One on One Meetings
Description: A weekly structured meeting to maintain relationships. The purpose is to develop a stronger relationship with your direct reports so that communication is so good that it is not lack of communication that holds you back.

Value: One-on-Ones are important because you want to create great teams. The basis of team is trust, so we need to create trust with our directs. Trust is created through relationships. Regular communication is the key to great relationships. One-on-ones are all about communication – both quality and quantity (frequency).

One-On-One → Relationship →Trust → Team

Guidelines:

* Consistency is key – it must be every week and a half a hour is suggested as far as timing is concerned. 

* The first meeting may take longer than 30 minutes but soon you must have it down to 30 mins. 

* If a direct cannot make the meeting that is scheduled you must reschedule for that same week if at all possible. If they are travelling you could do the meeting via phone.

* The primary focus on the team member.

* You should take notes and follow up on items that were raised during the previous session.

* You must have a one-on-one with everyone of your directs, not just some of them.

* Where do we conduct them? The key is not in public but it does not have to be “in private”. If you have an office do it there with the door closed. If you have a cubicle then do it at your desk with sensitivity.

* It should take 30 minutes.

* The first 10 minutes are for them, then next 10 minutes are for you and the final ten minutes are for career, growth and development.

* Ask them what is important to them, write it down and keep track of developments.

Preparation: 

Ask yourself these simple questions:

1. What do my follow up notes say I need to check on? Am I committed to following up?   What notes should I make now?  How might I ask that question?  Am I really committed to following up?

2. What do I need to be sure to communicate? What behavior of his/hers am I focusing on?  What projects or work am I involved in?  What organizational issues/news/efforts can I share?  What meetings have I just attended - what did I learn?  What are the common items I need to get out to everyone – about schedules or projects or workload or our team?

3. What positive feedback can I give?

4. What corrective feedback am I going to give?

5. Is there something I can delegate?  What project, task or work would be helpful to their development?

Effective Questions To Use:

• Tell me about what you’ve been working on?

• What questions do you have about this project?

• Tell me about your week – what’s it been like?

• Where do you think I can be most helpful?

• Tell me about your family/weekend/activities?

• How are you going to approach this?

• Tell me about anything you stumbled over.

• What are your thoughts on my changes?

• Would you update me on Project X?


• What do you think about it?

• Are you on track to meet the deadline?


• So, you’re going to do “X” by Tuesday, right?

• What questions do you have about the project?

• How do you think we can do this better?

• What areas are ahead of schedule?


• What are your future goals in this area?

• What areas of your work are you confident about?
• What are your plans to get there?

• What worries you?




• What can you/we do differently next time?

• What suggestions do you have?


• Tell me about what you’ve learned on this project?
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	Team Member Update: (Notes you take from their “10 minutes”)

	

	

	

	

	Leader  Update:  (Notes you MAKE to prepare for YOUR “10 minutes”)

	

	

	

	

	Future/Follow Up: (Where are they headed?  AND, Items that you will review at the next 1on1)

	

	

	

	Tell me about what you’ve been working on.
	Is there anything I need to do, and if so by when?

	Tell me about your week – what’s it been like?
	How are you going to approach this?

	Tell me about your family/weekend/activities?
	What do you think you should do?

	Where are you on (    ) project?
	So, you’re going to do “X” by Tuesday, right?

	Are you on track to meet the deadline?
	How do you think we can do this better?

	What questions do you have about the project?
	What are your future goals in this area?

	What areas are ahead of schedule?
	What are your plans to get there?

	Where are you on budget?
	What can you/we do differently next time?

	What did (     ) say about this?
	Any ideas/suggestions/improvements?


