
Getting Started

Employee Reviews and 1:1 Meetings

It’s every manager’s duty to provide their employees with both recognition and cor-
rective feedback. Yet 65% of employees say they want more feedback than they 
currently get.

As a Khorus user, you’ll be delivering regular feedback to each of your direct reports. 
At the end of each quarter, Khorus will prompt you to complete a written employee 
review. We also highly recommend holding an informal 1:1 meeting with each direct 
report—weekly or biweekly, your choice.

These checkpoints are critical for not staying on the same page about how Khorus 
goals are going, coaching the employees, and building a professional relationship. In 
this guide, we’ll give you some pointers on how to make the most of both employee 
reviews and 1:1 meetings.
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An employee review in Khorus

https://www.forbes.com/sites/victorlipman/2016/08/08/65-of-employees-want-more-feedback-so-why-dont-they-get-it/
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Part I: The Employee Review
On day 1 of a new quarter, you’ll receive a notification to complete an appraisal for 
each of your employees. The appraisal consists of the written review and the rating 
of the employee’s Performance (A, B, or C) and Potential (High, Medium, or Low).

Below is our recommended process for how to handle the review process.

Step 1. Write the review.

Step 2. Meet in person.

Look over the outcome of the employee’s goals, reflect on what you’ve noticed 
from them over the quarter, and write a concise review in clear, simple language. 
See the following page for suggestions on structure and what to include in the 
review.

Now schedule an in-person meeting to discuss the review you wrote. Be sure to 
send to the employee in advance so they can come into the meeting prepared. Pre-
pare to meet for about an hour. Elaborate on the points you covered in the review, 
ask plenty of questions, and give the employee space to share their own thoughts.

Step 3. Reset goals.
Ask the employee to draft a set of 3–5 goals for the coming quarter based on the 
discussion during the review. In a brief follow-up meeting, give your feedback on 
these goals, adjusting them as needed. These goals will inform the employee re-
view next quarter.
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The Written Employee Review: 
What to Include
(aim for 300–700 words)

Many of these items can be woven together as you write,  
but be sure to hit each of them.

Outcomes. Comment on the outcome of the employ-
ee’s goals for the quarter, including observations 
about their specific contributions to broader  
company strategy and objectives as possible.

Praise. Praise the employee for notable accomplish-
ments or unique strengths and skills on display. Give 
examples.

Corrective feedback. Note where the employee could 
improve. Be diplomatic but direct, and, again, give 
examples.

Coaching. Give direction on what you’d like to see 
from the employee in the coming quarter. You’ll set 
specific goals later, but be sure you incorporate  
forward-looking coaching into the review.

Context. Give your assessment of the employee’s 
context on the team and in the company. How does 
he/she interact and collaborate? What company 
values does he/she seem particularly aligned with? 
What observations do you have about the employee’s 
development and career path?

—

—

—

—

—
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Part II: The 1:1 Meeting
Well-done, consistent 1:1s are a vital tool in the manager’s toolkit. They 
open up a space where you can understand what’s going on in the employ-
ee’s world—not only how their work is going, but their personal aspirations, 
insights, and observations about the business.

Use the employee’s goals in Khorus—especially their most recent goal up-
dates—as background for the 1:1. As you meet, use the 1:1 Notes feature in 
Khorus to record important issues and observations. (You can access 1:1 
Notes in the employee’s Khorus profile—see the tab at the top.) Only you will 
be able to see the notes you take here.

1. Choose a weekly or biweekly cadence. Consider the size of your 
team, your level of daily interaction with employees, and your schedule, 
all of which may affect your choice.

2. Cancel and reschedule sparingly. Once you pick your cadence, stick 
to it.

3. Listen and take notes. Throughout the 1:1 meeting, be present. Ask 
questions. Take relevant notes in the 1:1 Notes section of Khorus.

4. Be honest. Few managers like giving negative feedback, but most 
employees want it from you. By giving constructive criticism, you help 
employees grow and build trust. 

5. Make it about the employee. Your ultimate goal with the 1:1 is to 
further the employee’s self-development. Focus on the employee as a 
human being (not just on status updates).

1:1 Meeting Best Practices

https://hbr.org/2014/01/your-employees-want-the-negative-feedback-you-hate-to-give
https://hbr.org/2014/01/your-employees-want-the-negative-feedback-you-hate-to-give


1:1 Meeting Agenda

Before the meeting             10 minutes

• Ask employee if there’s anything they’d like to add to the  
agenda.

• Revist 1:1 Notes in Khorus to review points fom previous 
meetings.

• Reflect on previous week (or two weeks), identifying any 
wins or struggles you saw.

• Select key questions to ask during this 1:1., choosing the 
best questions for your situation (see the next two pages for 
examples).

In the meeting                         30–45 minutes

1. Kick it off with something personal: “How are things?” 
“What’s new?” etc.

2. Quick update on action items from previous meeting as 
well as their most recent goal updates in Khorus. Be sure to 
hold the employee accountable to their commitments.

3. Cover any agenda items requested by the employee.
4. Give feedback: What did the employee do well? Where could 

they improve?
5. Ask questions. This is the meat of the 1:1. Remember to 

keep your ears open and take good notes. 
6. Decide on new action items.
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Sample Questions to Use in 1:1 Meetings

The art and science of asking questions is the  
source of all knowledge.

—THOMAS BERGER

Catching Up
• What was your best moment / biggest achievement at work since we met last?

• What was your worst moment / biggest mistake at work since we met last?

• Which of your goals are you most concerned about right now?

• What do you need from me this week?

Personal Well-Being
• How are things going outside of work?

• What are your preferences when it comes to work-life balance?

• Is there anything I can do as your manager to make your personal life easier?

Work Alignment
• What do you like most about working on this team / at this company?

• What do you like least about working on this team / at this company?

• Do you feel challenged enough in your current role?

• Do you feel that you are able to use your strengths in this role? How so?

Work Relations
• Is there anyone on the team you’d like to collaborate with more?

• Which of your colleagues has the most positive effect on morale?

• What do you think would help bring people together on this team?

• Do you feel good about how our team does its meetings? How would you improve 

them?

• Do you see any problems on this team that I need to look in to?

• If you were in my shoes, what’s the first thing you’d change on this team?
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Work Performance 
• What’s the biggest obstacle you’re facing on the path to meeting your goals? What 

can I do to help?

• Do we need to adjust any of the goals we set at the beginning of this quarter?

• Do you have the resources and tools you need to do your best work?

• Does anything take up a needlessly large amount of your time?

• What can I do to help you excel in your job?

• How would you break up your time each week according to tasks or  

responsibilities?

• What’s the most useless or annoying thing you have to do in your daily work?

• What key decisions are you facing in your role? How will you handle them?

Self-Development 
• What skills or talents are you interested in developing?

• Is there another part of the company you’d be interested in contributing to or learn-

ing more about?

• Is there anyone you’d like to meet who I could introduce you to?

• Do you think this company/position makes enough room for your immediate  

career growth?

Additional Insight 
• What do you think the biggest threat to our team/company is?

• Do you feel like you hear from leadership enough at this company?

• Do you feel confident in this company’s overall strategy? Is that strategy clear to 

you?

• If you were CEO for a day, what’s the first thing you’d change?

• What do you think is the most important success metric for our team?

• Do I set clear enough expectations for you? Are these expectations realistic?

• How could I improve as a manager?

• If you were to leave this company, why do you think it would be?


