	SkillProof
One-to-one meeting
A short agenda, notes and actions for regular check-ins.
	FREE WORD TEMPLATE
No sign-up required


How to use it. Share the agenda a day or two before so the employee can add their own items. Start with the actions from last time, keep notes short and agree the next date before you finish. Page 2 shows a completed fictional example.
1   Meeting details
	Employee
	Manager
	Date and length
	Next meeting



	Action from last time
	Owner
	Update

	
	
	

	
	
	



2   Agenda
	Wellbeing and workload
How things are going, and anything getting in the way.



	Work and priorities
Progress on current work and objectives, and what's coming up.



	Support and development
Training, coaching or resources that would help.



	Employee's items
Anything the employee wants to raise.



	Feedback both ways
What's working well, and anything either of you would change.



3   New actions
	New action
	Owner
	Due date
	Done

	
	
	
	

	
	
	
	

	
	
	
	





	SkillProof
One-to-one meeting
A completed example. All names, places and records are fictional.
	COMPLETED EXAMPLE
Fictional data


1   Meeting details
	Employee
Ryan Clarke, Warehouse Team Leader
	Manager
Laura Bennett
	Date and length
1 Oct 2026, 30 minutes
	Next meeting
29 Oct 2026



	Action from last time
	Owner
	Update

	Book the forklift refresher for two team members
	Ryan Clarke
	Done, booked for 14 Oct

	Share the peak season rota draft
	Laura Bennett
	Done



2   Agenda
	Wellbeing and workload
Busy start to peak season. Ryan is covering a vacant shift lead role and finds it tiring. Agreed it can't run past October.



	Work and priorities
Pick accuracy above target this month. Inductions for three new agency workers are on track.



	Support and development
Ryan would like to start a team leader course in the new year. Laura will check the training budget.



	Employee's items
Asked for rotas to be published two weeks ahead.



	Feedback both ways
Laura thanked Ryan for the agency inductions. Ryan asked for quicker answers on overtime requests.



3   New actions
	New action
	Owner
	Due date
	Done

	Check the budget for the team leader course
	Laura Bennett
	15 Oct 2026
	

	Publish the November rota two weeks ahead
	Ryan Clarke
	17 Oct 2026
	

	Recruit cover for the shift lead role
	Laura Bennett
	31 Oct 2026
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