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Expectation Exchange Planning Sheet
Offer/Expect Process 
This simple tool can be used between a manager and their direct report, a senior manager and a junior manager, colleagues in a team, or in other departments and between a supplier and their client or customers.
It allows both parties to articulate expectations which may not be captured by just the role and goal setting process, or service level agreements. Expectations can include everything from someone’s broad work ethic, their behaviour, attitudes and mindsets, right through to how they dress. 
Expectations are not easy to fit into a SMART goal. For example, the expectation that someone strives to improve things proactively, rather than just when they are told, will not be captured in a KPI or goal. Also, goals and KPI’s are downwards only and the offer/expect process goes both ways.
Process
Both sides write down what they offer the other person and what they expect from the other person during the year. The two lists are then shared and discussed. The conversation is about understanding expectations beyond the hard goals and KPI’s.  Expectations are often unstated and cause issues down the line. This gets them out on the table and understood.
You would discuss the 2 lists, discuss, question and negotiate any differences and reach final agreement, then print out the agreed document for reference as you progress through the year. 
Tips for success
1. Avoid simple 1 or 2 word statements like “be proactive” or “Be honest”. Expand what you want and give examples.(see example documents for guidance)
2. Be reasonable. Don’t create a list of expectations that would be unfair to the other person or that they will never be able to achieve.
3. Be prepared for some give and take. Ask questions, listen to understand and adapt accordingly.
4. It is OK to have a few expectations that are non-negotiable.






Here are some typical expectations managers might have of staff: 
· Putting in some discretionary effort
· Being proactive and using initiative
· Punctuality, responsiveness and reliability (doing what you say you will do)
· Being professional
· Participation and contribution in meetings and group conversations
· Taking ownership and responsibility
· Collaboration with team and colleagues
· Attention to detail
· Being assertive with things like feedback
· Asking for help
· Workload management

Here are some typical expectations staff might have of their manager: 
· Willingness to listen and ask questions (not just tell)
· Developing them through coaching, training and mentoring
· Regular catch ups to give feedback and review work
· Reasonable workload
· Not sending emails out of hours
· Supporting their career
· Well organised meetings
· Confidentiality





Person 1
What I expect of you














What you can expect from me (my offer to you)









Person 2
What I expect of you














What you can expect from me (my offer to you)
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