What is a 1:1 Meeting?
What is a 1:1?
A 1:1 is a regularly scheduled meeting between the employee and their manager. During this
time, participants share and receive feedback, as well as answer questions about ongoing
projects and provide updates pertaining to topics discussed in the previous 1:1. The result is
a continuous cycle of guidance that minimizes the need for interruptions between meetings.

1:1 Best Practices
Frequency
1:1s are most commonly held weekly but can vary based on what’s happening in the
organization, the length of time the parties have worked together, and the job responsibilities of
the participants.

Length
Most 1:1 meetings last 30 to 90 minutes.

Forum
All 1:1 correspondence should be documented using a performance management system that
preserves meeting notes for reference and progress evaluation from week to week and month
to month.

Agenda
Every 1:1 agenda is first proposed by the employee then sent to the manager at least 24 hours
before the meeting, allowing the manager enough time to respond with any items they want to
add.

Details Provided in 1:1 Agendas
The more sensitive the agenda item, the more detailed the topic should be on the agenda. By
doing so, employees give their managers enough time to think about how to address the topics.
Sensitive issues that warrant this treatment can include compensation, constructive feedback,
and employee struggles.
When a manger has constructive feedback, it’s important this is documented and shared with
the employee. This gives the employee enough time to reflect on the topics before the 1:1
discussion. An even better approach: Managers should send constructive feedback as soon as
it’s available and ask the employee to include it on their next 1:1 agenda.

Summaries
Following the 1:1, the employee should send a detailed summary of the discussion within 24
hours. The manager should respond to that summary to confirm they understand the notes and/
or clarify any points that require summarization by the manager.

1:1 Meeting Samples
Agenda
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Looking to Learn More About
1:1s?
Check out this episode of HR Party of One,
where host Ryan McCostlin goes into detail
about implementing and structuring 1:1
meetings.
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