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	QUICK 1:1 MEETING AGENDA
	
	

	
	___________________________________________
	

	
	___________________________________________
	

	Informal catch up
	___________________________________________
	10 mins

	
	___________________________________________
	

	
	___________________________________________
	

	
	___________________________________________
	

	
	___________________________________________
	

	Employee concerns
	___________________________________________
	20 mins

	
	___________________________________________
	

	
	___________________________________________
	

	
	___________________________________________
	

	
	___________________________________________
	

	Your notes/comments
	___________________________________________
	20 mins

	
	
	

	
	___________________________________________
	

	
	___________________________________________
	

	
	___________________________________________
	

	
	___________________________________________
	

	Action planning
	___________________________________________
	10 mins

	
	___________________________________________
	

	
	___________________________________________
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