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The 1-1 Dialogue Effectiveness Tool 
Evaluate the Quality of Your One-on-One 

Discussions in Under Five Minutes 
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Strong leadership starts with strong relationships. This quick tool helps you assess the quality 
of your 1-1 conversations so you can lead with clarity, connection, and confidence. 

Instructions: 
Rate each statement from 1 (Rarely) to 5 (Consistently). 
 
Be honest. This is for your growth, not your grade. 

  
Statement 

1 
(Never) 

2 
(Rarely) 

3 
(Sometime) 

4 
(Often) 

5 
(Always) 

1 One-one meetings have two-way 
dialogue, not one-way check-ins. 

     

2 I know what is important to this team 
member, professionally and personally. 

     

3 We talk openly about progress and 
challenges, not just tasks and updates. 

     

4 I regularly offer clear feedback and 
invite it in return. 

     

5 Each team member knows it’s ok to 
raise difficult topics or emotions. 

     

6 Each team member is clear on the 
priorities and revisits them when things 
shift. 

     

7 I help each team member connect their 
work to purpose, not just metrics. 

     

8 I ask questions that invite reflection, not 
just quick answers. 

     

9 We leave meetings with clarity on 
what’s happening next. 

     

10 Overall, I listen more than I talk.      
Total Score                                                                                            /50 

 

 

Reflection:                                                                                                                          

What’s one small shift I could make to improve my 1-1 discussions this month? 
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Results & Insights:                                                                                                                            

       40-50: Connected and Impactful 

Your 1-1s are a meaningful space for alignment, trust and growth. Keep deepening the 
conversation and consider how you can apply your relationship skills outside of your team as 
well.     

       25–39: Opportunity for Growth 

There’s room to make your 1-1s more engaging and supportive. Improving how you connect with 
team members can reduce friction, boost progress on your results and help you enjoy your work 
more often.                                                               

       Below 25: Time for a Reset 

If your 1-1s feel transactional or unclear, you’re not alone. Your team is likely feeling the gap too. 
A few intentional shifts can turn these meetings into powerful drivers of trust and performance. 

 

A Tip:                                                                                                                                                   
Provide this to your team members in advance of your next 1-1 meetings and ask them to come 
prepared to discuss their views on each one. Use the tool to generate discussion in your 1-1 
meeting about what can be done to help them be more productive and use both your time, and 
their time, better. Stress the importance of candor and welcome it. Ensure that if they bring up 
something that is hard to hear, you listen with an open and curious mind. Remember it’s not 
about criticism and perfection. It’s about growth, progress and getting great work done, together.  
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