
A successful business requires a strong team. That’s why it’s important to take the time to personally and professionally 
invest in every member of your team through regularly scheduled 1-1s. When done right, they can help boost employee 
morale, retain good team members, and remove team roadblocks.

Setting up 1-1 Meetings 
with Team Members

Prepare the Team
A successful business requires a strong team. That’s why it’s important to take the time to personally and profes-
sionally invest in every member of your team through regularly scheduled 1-1s. When done right, they can help boost 
employee morale, retain good team members, and remove team roadblocks.

Plan for the Meeting
Having a plan is always important. So be sure to schedule a time, notify your team member, prepare questions, and 
select a private location — ideally, one where you’ll both be comfortable.

Prepare a Few Questions
Keep a few questions in your queue to spark conversation, but don’t hold too tightly to them. Your 1-1 should be 
more about listening to your team member than following a rigid agenda. In fact, some of the most productive 
conversation comes when people are given permission to be themselves and speak candidly. Welcome that!

?	 How are you doing? How did the past week/month go?
?	 Do you feel like you’re learning at work? Are there learning opportunities you wish you had
              that you’re not getting? 
?	 What recent project are you proud of? Why? 
?	 Have you experienced a really difficult project recently? What do you think went wrong? 
?	 Are there any roadblocks you’ve encountered recently at work? What are they? 
?	 Do you feel like you’re getting adequate support? How can I better help you?
?	 Do you feel you’re getting enough feedback? Why or why not?
?	 Anything else you’d like to talk about today?



Don’t Forget Crucial Steps
Don’t forget to complete these steps in preparation for your meeting:

Confirm time and date with employee

Notify the employee of agenda

Select a private location

Have 3-4 prepared questions (see above list for ideas) 

Bring a pen or pencil to take notes

Take Notes
Whipping out a laptop can alarm anyone, as it can easily make them feel like they’re being assessed and need 
to perform or be on their “best” behavior. However, taking notes can be incredibly beneficial because it can help 
you notice if patterns of issues emerge. So keep it casual with a notebook and pen rather than a laptop, and let 
your team member know beforehand that you may be jotting down notes to maximize your time together. 

Notes


