MUTUAL WORK EXPECTATIONS

	Staff Developer's Name:


	Support Staff Name:



	Communications Procedures

(including where messages are put, protocols for handling emergencies, phone forwarding procedures, phone screening, etc.)

	Voice Mail:  ____________________

E-mail: ______________________________


	Voice Mail:  ____________________

E-mail: ________________________________

	Mail Protocol

(including who opens mail, procedure for dealing with mail when out for extended periods, etc.)

	
	

	Schedules

(including vacations, summer schedule, school year calendars, etc.)

	
	

	Timelines and Deadlines

(including when major projects are expected, lead time for completing work, etc.)

	
	


Today's date: ______________     Date to review these expectations: ______________

Use reverse side for miscellaneous considerations.

workexpec.doc    Revised 11/8/99


