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Purpose 

A 1-on-1 (1:1) Check-in Meeting is a dedicated space on the calendar and in your mental map for open-
ended and anticipated conversation between a supervisor and an employee. 1-on-1s are known to 
strengthen relationships between supervisors and their team members. They also encourage frequent 
performance conversations between supervisors and their direct reports. The concept is fairly 
straightforward: meet regularly to discuss progress on goals, engagement, professional development and 
more. 
 
While sometimes it can feel time-consuming, the return on investment is huge. Through regular 
conversations supervisors can develop trust, both with individuals and within their teams. In turn, trust in 
the workplace solidifies teams, creating a safe environment for people to work in new and collaborative 
ways. 
 
Have the right mindset 

Don't overthink the meeting, as it’s meant to be a discussion. As a supervisor, your role is to coach and 
support while ensuring your employees remain the focus of the conversation. The conversation should be 
flexible enough to accommodate topics that are top of mind for both sides. It can be useful to have 
a shared collaborative space to keep track of upcoming topics to discuss and help both supervisors and 
their direct report better prepare for a more effective conversation. To help keep it informal, you could 
go on a walking meeting, have a coffee, or meet for breakfast — just remember to take your discussion 
points with you. Sometimes having meetings outside of the formal office environment can help your 
direct reports feel more comfortable discussing certain topics. For example, it’s helpful to create a bit of 
physical space from the day-to day to cover topics like a performance reviews, constructive feedback, or 
even professional goals. 
 
Set a Recurring Schedule 

In order for 1-on-1s to be effective they need to happen regularly. Once you’ve agreed to a cadence, 
ensure 1:1s are scheduled and added as a recurring meeting into the calendar, this is a subtle but clear 
way for supervisors to show that they are invested in the 1:1 relationship and that they will consistently 
make time for the individual. Things come up and schedules change but instead of canceling the 1:1 do 
your best to reschedule. Cancelling can send the message that the meeting isn’t important, when in fact, 
it’s the cornerstone of your relationship with your direct report. 
 
Pro tip: Include a link to your collaborative space in the meeting invite so you and your direct reports can 
easily find and add topics to be discussed, notes on what you covered last time, and any open action 
items. 
 
Keep it flexible 

The 1:1 agenda should be collaborative; supervisors should encourage direct reports to share what they 
would like to discuss. Below are common topics including current goals and their progress, recent 
feedback, recognition, and career aspirations. It can be valuable to provide the tools to make it easy to 
have regular and valuable meetings month after month.  Common Microsoft products such as Outlook, 
Planner, Teams and OneNote are suggested tools.  

http://www.estellehrsolutions.ca/
https://blog.impraise.com/360-feedback/7-ways-managers-can-build-trust-in-the-workplace-performance-review
https://www.impraise.com/platform/1-1s
https://www.impraise.com/platform/1-1s
https://www.impraise.com/platform/1-1s
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Summarize the goals identified during the annual performance review process below. 

Individual Contribution Goals Cascading 

 The Goal Specific Accomplishment(s) 

Goal #1  
 
 

 

Goal #2  
 
 

 

Goal #3  
 
 

 

 

Development Goals 

 The Goal Specific Accomplishment(s) 

Goal #1  
 
 

 

Goal #2  
 
 

 

Goal #3  
 
 

 

 

Questions 

1. What happened in the last month that stands out?  
 

2. What went right in the last month?  What goals do you want to celebrate? 
 

3. What goals have you been able to make progress with since our last 1:1 meeting? 
 

4. What’s coming up – big priorities over the next month?  What priorities will you focus on getting done 
for our next 1:1? 
 

5. What resources do you need to achieve these priorities? 
 

6. Are you anticipating any barriers/roadblocks that we should anticipate?  How can you overcome 
these obstacles/roadblocks? 

 
7. What else is on your mind / what else is coming up? 

 


