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A simple framework for effective manager 1-on-1s
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From agenda to follow-up, fully covered
READY-TO-USE TEMPLATE
Blank framework + full question bank




























	One-on-One Meeting

Company Name

	




	Prepared By  	
	Department  	

	
Date  	
	
Meeting Cadence  	



Cadence    ☐  Weekly       Biweekly     ☐  Monthly       Ad hoc     


	■  Manager guidance — remove before sharing



	
	MEETING SNAPSHOT



	Employee  	
	Manager  	

	Role / Team  	
	Date  	

	Meeting #  	
	Location / Link  	



Format      In-person       Remote       Hybrid     


	
	WINS & PROGRESS SINCE LAST 1-ON-1

	Start on a positive note. Capture recent wins and check progress on the action items from your last conversation.



	What Went Well
	Progress on Last Action Items

	
	

	
	

	
	





	
	AGENDA & TALKING POINTS



	Keep this employee-led. Have the employee add their topics first, then layer in yours, so the conversation reflects what matters most to them.



	Topic
	Raised By
	Notes

	
	  Emp       Mgr     
	

	
	  Emp       Mgr     
	

	
	  Emp       Mgr     
	

	
	  Emp       Mgr     
	

	
	  Emp       Mgr     
	







	
	QUESTIONS TO ASK



	A starter bank of one-on-one questions. Pick a few per meeting rather than working through all of them and rotate over time.


Check-in & wellbeing
  How are you doing, at work and outside of it?
  What's your energy like right now?
  Is your workload feeling manageable?

Priorities & workload
  What are you focused on this week?
  Where are you feeling stuck or blocked?
  Is anything about your priorities unclear?

Growth & development
  What skill would you like to build this quarter?
  Is there a project you'd like to take on?
  Where do you want to be a year from now?

Feedback (both directions)
  What could I do to support you better?
  Do you have any feedback for me or the team?
  What's one thing we should start, stop, or keep doing?



	
	BLOCKERS & SUPPORT NEEDED



	Blocker / Challenge
	Support Needed
	Owner

	
	
	

	
	
	

	
	
	

	
	
	











	
	ACTION ITEMS & FOLLOW-UP



	Every 1-on-1 should end with clear next steps. Assign an owner and a date so decisions turn into progress by the next meeting.



	Action Item
	Owner
	Due Date
	Status

	
	
	
	  Not Started     
  In Progress     
  Done     

	
	
	
	  Not Started     
  In Progress     
  Done     

	
	
	
	  Not Started     
  In Progress     
  Done     

	
	
	
	  Not Started     
  In Progress     
  Done     

	
	
	
	  Not Started     
  In Progress     
  Done     





	
	NEXT 1-ON-1



	Date / Time  	
	Focus Next Time  	



Quick pulse — how are you feeling about work right now?

	  1  Struggling     
	  2     
	  3     
	  4     
	  5  Thriving     
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