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WHY 1:1 meetings?

WHY?

As a manager, you likely have plenty of goals and not enough hours in the day to accomplish them all.

You must lead your employees, manage your stakeholders, and handle the million other urgent issues that pop up each day.

But many leaders make the crucial mistake of neglecting one of the simplest and most effective ways to increase employee engagement and business performance:

Regular 1:1 meetings.



Setting aside dedicated time for your people shows them that they are important.

Regular 1:1 meetings are an

opportunity to

continuously align

expectations and plan for the

future. It's also an opportunity

to discuss areas you do not

find belong in team

discussions or areas that are

overseen in the everyday

hecticness of work.

"Regular 1:1

meetings improve

employee engagement

and performance."

1:1 meetings give your employees the chance to receive feedback and discuss matters that are important to them.
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How to schedule 1:1 meetings
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Let’s look at the practical aspects of a great 1:1 meeting.

First of all, make your 1:1 meetings sacred and tell your team that you prioritize these sessions.

Canceling a scheduled meeting sends out an unfortunate signal that other responsibilities take priority over your employees.

Do what you can to avoid this. If you have to reschedule, do so as soon as possible and talk to

1:1 MEETING AGENDA

your employee about it.

Four simple tips will help you to set up a schedule and stick to it:

How Adapto helps:

If you’re an Adapto subscriber, all the practicalities of holding great 1:1 meetings are automatically set up when you schedule them.
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Book monthly meetings

[image: image5.png]



As a rule of thumb, hold a single 1:1 meeting for each employee each month. However, a worker who is new to a business or is struggling to perform will benefit from weekly meetings, so make sure to evaluate the needs of your team members.

Book an hour

Great 1:1 meetings last between 30 and 90 minutes. In most cases, an hour works well.

Book a room

Make sure to book a meeting room or online space beforehand so you don’t waste time finding a suitable spot. Challenge yourself to go for a walk ‘n’ talk once in a while.

A change of environment can foster open dialogue.

Book recurrent meetings

Meetings are easier to prioritize when they are booked in your calendar in advance and can be planned around. Alongside giving employees a sense of continuity, you won’t have the hassle of arranging meetings again and again.
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How to prepare for 1:1 meetings

Without preparation, 1:1 meetings often feel more like chit-chats than business critical conversations.

Even if you get around to discussing the important stuff, it can feel like there’s never enough time to put a resolution or a plan in place.

That’s why some managers skip the meetings in order to make room for more pressing concerns. But that’s a mistake!

Preparation is the key to make 1:1 meetings time well spent.

When both parties know what’s coming, they’ll walk in ready to make a difference.

Tell your employee that you expect them to prepare for your 1:1 meetings and that you will do the same.



Ideally, your employee sends their thoughts to you before the meeting. Then you share an agenda, so they too know what to expect in the meeting.

Four key questions to guide employees when preparing:

1. "What do you hope to get out of the meeting?"

2. "What situation or task would you like to address?"

3. "What is your primary challenge?"

4. "What can I as your manager do to support you?"

How Adapto helps:

With Adapto, your employee is quickly guided through the four questions.

Before each meeting, you can:

View your employee’s preparation Learn how to support your employee's specific needs

Send out a pre-populated agenda
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Clients do not come first. Employees come first.

If you take care of

your employees,

they will take

care of your clients.

Richard

Branson
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How to facilitate 1:1 meetings

When you meet for a 1:1 meeting and have settled down with that comforting cup of tea or coffee, start by discussing WAWTTA, or “What Are We Trying To Accomplish?”.

What

Are

We

Trying

To

Accomplish

When you agree on WAWTTA , walk through the agenda to agree on the areas the meeting should cover.

Ensure that the content of the meeting is driven by the employee and that it addresses the issues that they have raised.

.



A good opener is to examine your employee’s preparation notes and ask them to elaborate.

For example, try saying:

“I see that you would like to talk about the upcoming deadline for the pipeline project and that there are some issues in meeting

it. Would you like to tell me a bit more about this?”

Do what you can to create a relaxed space, where you can conduct open dialogue and build mutual trust. Employees should look forward to these meetings.

Don’t assume that you have all

the answers. Instead, get

curious and ask open-ended

questions – starting with

“how,” “why,” or “what” – to

spark an open conversation.
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As you go through the agenda points, keep track of time.

With 10 minutes left, sum up your conversation and check that you have accomplished what was planned in the agenda and through WAWTTA.

Write down brief meeting minutes, complete with key decisions and actions, and read them aloud.



It’s a simple way to align expectations of “who does what, by when?”

End the meeting by asking your employee how they feel the meeting went and if there’s anything else they need.

By doing so, you'll get valuable feedback and the employee feels listened to.

Always receive the feedback with grace; just say "Thank you!".

How Adapto helps:

In Adapto, you have the preparation notes and the agenda at hand during the meeting.

Decisions and actions are easily documented as you work your way through the agenda points.
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How to

follow up on

1:1 meetings

It’s important to follow up on 1:1 meetings to ensure alignment and progression.

Meeting minutes capture what you and your employee have agreed on in your meeting. They detail key decisions and any actions agreed upon in the meeting. This alignment greatly increases the likelihood that decisions and actions will come into effect.

Create the minutes with your employee in the meeting to recap and agree on “who does what, by when” before the meeting ends. Of course, if you need more time to reflect, you can write the minutes afterwards.

Just bear in mind that noting down minutes, however brief, is key. And we easily forget the details of a meeting, so write them as soon as you can.

9

[image: image11.png]



When the minutes are complete, they should be shared with your employee and kept safely to ensure confidentiality.

A great follow-up also entails an evaluation of the meeting to see if anything is still unclear or keeping your employee from acting as agreed.

Make sure to follow up in person in between 1:1 meetings as well. This will further strengthen progression and alignment.

It also gives your employee a chance to ask questions and get feedback.



Now that everything is documented and on track, conversations will start building upon each other.

Regular 1:1 meetings will ensure that priorities continuously align, and trust is being built.

So, make meetings matter and provide your employees with the support they need to thrive and perform.

How Adapto helps:

In Adapto you can easily write, share

and store meeting minutes.

	Furthermore, Adapto includes a
	

	simple 2-click star rating to evaluate
	

	the meeting.
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Leadership is

the capacity to translate vision into reality.

Warren G.

Bennis
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1:1 meeting agenda

	
	1
	Set the scene for the meeting
	
	

	
	
	WAWTTA and agenda walk-through
	
	

	
	
	
	
	

	
	
	Follow up on the last meeting
	2
	

	
	
	Any outstanding issues?
	
	

	
	
	
	
	

	
	3
	Main topic(s) of the meeting
	
	

	
	
	1-3 topics important to one or both of you
	
	

	
	
	
	
	

	
	
	Any other business (AOB)
	4
	

	
	
	E.g. vacation planning, working hours
	
	


5 Meeting minutes

Who does what by when?
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Key takeaways

1:1 meetings are essential for improving employee engagement and performance.

Schedule recurring one-hour meetings with all your employees. And stick to them.

Preparation is king. Ask your employees to prepare and remember to send out the agenda ahead of the meeting.

Create an atmosphere of trust in the meeting room. Listen more than you talk during the meeting.

Spend the last 10 minutes of the meeting to sum up and ask for feedback.
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Prepare

"What do you hope to

get out of the meeting?"

"What situation or task

would you like to

address?"

"What is your primary

challenge?"

"What can I as your

manager do to support

Follow up

Who

does

What

by

When



Schedule

Book monthly

meetings

Book an hour

Book a room

Book recurrent meetings

Meeting

What

Are

We

Trying

To

Accomplish

Open questions:

How...?

What...?

Why...?
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Adapto - the CRM system for people managers.

Adapto provides both overview and depth in your employee relations. Adapto can facilitate effective 1:1 meetings, send out simple smiley check-ins, remind you of birthdays and anniversaries …and much more.

Adapto's adaptive learning platform makes sure you get the learning support needed in the leadership situation you’re in.

Would you like to learn how Adapto can make your everyday leadership easy and engaging?

Learn more at www.adapto.me or contact us at:

+45 7370 9982

info@adapto.me

