
 

Guidance for Staff - Effective 1-1s 
Purpose: 

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

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

going, what you are doing well so your line manager can acknowledge it, what the pressures 

are so that you can discuss what support you need and how you are getting on generally. 

This is an opportunity for you to raise issues with your line manager, reflect on the work you 

have undertaken since your last meeting and highlight any areas where you feel additional 

support may be needed.  It is also an opportunity for your manager to discuss with you any 

areas where you may need to improve performance and what support you need to do that. 

It is also an opportunity for you to talk about your own mental health and well-being.  1-1s 

should be an open and honest forum for discussion and to get the best out of these you 

should always try and be honest about how you are feeling especially if you are struggling so 

that you and your manager can discuss what support you need.  

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, the notes from a 1-1 can form a very useful source of 

information to remind you of what you have achieved during the year. 

Preparation for 1-1s:  

• Make sure you have the 1-1s confirmed in your diary for the coming year.  

• Plan in advance what you intend to cover – making bullet point notes in advance 

means that you won’t forget anything.  

• It’s a good idea to keep some notes so that you can remember what you covered if 

you want to.   

• Turn off your emails and notifications so you can concentrate solely on the meeting.   

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

• You leave the meeting feeling acknowledged, positive and with a clear sense of 

direction. 

• If there has been a discussion about your performance and areas you need to 

improve you are clear about what those are, what the expectations are and what 

support you will be given. 

• You have been able to talk about your work. 

• You have been able to speak about things happening outside of work if you wanted 

to.   

• It has covered the period between the last 1-1 and the current meeting, work in 

progress and the future.  

• You have been able to discuss your motivations, job satisfaction and general 

wellbeing.  



 

• You should leave feeling supported and that you have discussed everything you 

needed to.  

Things that could be covered in your meeting (this list should help you know what type of 

notes to prep and bring with you to the meeting): 

• How you are doing  

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

• What you feel is going well  

• What you feel you could have improved on 

• What problems have you encountered and how you dealt with these 

• What you have enjoyed working on 

• What you have enjoyed least 

• How you are getting on with those in your team 

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

• If you need any additional support 

• What your line manager could do to support you  

• What helps you stay mentally healthy at work 

• If there is anything your line manager can do to help you stay mentally healthy at 

work 

• Is there anything happening outside of work that your manager should be aware of 

• Is there is anything else you would like to share 

Making the meetings work for you: 

• Your 1-1s, although led by your line manager are focused on you and as such you 

should feel able to engage in the meeting in the way you need/want.  

• Be as truthful as possible, if you feel something isn’t working then you need to be 

honest, it’s the only way change can happen.  

• Talk about how you are doing outside of work, external things can have a big impact 

on how we are feeling.  

• Let your manager know if there are things happening in the organisation that you 

would like to support outside of your normal role (eg. writing blogs, the EDI work, 

Wellbeing team, etc.) 

• Let your manager know if there is anything you would like to do to enhance your CV 

such as: DSC training, work experience, gaining a Trusteeship or volunteering – your 

manager will know who best to signpost you to.  

• If something is urgent, don’t want for your 1-1, your manager will of course be 

around to listen to you between meetings. 

• Be open to feedback from your manager about areas that you could improve on – 

their job is to help you to be your best at what you do and that may involve 

discussion about performance.  


