
The 1:1 Factsheet 

How often will our 1:1s be? 
Monthly across the academic year. 
 
How long will our 1:1s last? 
They will be scheduled for an hour. 
 
What will we talk about in our 1:1s? 
You drive the content of our discussions, although we will cover topics such as: 
achievements and successes, challenges, wellbeing and workload, professional 
development. 
 
Why can’t we discuss this stuff in team meetings? 
It is important that each member of staff has time specifically dedicated to their 
personal and professional development. 
 
Are these performance reviews? 
No, these are not performance reviews, but they are a mechanism to support and 
challenge you to be the best you can be. 
 
Can I cancel 1:1s? 
It is not ideal or advised.  However, there are times when this cannot be avoided.  
Rather than cancelling we will reschedule, ideally within that same working week or as 
soon after that as possible.  
 
Does everyone have 1:1s? 
Yes, all staff have 1:1s in the same over-arching format. 
 
What are the expectations of me going into a 1:1? 
It is expected that you will take some time to prepare for your 1:1identifying specific 
areas you wish to discuss and undertake any agreed actions from your previous 1:1. 
You should also consider the following: 
 



 
 
 
Will our discussions be private? 
Yes, unless there are reasons whereby information needs to be shared.  This will be 
indicated at the time. 
 
What are the expectations of my line manager with regards to 1:1s? 
Your line manager will schedule monthly hour long 1:1s.  They will prepare for these, as 
you do and undertake any actions arising and agreed at the 1:1s.  
 
 

(Adapted from Rogelberg, 2024) 

Know what you need:
What do you want?  What 
are your pressing needs? 
What are your short and 

long-term goals? 

Be Curious:
ask questions, listen 
carefully, enjoy the 

process of discovery.

Build Rapport:
Take an interest, use 

positive body language, 
learn about your line 

manager.

Actively engage:
It is your meeting - get the 

most out of it.

Communicate well:
be clear & concise, stay 

focused, be honest.

Problem Solve:
don't just arrive with 

problems - think of some 
possible solutions and 

ideas

Ask for Help:
Think of where you need 

support or resource 

Ask for Feedback:
What am I doing well? 

What can I develop 
further? What are the 
future opportunities?

Receive Feedback Well:
Ask further questions, 

thank your line manager for 
the feedback.

Express Gratitude: 
Offer thanks and recognise 

team members and 
colleagues.

Be Prepared to Give 
Feedback to your Line 

Manager


