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Record of 1-2-1 Meeting - Managers
	Employee Details

	Name:
	
	Line Manager:
	

	Job Title:
	
	Date of 1-2-1:
	

	Section:
	
	Period From:
	


	1
Objectives  for next PR&D year

	A set of core objectives have been developed for those with line management responsibilities. 

· Culture - three objectives, one on each of the following

· Improving customer experience

· Improving staff experience

· Improving our use of resources

· How we do business – one objective covering

· Modernising, innovating and/ or transforming service delivery

· Purpose – 

· At least one objective which is individual to how each manager’s role contributes to the council’s overall purpose

· Scope for up to 5 additional purpose objectives depending on the individual manager’s role.

Each objective will include around 3 or 4 indicators of the type of evidence which is being sought.  The objectives and evidence should be outcomes focused and SMART – ie specific, measurable, achievable, relevant and timebound.  In other words they should clearly spell out ‘how we will know that objective has been achieved’.



	Core Objective
	Evidence of effective performance

	Improving Customer Experience

Because customer needs and expectations are changing. We have a responsibility to continuously review the way we deliver our services, to learn from our customers’ experiences, to adapt and improve our service delivery based on those experiences and to drive forward a digital framework to deliver services effectively and efficiently. 
	

	Improving Staff Experience

Because staff are our most valuable asset. Creating a culture where staff understand our vision and direction, share our values and ambitions and have the drive and desire to play their part is one of a manager’s key roles. 
	

	Improving our use of resources

Because resources are finite. As managers we are responsible for the public purse. We need to view our resource in its totality – not just as money - and demonstrate that we are creating future focused business plans underpinned by financial stewardship and based on a one team mentality and a collaborative approach. 
	

	Modernising, innovating and/ or transforming service delivery 

Because our customers, our staff – and our future staff - expect to be able to access and deliver our services at times that suit them – and through a range of means, including online. Because the growth in technology means we cannot afford to be left behind. 


	

	Purpose 
Because it provides the golden thread linking each individual’s contribution with the council’s overall purpose. It focuses energy and resources on the priorities of the job. 


	


	Behaviours

Use this section to record or refer to any evidence of you have collected this month.

NB: You don’t have to include evidence for every behaviour – only record significant evidence that has arisen from work you have done this month

	Communication

	1 Makes sure there are appropriate, sufficient and effective communication channels in place for the team, service or organisation for example regular 1-2-1s and team meetings

2 Keeps people up to date

3 Communicates information clearly and concisely

4 Is open and honest in communication

5 Provides constructive feedback/ advice/ instruction

Evidence received: 



	Customer Focus

	1 Encourages team and others to be customer focused

2 Invests effort in making a difference to how services are planned and delivered

3 Works collaboratively across service/ team/ organisational boundaries to deliver excellent customer service 
4 Actively seeks out customer feedback to identify service improvements 
Evidence received: 



	Professionalism

	1 Is a role model for professionalism 

2 Is flexible and willing to support change

3 Demonstrates honesty and integrity in their decisions and actions

4 Is accountable and holds others to account 
5 Is task and solutions focused 
Evidence received: 



	Respect

	1 Recognises the time, effort and commitment of others 
2 Shows respect for people at all levels 

3 Supports corporate decisions once these are made

4 Is fair and consistent in their approach 

Evidence received: 



	Creative Thinking

	1 Looks for more effective ways to improve the service and encourages others to come up with ideas and new ways of working

2 Is prepared to take managed risks 

Evidence received: 



	Engagement

	1 Provides a shared vision and direction and aligns employee performance with team, service and organisational objectives

2 Is accessible and approachable 

3 Ensures relevant mechanisms are in place to encourage engagement

4 Encourages good working relationships 

5 Explains how decisions have been reached and involves people in decisions which affect them 

6 Delegates responsibility appropriately – strikes the right balance between giving guidance and giving responsibility 

Evidence received: 



	Future Focused

	1   Demonstrates knowledge of the organisation’s vision, mission and aims and works to achieve these 

2
Manages budgets and/ or resources effectively and looks for opportunities to maximise budgets/ resources

4
Seeks to deliver results for the organisation

5
Negotiates effectively 

6
Sees the bigger picture, both internally and externally, and takes this into account when making decisions

Evidence received: 



	Team Leadership

	1 Demonstrates a positive approach to work 

2 Manages change effectively

3 Creates a work environment which promotes health, safety and wellbeing 

4 Is supportive and encouraging

5 Represents team interests to higher management

6 Creates a culture of learning, eg coaches and mentors others

7 Carries out effective performance review and development (PR&D) for their team throughout the year – ie provides regular review and support, recognises good performance, deals with under performance and records an annual summary of performance

Evidence received: 




	Personal Development

	Record any comments/priorities



	Personal Development

	Any other comments




	Employee Signature:

	
	Date:
	

	Line Manager Signature:
	
	Date:
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