
Prepare: progress, feedback, support, development and commitments.

Close: owner, action, deadline and review point for every commitment.

Before and after checklist

1

1-2-1 Progress and Update Discussions

How are things progressing? What would make this discussion really valuable?

Opening check-in

A conversation map for regular, purposeful and two-way manager check-ins.

Use to prevent 1-2-1's becoming only informal catch-ups or task lists.

2 What is on track, what has changed and what requires attention?

Progress update

3 What matters most now? What should be protected, delegated, escalated, prioritised?

Priorities and focus

4
Blockers and support
What (if anything) is blocking progress? What have you already tried?  What is worth trying?

5
Feedback and recognition
What is going well? What deserves attention? What feedback for me from you?  

6
Development and close
What skill is growing? Confirm actions, owners, deadlines and review points.
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