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for the SUPERVISOR
One of the most effective tools for being an effective supervisor is having a conversation with each of your 
employees at least once each month. 

As you introduce check-in meetings within your organization, I recommend that you let your supervisees know 
that you will be trying some new things and that you want to make sure your interactions with them are as 
candid and helpful as possible. Be sure to invite their ideas and feedback as well.

Here is a checklist for your monthly check-in meeting:

1.   Have a pre-prepared list of the things you’d like to review. Ask your employee to prepare a list of  
review items also.

2.   Pay attention to the setting. Convey that you take these meetings seriously.  
Don’t read your email or check your smartphone during the meeting.

3.   Start each check-in meeting on a personal note. Begin your time together with a genuine question,or 
two, that feels right to you. Reflect on this: “What would I ask if I were sitting down to have a casual 
cup of coffee with this person?” Or, say something like, “I realize we usually start these meetings by 
immediately moving into the tasks at hand. We’ll get to the tasks, but first I believe it will be helpful to 
touch-base on how your week is going.”

4.   When sharing, don’t be afraid to be open and accessible with your own thoughts and responses.  
Be sure to take the conversation in a direction that feels natural to you.

5.   Envision allowing a little “space” in the conversation. That way, when you get to the list of task-type 
items, if there is something lingering under the surface, it has the space to rise and be addressed.

For example: your employee does not agree with a task or is very stressed by a task.
Not all check-ins will have submerged issues, but the meeting should accommodate that possibility.

As a supervisor, you should also prepare before meeting with your employee. Take note of the following:

1.   The areas in which the employee is performing well and the areas where he or she is being challenged.

2.   The areas in which the employee is building strong work and team relationships and the areas where 
those relationships are being neglected.

3.   The aspects of the working relationship that are not working well. If you identify problem areas, 
determine a plan to start a conversation about addressing those areas.

While meeting with your employee:

1.   Remain open. Listen to the reflections your employee is sharing with you.

2.   Be aware of the areas where your perceptions differ. These areas are key points for conversation  
and provide an opportunity to align expectations and goals.

3.   Avoid a defensive response. When asking for their reflections on how you, their supervisor, are  
helping or hindering their success, remain non-defensive (even if you disagree with their perception). 
Encourage open and honest conversation.

Better One-on-One Conversations
The annual performance evaluation is over. Organizations are finally realizing that it doesn’t actually  
improve individual employee performance. The best way to increase employee performance is to have  
well-trained supervisors and to ensure that supervisors have regular, one-on-one conversations with each  
of their employees. 

This handout provides tips for both the supervisor and employee on having an effective monthly conversation.
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for the EMPLOYEE
Strong performance in a job is cultivated by self-directed learning that allows time for both action and  
reflection. In busy work settings, you often don’t have as much time for the reflection part of learning.  
Preparing for your one-on-one conversation with your supervisor by taking some time to reflect can help  
you improve your performance. 

The greater the ownership and responsibility that you feel for your job, the stronger your performance is 
likely to be. If you see the one-on-one conversation with your supervisor as “your time” to check in on work, 
ask questions, and direct the conversation, you will often end up more engaged and satisfied in your job. 
However, this doesn’t mean that supervisors won’t also make suggestions or direct requests.

Here are some ideas about how you can prepare for your one-on-one…

1.  Review your goals

For each goal:

A.  Review the progress you have or have not made.

B.   Consider whether this goal is still a priority.

C.   List two or three steps you will take in the next month to propel you toward this goal.

2.  Gather your questions

A.   Compile the questions you have for your supervisor.

It’s often helpful to keep a running list of questions that you can bring to your one-on-one.

3.  Take time to reflect

Use some or all of these questions to help in your reflection. 

In my work...

A.  What is going well?

B.  What are my challenges?

C.   What are some things I would like to try to address my challenges?

D.   When am I working at my best?  
In other words, what are the key factors needed for me to work at my best?

E.   As I think about the last month, I think I was learning the most when…

F.   How am I contributing to building a strong team?

G.   Where do I need to recommit in working together with my colleagues?

H.   Where do I feel I need additional knowledge or training?

I.    What’s one thing that my supervisor did to support me in the last month?

J .  What’s one thing that my supervisor did that was not helpful in the last month?

Better One-on-One Conversations


