
	

	

One	to	One	tracking	form	
Name	of	employee:	 Date:	
Employee	update:		(Notes	you	take	from	their	“10	minutes”)		
		
		
		
		
Manager	update:		(Notes	you	MAKE	to	prepare	for	YOUR	“10	minutes”)	
		

		
		
		
To	do	list/Follow-up:	
		
		
		
		
		

The	Basics	of	1	to	1	Meetings	

The	Basics		

•Regularly	scheduled	
•Primary	focus	on	the	employee	
•Notes	and	follow-up	are	crucial	

When	do	we	conduct	1	to	1s?	 •Preferably	once	a	week	

Where	do	we	conduct	1	to	1s?	
•The	key	is	not	to	do	it	in	public	
•Try	using	an	empty	meeting	room	or	your	office	

How	long	is	the	meeting?	

•10	mins	for	employee	
•10	mins	for	manager	
•10	mins	for	development	

How	do	I	prepare?	

Ask	yourself	these	questions	

•What	positive	feedback	can	I	give?	
•Is	there	something	I	can	delegate?	
•Is	there	a	follow-up	I	need	to	check	on?	
•What	organizational	news	can	I	share?	
•What	behaviour	of	this	employee	do	I	need	to	focus	on?	

What	are	some	effective	questions	I	can	ask?	
•Tell	me	about	what	you’ve	been	working	on.	 •	What	areas	are	ahead	of	schedule?	
•	What	questions	do	you	have	about	this	project?	 •	How	do	you	think	we	can	do	this	better?		
•	Tell	me	about	your	week	–	what’s	it	been	like?		 •	What	areas	of	your	work	are	you	confident	about?		
•Where	do	you	think	I	can	be	most	helpful?		 	•	What	suggestions	do	you	have?		
•	What	are	your	thoughts	on	my	changes?	 •	What	are	some	of	your	concerns?	
	•	Would	you	update	me	on	your	current	projects?		 	•	Tell	me	about	what	you’ve	learned	on	this	project	
	•	Are	you	on	track	to	meet	the	deadline?		 	•	What	questions	do	you	have	about	the	project?		


