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Record of 1-2-1 Meeting
	Employee Details

	Name:
	
	Line Manager:
	

	Job Title:
	
	Date of 1-2-1:
	

	Section:
	
	Period From:
	


	PR&D Priorities

	1.  [Insert PR&D objective – up to 6]

	· Evidence agreed of effective performance (enter however many pieces of evidence agreed)
Use this space to summarise recent or planned work relating to this objective.

 

	2.  [Insert PR&D objective – up to 6]

	· Evidence agreed of effective performance (enter however many pieces of evidence agreed)

Use this space to summarise recent or planned work relating to this objective.



	3.  [Insert PR&D objective – up to 6]

	· Evidence agreed of effective performance (enter however many pieces of evidence agreed)

Use this space to summarise recent or planned work relating to this objective.



	4.  [Insert PR&D objective – up to 6]

	· Evidence agreed of effective performance (enter however many pieces of evidence agreed)

Use this space to summarise recent or planned work relating to this objective.



	5.  [Insert PR&D objective – up to 6]

	· Evidence agreed of effective performance (enter however many pieces of evidence agreed)

Use this space to summarise recent or planned work relating to this objective.



	6.  [Insert PR&D objective – up to 6]

	· Evidence agreed of effective performance (enter however many pieces of evidence agreed)

Use this space to summarise recent or planned work relating to this objective.




	Other priorities/projects

Use this section to briefly record progress of any other projects and work streams that you have responsibility for (i.e. those projects not covered in Section 1 above)

	Enter heading

·   

	Enter heading

·  

	Enter heading

· 


	Behaviours

Use this section to record or refer to any evidence of you have collected this month.

NB: You don’t have to include evidence for every behaviour – only record significant evidence that has arisen from work you have done this month

	Communication

	·  [Insert indicators selected for this post – up to 6]

Evidence received: 



	Customer Focus

	· [Insert indicators selected for this post – up to 6]

Evidence received: 



	Professionalism

	· [Insert indicators selected for this post – up to 6]

Evidence received: 



	Respect

	· [Insert indicators selected for this post – up to 6]

Evidence received: 




	Personal Development

	Record any comments/priorities



	Personal Development

	Any other comments




	Employee Signature:

	
	Date:
	

	Line Manager Signature:
	
	Date:
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