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Discussion topic
Tokickoff themeeting, comeupwith aquestion todiscuss, eitherpersonal orwork-related. (See the
resources sectionbelow forquestion ideas.)

Question

Successes sinceour lastmeeting
Whataccomplishments are youmostproudof sincewe lastmet?

Teammember successes Manager successes

Challenges sinceour lastmeeting
Whatchallengesorblockers haveyouexperiencedwhenachievingyourgoals sincewe lastmet?What
supportwouldbemost helpful? It’s best tobecandidandhonest.

Teammember challenges Manager challenges
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Challenges cont.

Action
items

Positive feedback
Effective recognition is timely, frequent, specific, visible, inclusive, andvalues-based. (See the resources
sectionbelow.)

From teammember formanager Frommanager for teammember

Constructive feedback
What’sone thing I coulddobetter?Constructive feedback shouldprovideopportunities forgrowthand
go inbothdirections. (See the resources sectionbelow.)

From teammember formanager Frommanager for teammember

Other items todiscuss
Thismight includeupcomingprojects, ideas, important communications, or follow-uponaction items
frompreviousmeetings.

Teammember Manager
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Prepare (10-15minutes)
Settingameetingagenda in advancewill help youget themostoutofone-on-onemeetings
and shouldbea shared responsibility between themanager and teammember. Ideally, each
personwill spend 10-15minutes addingbrief notes toeach sectionprior to themeeting.
Consider taking turnspicking thediscussionquestion to kickoff themeetingeachweek.

Resources
One-on-onequestions: 121One-on-oneQuestions, 77GreatQuestions toAsk at YourNext
One-On-OneMeeting
Recognition: AGuide toGivingEmployeeRecognition Like aPro, TheGuide toModernEmployee
Recognition
Feedback:Manager’sGuide toGivingEffective Feedback,How toReceiveEmployeeFeedback

Discuss 
Theamountof timeyou spendoneach sectionwill dependonyour available timeandhow
frequently youmeet.We recommendsettingasideat least 45minutes if youmeetweekly andan
hour if youmeetbi-weekly. 

Pro tip: It’s okay toadjust the lengthof yourmeetingdependingon thenumberofdiscussion
itemsyou’ve addedandhow longyou think itwill take to talk through them.Youcanalso skip
sections if youdon’t haveanything specific toadd. 

Followup
If there aren’t any action itemsafter yourmeeting is over, did it actually happen?😳Maybe.But
it’s essential for both themanager and teammembers to recordany to-dosandensure they are
prioritized. 
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https://blog.bonus.ly/6-tested-tips-for-dramatically-improved-one-on-one-meetings
https://hypercontext.com/blog/meetings/121-questions-for-one-on-one-meetings
https://www.greatplacetowork.ca/images/77_Great_Questions_to_Ask_Employees_at_Your_Next_One-On-One_Meetings__.pdf
https://www.greatplacetowork.ca/images/77_Great_Questions_to_Ask_Employees_at_Your_Next_One-On-One_Meetings__.pdf
https://blog.bonus.ly/product/a-guide-to-giving-employee-recognition-like-a-pro
https://bonus.ly/employee-recognition-guide/introduction
https://bonus.ly/employee-recognition-guide/introduction
https://bonusly.com/post/managers-guide-to-giving-effective-feedback
https://bonusly.com/post/how-to-receive-employee-feedback
http://www.bonusly.com/get-a-demo

