	Name of individual:                                                                Name of manager:
Date of meeting: 
*Please treat this as a guide and adapt it to suit you 
*Use this document to capture notes and share between you for example you could agree to add to this document between meetings to highlight any progress / areas to discuss

	Opening questions to start the discussion 

	
Suggested useful prompts to choose from:
· How are you doing? What’s on your mind?
· What’s been going well since we last met?
· What are you most proud of since we last met?
· What’s been challenging for you?
· What hasn’t gone to plan? What did you learn from this?
· Where do you need my support? What specifically can I do to support you?
· Well-being check-in – Is there anything you want to discuss? Any health or wellbeing concerns?
· Any issues at home, work or within the team that are having an impact?
*Signpost - (Your wellbeing - Our Derbyshire)  

	Progress towards goals / Follow up on actions from last time 

	
 Suggested useful prompts to choose from:
· How do you think / feel that you are progressing towards your goals?
· What is going well or not so well
· If actions haven’t been taken – talk this through with me
· How do you plan to move forward?
· What other tasks are you involved with that you would like to discuss?

	Forward Look & Planning

	Suggested useful prompts to choose from:
· Looking ahead to our next 1:1, what are your top three priorities? 
· What steps are you thinking about taking for each of these? 
· Are there any timescales you have in mind at this stage? 
· Is there anything that might get in the way or make progress harder? How can I best support you with these?

	Provide key information 

	· Provide the individual here with any information which they need to know / you need to share with them i.e. key organisational information 
· Ask them if there is any key information that you need to be aware of

	Feedback for the individual 

	· Provide any timely feedback here for the individual which you feel would benefit them
· What they are doing well / what could be done differently
· Thank them for any areas where they have delivered / contributed 

	Supportive Manager

	Suggested useful prompts for you to choose from:
· Is there anything that would be helpful for me to do differently, or anything you feel is missing from my support? 
· Are there any small changes I could make — anything to do more of, less of, start, or keep doing? 
· How are things feeling for you within the team and in your day‑to‑day work with colleagues? 
· Is there anything you think we could strengthen or improve together as a team?

	Any other business 

	· Is there anything else you would like to discuss which you think we have missed?
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