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Prepare notes to these headings in advance of the meeting.  Use Job Descriptions or other documents that detail what is expected to help you be accurate and precise.  Find a quiet place where you won’t be interrupted. 
1. The purpose of this meeting is to agree what’s expected of you in relation to…………..
_________________________________________________________________________”
1. Your job (or this part of it) is important because (give context of the job and its links to the bigger picture…….. 
_________________________________________________________________________”
1. The key results I expect from you are (be S.M.A.R.T. in your definitions)
_________________________________________________________________________”
1. The measures we  will use in each area are (use KPIs, time, quality standards etc) 
_________________________________________________________________________
1. Are you clear about our expectations? (ask for them to be repeated back)

_________________________________________________________________________
1. What issues do you forsee in delivery - i.e.is there any help/tools/materials/time etc you need? 
_________________________________________________________________________
1. Do you understand what’s expected of you?
________________________________________________________________________
1. Let’s agree how we’ll review progress together. 
________________________________________________________________________

1. Can you commit to delivery? (explain the “no surprises” policy)
_________________________________________________________________________

Thanks I’m confident you can deliver.
