Managing People & Their Performance Templates

Record of Progress

Manager Notes from 1-2-1 Meetings

	Employee Name:
	
	Date:
	


Current Action Plan Available at Meeting

(
	Things to discuss:

	

	Summary of discussion (including any feedback shared):

	

	Agreed Actions / Timescales:

	


Does Current Action Plan Need Updating 



Y / N

(due to changes to objectives / development requirements)?

Your signature:




Employee’s Signature:

_______________________


_____________________
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