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Record of 1-1 meeting
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RECORD OF 1-1 MEETING

	Employee name:
	Date:

	Position:
	Line manager:



Progress with work since last 1-1 meeting

	Tasks
	Work completed
	Next steps

	



	
	

	



	
	

	



	
	




	Achievements since last 1-1 meeting

	







	Difficulties or problems since last 1-1 meeting. Agreed actions to overcome them. 

	








	Progress with personal development since last meeting.  

	








Other matters

	Any other matters discussed 

	







[bookmark: _GoBack]
Signed (employee) ………………………………………………………………………..

Signed (line manager) …………………………………………………………………….
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This template was produced for members of NCVO. 
It’s meant as a guide and does not constitute legal advice. 
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