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This worksheet is for supervisors, managers, and partners performing the same duties to use 

when working with a new team member or someone needing extra support to perform at 

their best.  

 

1) Have I communicated my expectations? 

For Projects Planned Communication 

What are specific examples of past 

communication/behavior that need 

to be addressed? 

 

 

What are the underlying reasons 

(organizational values, purpose) for 

requesting the change? 

 

 

What do you want to see the 

person do or say going forward? 

What is the timeline for change and 

checking-in to re-evaluate? 

 

 

For communication / behavioral 

topics 

 

What are specific examples of past 

communication/behavior that need 

to be addressed? 

 

 

What are the underlying reasons 

(organizational values, purpose) for 

requesting the change? 

 

 

What do you want to see the 

person do or say going forward? 

What is the timeline for change and 

checking-in to re-evaluate? 
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2) Has the team member shared their perspective? Is there anything that’s getting in 

the way of the team member meeting my expectations that I may not be aware of? 

 Responses 

Do they have the capacity, training, 

tools, managerial support and 

environment they need to meet 

these expectations? 

 

 

Are there competing expectations 

that may set them up for failure? 

Do they need help with 

prioritization or defending time 

they need to block on their 

calendar? 

 

 

Has the team member willingly 

agreed to try and meet these 

expectations? 

 

 

 

3) Have I been clear enough in my communication, such that this specific team 

member demonstrates understanding of my expectations?   

 Response 

If I were to be audited on saying 

“yes” to this, what’s my evidence? 

Confirming understanding is a 

second step after communicating.  

 

 

 

 

4) Have I scheduled time to review work in-process or examples of changed behavior, 

with the team member, before the internal due date? 

 Date/Time Plan for Review 
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