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Line Management Notes
Date of meeting
Post Holder					     Line Manager
	Topic
	Action agreed

	Matters arising from previous line management meetings


	

	Activities since last line management meeting

(NB) Include what has gone really well and what has been more difficult.
Cross reference where applicable to agreed objectives
	

	Working with colleagues and congregations


	

	Action planning /priorities for coming months

Cross reference where applicable to agreed objectives
	

	Resource Issues

	

	Professional Development Matters


	

	Any relevant personal issues

	

	Hours worked / accrued time off in lieu/leave taken or planned/sickness leave taken
NB Attach separate log


Any issues related to work done but not included in above logged hours
	

	Broad themes reflected on as part of the time spent

	

	Risk & safeguarding issues reviewed?
(Record if matters are “in hand having been referred to relevant Safeguarding office”. “Action to be taken by…” or a “nil return”)
Ask yourself does someone else need to know how this is being handled?
	

	[bookmark: _GoBack]Date of next line management meeting


	



Signatures:  Post Holder					Line Manager			
Date: 
Sight of this summary can be asked for by the District Chair, MiO in the context of the lay employee or member of the Safeguarding Audit / complaints team at any time on request
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