[bookmark: _959njogr1va3]Staff and Manager One-to-One Meeting Template[image: ]
 Employee Name: ______________________________________
 Manager/Supervisor Name: _______________________________
 Date of Meeting: ________________________________________
 Next Scheduled Meeting: _________________________________

[bookmark: _x7ee5qycng3y]1. Meeting Objectives
(Outline the purpose of today's meeting, e.g., progress review, project updates, development support)
· 
· 

[bookmark: _blk5wghwfqi]2. Current Progress and Achievements
(Key highlights since the last meeting)
· 
· 

[bookmark: _flzo5ibn25wn]3. Challenges or Barriers
(Any obstacles impacting work or wellbeing)
· 
· 

[bookmark: _u0e1kjm2cq21]
[bookmark: _qmiiaemjyfn4]4. Objectives and Actions (Next Period)
(Specific tasks, goals, or improvements agreed upon)
	Objective
	Action Steps
	Timeframe
	Support/resources needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





[bookmark: _1i4pgvdkdsb7]5. Employee Feedback/Comments
(Anything the employee wishes to raise, suggestions for improvements, support needed)
· 
· 

[bookmark: _mgvs4ik6ddts]6. Manager Feedback/Comments
(Observations, recognition, and/or development advice)
· 
· 

[bookmark: _kjlb2hvyeyfn]7. Training or Development Needs
(Identify any training, coaching, or resources needed)
· 

[bookmark: _urpa0o1yhxse]Summary of Agreed Actions:
· 
· 

[bookmark: _459yux9vh2zi]
[bookmark: _fj59l91r9fmb]
[bookmark: _algreo9agibe]Sign-off
Manager Signature: _________________Employee Signature: ______________________


image1.png




