Logo
One-to-One Meeting Template

	Employee Name
	


	Line Manager Name
	


	Date
	




	Check In

	How have you been feeling recently?
	






	Any personal or professional wins you’d like to share?
	









	Progress and Updates

	What have you been working on since our last meeting?
	





	What are you most proud of accomplishing?

	





	Any blocks or challenges?
	





	What lessons have been learnt (if any)?
	






	Do your goals need adjusting?
	





	What support do you need?
	







	Feedback Exchange

	What feedback do you have for me?
	





	Have you received any feedback from others?
	





	What feedback would you like from me?
	







	Development 

	Any new skills or knowledge gained?
	





	What areas would you like to grow in?
	








	Planning

	What are your top priorities for the next month?
	





	Have you any upcoming deadline or events?
	





	What are you excited or concerned about?
	







	Action Item
	Owner
	Date Due

	
	
	

	
	
	




	Employee Signature
	


	Date
	

	Line Manager Signature
	


	Date 
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