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	Date: 1: 
	Employee: 1: 
	Manager: 1: 
	Check in:: How is everything going?
How have you been doing since our last catch up? 
What’s been on your mind in the past week/month?

	Workload:: Is your current workload manageable?
Have you encountered any obstacles that have negatively impacted your workload? How can we address these obstacles together?

	Challenges:: Have you encountered any challenges over the past [insert time frame]? How can I support you to overcome these challenges?
Have there been any recent challenges that you feel a sense of accomplishment for having overcome?

	Goals:: What skill(s) would you like to learn or develop to help with your role? 
What are your career goals for the next [insert time frame]?
How can I support you to reach your goals?

	Feedback:: How do you feel the last [insert time period] has gone? Are there any areas where you think you could improve?
How do you like to receive feedback and how can I improve in the way in which I provide it?
Is there anything you would change about our one-to-one meetings/the format of the meetings to make them more beneficial to you?

	Additional notes:: 
	Signed:: 
	Employee: 2: 
	Manager: 2: 


