
Guidelines for 1:1 preparation (target 30 minutes for each 1:1 on average) 

 
 

REVIEW 

PREVIEW 

ACTIONS | OBJECTIVES : 
SUPPORT 

GOAL TRACKING 

You are expected to take time, in advance of your 1:1 to think about a range of issues 
arising from the (2-4) weeks that have passed. These might include (but not exclusively) 

- How has the last 2 weeks/month been? 
- What went well? What were the highlights? 
- What could have gone better? 
- What might you have done differently? 
- What mistakes were made? 
- Did anything happen or Not happen that made your job more challenging/difficult? 

- What are you looking forward to in the next 2 weeks/month? 
- Are there any potential blockers/obstacles anticipated as you look ahead? 
- What needs to be carried forward from the previous month? 
- What might you find more motivating in the next month? 
- Be ready to discuss and agree priorities for the forthcoming month with your manager 
- What initiative can you take? 
- How can you be more proactive? (What’s stopping you?) 

- Clearly identify what actions you are prepared to commit to/need to commit to 
- Be prepared to think SMART in terms of objectives ; Specific | Measurable | Achievable| 

Realistic | Timebound 
- What support do you need from your manager in order to be successful? 
- Think about and clarify how you might take responsibility for your actions 
- Be clear about your expectations – ensure there is no ambiguity 

Professional 
How do you believe you are tracking against the goals already set at the start of the year? Do they 
need adjusted? Three broad categories to think about, are they……: BEHIND | ON TRACK | AHEAD 

Personal 
This may also be included in the goals already set but is an opportunity to highlight other 
development areas. Apart from growing your functional expertise, in what other ways would you 
like to develop. EG Decision making, influencing, presentation, team leadership etc. 


