
 

 

Guidance for Managers  

Holding Effective 1-1s 
Purpose: 

The primary purpose of a 1-1 is for you and your direct report to have dedicated time 

together without distractions.  It is an opportunity for both of you to review how the work is 

going, what the pressures are and how people are getting on. 

You, as the line manager, cannot be responsible for the mental health and well-being of 

your staff – but it is your responsibility to ensure that the environment we create is not 

actively making it harder for them to manage their own well-being and to see what support 

we could provide to them if they are struggling. 

It is also important that if there are performance issues, they are raised at the nearest 1-1 to 

the issue at question.  It is much better for staff to know quickly where they might not be 

operating to standard or expectations, what they need to do to improve and what you can 

do to support them.  Do not avoid honest conversations about performance no matter how 

difficult they might be – just be clear that the motivation is for staff to do what they do well. 

A 1-1 is not the same as an appraisal as it is much shorter term in focus (not much more 

than a month apart) however, staff members, even if the conversation has been about a 

performance issue, should typically leave the 1-1 clear about what they have done/are 

doing well and anything they need to work on and feeling supported to do their work. 

Preparation for 1-1s:  

• Make sure meetings are planned a year in advance and are confirmed in both your 

diary and your staff members diary.  

• Plan in advance what you intend to cover. 

• Familiarise yourself with the suggested questions below.  

• Bring your brief notes from your last 1-1 with you – especially any actions that you 

agreed.  

You will know you have had an effective 1-1 if: 

• Your team member leaves the meeting feeling acknowledged and positive. 

• You have given them the space to talk about their work. 

• You have given them the space to talk about something personal in their lives (if they 

have wanted to raise it).  

• It covers the period between the last 1-1 and the current meeting, work in progress 

and the future.  

• You have allowed the staff member to talk through their motivations, job 

satisfaction and general wellbeing.  

 



 

 

Suggested questions for the line manager: 

• How are you?  

• How do you feel the job has been going since our last meeting? 

• What do you feel has gone well? 

• What do you feel you could have improved on since our last 1-1? 

• What problems have you encountered? How did you deal with them? 

• What have you been enjoying working on? 

• What have you enjoyed least? 

• How are you getting on with those in your team? 

• How are you getting on with other members of the organisation? 

• Do you need any additional support? 

• What can I do to help you?  

• How could I be a better Manager for you? 

• What is currently helping you stay mentally healthy at work? 

• Is there anything I can do to help you stay mentally healthy at work? 

• Is there anything happening outside of work that you think I should be aware of? 

• Is there anything else you would like to share? 


