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Phase 1 First One-on-One Meeting Form
	Identification of employee

	 Name of employee: 
	Date of meeting:

	Job title:

	Name of immediate supervisor:

	1. Role in the business

· Review job description  

· Verify a mutual understanding of the role and responsibilities

· Create a link between the employee’s role and the objectives of the business

	Supplementary notes:



	2. Discussion

	2.1 – Why (give reasons) do you like your current work?



	2.2 – What two priorities have you identified for learning in the next twelve months, to help you do your work better? 

1.


2.


2.3 – What do you need to achieve these? (Training, mentoring, other means)

2.4 – What would you like to do in our business during the next three (3) years? (Career objectives)




	3. Set new objectives (use this page for each objective set)

	SMART method:

Specific: Objective describes exactly the improvements to be made 

Measurable: It should be possible to objectively measure achievement of the objective 

Attainable: Achieving the objective implies making an effort

Realistic: Objective must be achievable with the means available

Time-based: Objective must be linked to an achievable time frame 

Objective # 1:
S: What must be improved?


M: How are we going to measure achievement of the objective?


A: In what way does the objective demand effort from the employee?

Ways proposed by the employee to achieve the objective:
R: What kind of support will be given to the employee by the business?


T: What is the time frame to achieve…




4. Signatures

The manager and I have concluded our “first one-on-one meeting” within the framework of the performance management system. I have had the opportunity to discuss my objectives and ways of reaching them.


Signature of employee


Date


Signature of manager


Date

This form once completed and signed will be kept in the employee’s file.

HR TOOL KIT • Copyright © 2009 CBDC Restigouche Inc. All rights reserved.

