[image: ]
One to One Meeting Record                                                       [image: 1,324 Two People Meeting Icon Illustrations & Clip Art - iStock]
Regular one to one meetings ensure the employee is supported. These regular meetings also provide the manager with an opportunity to understand the successes and challenges of the employee. 

This form should be used to guide and support your discussion with the employee and track actions from your meeting. It will also be useful for informing the annual appraisal and for monitoring the achievement of objectives and development plans. 

This form should be adapted as appropriate to meet the requirements of the employee. 
	
	
Staff Member:                                                  Manager:

Date of meeting: 

	
Review of action points from previous one to one meeting: 











	Review of support given by line manager since previous meeting:













	
How have things gone since we last met?













	
What has gone well? 








	
What’s getting in the way of you doing your best work?





	
Are you on track to meet deadlines?




	
Where do you need support?







	How are you progressing with your personal and professional development plans?






	
What actions will you take before our next meeting?







	
What actions will I take before our next meeting: 






	
Is there anything to report on the following areas: (If yes, please ask for details in the space below)

Patient care/risk                                  Yes                       No   

Health and safety                                Yes                       No           

Working relationships                          Yes                       No   

Are you under any additional stress?  Yes                       No            


	
Further details from above where applicable: 





	
Manager/Staff Comment:



Next meeting date:





Staff signature:

Manager Signature:
Version 1. Wendy Black, CMK Medical Centre. Review date: 1/11/24.
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