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Section 1
	A: Key achievements since last one-to-one
	B: Priorities / Areas of focus for next month

	








 
	




	C: Issues / Concerns / Points to raise
e.g. TOIL/Leave/CPD/Training etc
	D: Development Needs / Review of Actions from last meeting

	 








	


	Agreed Leave in next month

	


Monthly One to One Meetings
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Section 2
	
	Work Objective
	Action Points – Staff member
	Action Points – Line manager

	
	Expected performance objectives which are SMART..
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Employee’s signature	
Manager’s Signature	
Date	
