One to one meeting - Notes of discussion
Name:
Name of manager:
Date:
Date of last meeting:
1. Discussion about Wellbeing (health, personal issues, stress and resilience levels, work life balance)
	







	Agreed actions:


To be completed by (date):


To be carried out by:





2.  Objectives Set at PDR Meeting and progress against these
 (Once put in here the Objectives will probably stay the same for the year following PRD unless something happens to change them)
	








	Agreed actions:


To be completed by (date):


To be carried out by:





3.  Workload (current tasks, whether workload is a problem and whether there is any need to prioritise work)
	











	
Agreed actions:


To be completed by (date):


To be carried out by:






4. Training ( discuss any training attended or planned courses including mandatory training. Also discuss any training requirements / requests that have arisen since the last meeting)
	







	Agreed actions:


To be completed by (date):


To be carried out by:






5. Development ( discuss anything that the employee might see as an opportunity for personal development or you as the manager want to suggest outside of training covered in 4 above.)
	







	
Agreed actions:


To be completed by (date):


To be carried out by:




6. Any other issues (this is anything not already covered that either the manager or the employee want to raise could be things like annual leave, team issues, relationship issues etc.) 
	







	Agreed actions:


To be completed by (date):


To be carried out by:






Signed (Manager):
Date:
Signed (Employee):
Date:
2022
