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1:1 MEETING GUIDANCE 
WHAT IS A 1:1 MEETING?
1:1’s are regular ‘check-ins’ between a manager and individual and is integral to the ICB’s Performance Development Framework. It’s used to give feedback, keep each other in the loop, resolve issues, and help the participants grow in their roles. 
Recognising how pressured the working environment can be especially in the current climate with levels of stress and pressure felt by staff, it is even more important that regular effective conversations to ‘check in’ and consider individuals health and well-being including equality, diversity and inclusion,  as much as their capability and capacity to fulfil their role and responsibilities are carried out .

1:1’s are free-form, individual employee-focused meetings that go beyond status updates. It’s often considered the most important meeting you can have because it lays the foundation for a trusting and productive work relationship.
In accordance with the ICB’s commitment to equality and diversity, and in line with the Equality Act 2010, this framework is to be applied equitably and fairly.  Individual specific requirements related to a particular need will always be considered by line managers and met with discretion.  
DOCUMENTATION
In no way is the 1:1 form intended to form the basis of the meeting, however it is important to record that the meetings have taken place, capture the key points including revisiting the  individual risk assessment and personal plan, ensuring it is up to date.  
WHY BOTHER WITH 1:1’s?
From a compliance point of view 1 : 1 meetings  are  integral to the Performance and Development Framework but they go far  beyond this ……… when 1:1’s are carried out effectively there are significant benefits for carrying out regular 1:1’s.   They can help to: 
· Confirm objective are understood and aligned with organisational priorities

· Establish clarity around performance and role expectations

· Provide and receive feedback

· Increase engagement and motivation

· Promote health and wellbeing

· Provide an opportunity to identify any support or development required

· Prevent some undesired surprises
MEETING TIPS
Firstly - Actually do them!    They should always be carried out and more than ever in the current climate and the move towards agile working becoming the norm.  1:1’s only work when they are ongoing and consistent.  Keep this commitment and you will create effective feedback loops and help build stronger connections with your team.     The default should be monthly, and more frequently if needed    

Ultimately, it is important you come prepared for these meetings. What you do and how you set the tone directly impacts the quality of what your direct reports will share in these meetings. Here are some tips to consider: 

DO… … focus on coaching the individual’s performance ask open questions in these meetings which show you care about the individual and their needs — questions as simple as asking what the person likes and dislikes about their current role, or asking what you as a manager could do to help them. 

It is useful to have a set of favourite questions that you can use for 1:1's as needed which will help start the conversation. A few examples: 
( That’s interesting – tell me more… 

( Why did you feel that way? 

( Why do you suppose she said that? 

( Would you give me an example? 

( How are you feeling about that approach? 

…. be a good listener! It can be difficult to stop talking, especially with quieter team members. Use active listening to check for understanding, watch for body language and tone of voice.  Look to understand what might not be getting said.  If you ask what might be a tough question, don’t be afraid of some silence – allow them time to think it through
AVOID… … using this meeting simply for progress updates. Individuals may wish to talk about their work/ objectives and related topics, but are hopefully getting sufficient interaction with you already during the work week to allow this meeting to focus more on the individual versus their work.

 … distractions don’t answer any phone calls, read emails that might pop up, focus on completing the form ….. give your complete and active attention to the conversation. This demonstrates respect, and will allow you both to better focus on your discussion. 

KEEP THE CONTINUINITY GOING TO SHOW YOU LISTENED
Your 1:1’s will be more effective in the long term if you follow up on the topics, goals, and actions discussed in previous meetings and set items for follow up next time.    A few examples:

· What sort of progress have you made on the next steps we discussed last time?
·  In our last 1:1 you mentioned that you’d like to grow in X — how has that been going? 
· In our last 1:1 you mentioned you were frustrated by X and wanted to try Y as a solution. How has that been going? 
· During this meeting you’ve mentioned that you’d like to pursue X. What steps can you take toward that before our next 1:1? 
· What development areas do you want to work on in the coming weeks? 

· What actions will you take before our next 1:1 to make progress on X?

· What additional resources can I provide for you between now and the next time we meet?
THE WIDER PICTURE
1:1’s are all about your people and building a strong, trusting relationship with them.  Providing the opportunity and sometimes encouraging individuals to discuss any concerns or suggestions they might have.  The list is endless, here are a few topics worth considering:

The Individual
1:1 meetings are excellent way of building trust and showing that you are interest them as a person.  Be sensitive and keep in mind that some people are more private than others.  Depending on the individual, personal topics could be informal small talk about the person’s family or interest, or more serious matters.  It’s often good to start with broad questions, like these, ad be careful not to make assumptions 
· How are things going for you outside of work?

· What makes you feel recognised, valued and included at work?
· What do you worry about at work?  How would others notice if yu were worried about something at work?
· What, if anything, did you used to do that you find you don’t have time for right now?
· Do you mask or downplay any aspect of your physical, cultural, spiritual or emotional self at work
· I’ve noticed you’re a little quieter than usual. Is there anything you’d like to talk about?

Change at Work
Change is inevitable, sometimes planned e.g. ICS, agile working,  sometimes immediate in response to an event e.g. COVID 19.  1:1’s check in on how it’s going when something has changed or is going to change.  

Ask questions such as:

· How are you feeling about the recent news?
· Why do you say that?

· What’s going well and not so well with the new situation/development?

· Do you have a clear understanding of the new goals and expectations?

· How is it affecting your work

· What could be getting in the way of being effective?   

Is there any training available to help me with this?
Please refer to the Learning and Development Prospectus, there are various topics which may assist you.
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