

o Elicits and clarifies the Team’s capacity – leave, availability, training needs, approved 

overtime, etc. 

 The Team 

o Runs through each of the Product Backlog items in the rank-order. 

o Reviews its notes regarding complexity, effort, risks, assumptions and dependencies. 

o Determines the best way for the Team, as a single unit, to collaborate to complete the 

Product Backlog items, including analysis, design, testing, architecture and development 

activities. 

o Assesses the skills it needs to satisfy the Definition of Done. 

o Assesses any Patterns it needs to use to satisfy the Definition of Done. 

o Assesses any artefacts it may need to create in order to solidify its understanding of each 

item’s requirements – e.g. updated documentation. 

o Discusses where Pairing would be of greatest advantage to the Team. 

o Engages the Product Owner if clarification is required on a particular Product Backlog item. 

 Scrum Master 

o Facilitates the key meeting. 

o Reinforces the need to undertake Backlog Refinement of items that are not sufficiently 

understood so they are ready for the next Sprint. 

o Assesses areas of likely risk in the emerging solutions to actively or passively watch for in 

the Sprint. 



Agile Coaching 

Checklist – Sprint Planning (How) 

 

 

Page 2 of 3 

 

 

 

Key meeting participants 

Role 

Team 

Scrum Master 

Subject matter experts (SMEs) 

Key outcomes 

 The Team agree on the most effective method for delivering Stories in their Sprint Goal. 

 The Team communicate their Sprint Goal to the Product Owner. The Product Owner assesses how 

each of the Stories will be delivered to confirm that each still represent value. 

 The Team and the Product Owner negotiate on what is “in” or “out” of the Sprint Goal. Good 

granularity in Stories will provide greater flexibility with what can be swapped around.  

 The Team create a Task Board or Kanban Board to visually display the items they’ve committed to 

delivering and their status throughout the Sprint. 

 The Product Owner is able to communicate to business stakeholders and end-users the value that is 

forecast for delivery at the end of the Sprint. 

Key considerations 

 Sustainable pace – The Team should only commit to as many items as can be produced at a pace that 

is sustainable throughout the Sprint. There should be no inference that any item should require ‘hero 

work’. 

 Reconsidering Story estimations – During the ‘how’ session, the Team may decide that now the 

amount of effort required has been made overt the size of the Story requires reassessing. The Scrum 

Master should ask the Team to resize the item and inform the Product Owner when he/she returns to 

discuss the Sprint Goal. 

 Collaborative work – The Team’s plans should reinforce the need to collaborate together on the 

solution, rather than work independently based exclusively on their area of expertise. 

 Pairing – Pairing reduces bugs and increases the efficiency of knowledge transfer about issues and 

requirements, but adds an additional 10-20% to the time to complete a task. This factor is to be taken 

into consideration when the Team decides how much can be committed to for the Sprint. 

 Flow and overloading the system – The Team should be aware that the more Stories they work on at 

the same time, the slower that Stories will move from ‘To-do’ to ‘Done’. Using a WIP (work in-

progress) limit will help the Team to focus on fewer items and get them done more quickly. 

 Sprint Goal as an hypothesis – The Team’s Sprint Goal is the Team’s best guess of how many items 

they can complete based on what they know during Sprint Planning. This ‘hypothesis’ should be 

assessed during the Retrospective, i.e.: were the team actually able to deliver as many items as they 

thought they could in the way they originally planned. 

 Finishing early – If the Team finishes early, they should then (and not before) engage the Product 

Owner to negotiate to do more Stories (only small, well-known, well-defined items) until the end of 

the Sprint. 
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Common obstacles to avoid 

 Not all the Team is present. 

 The Team over commits itself or commits to items that are not ready for delivery as the scope 

boundaries are not sufficiently defined. 

 The Team doesn’t breakdown items sufficiently, so the estimation of complexity doesn’t accurately 

reflect the actual work and time involved to deliver it by the end of the Sprint. 

 The Team focus on the technical aspects of delivery of the Product Backlog items rather than 

discussing what they need to do to embed value to end-users, including tasks such as analysis, design, 

development, testing and experience architecture. 



 

 

Using this Document 

ZXM gives you permission to share and distribute this work under a Creative Commons Attribution-

NonCommercial-ShareAlike 4.0 International License. 

 

 

You are free to: 

• Share – Copy and redistribute the material in any medium or format. 

• Adapt – Remix, transform, and build upon the material. 

Under the following terms: 

• Attribution – You must give appropriate credit, provide a link to ZXM, and indicate if changes 

were made. You may do so in any reasonable manner, but not in any way that suggests that 

ZXM endorses you or your use. 

• NonCommercial – You may not use the material for commercial purposes. 

• ShareAlike – If you remix, transform, or build upon the material, you must distribute your 

contributions under the same license as the original. 

 




