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Performance review at UiA
Preparation template for the employee

Purpose: 
The performance review should have a positive focus, should feel like a conversation between two people of equal standing, and provide inspiration for further personal and professional development in one’s work. The conversation is binding and is intended to clarify expectations and build trust between employee and leader. Both parties are expected to be prepared for the interview.  
There is no definitive example as to how performance reviews are conducted. Performance reviews are a supplement to the ongoing dialogue between employee and leader. 

Focus areas going forward:
· During the conversation, you can promote future wishes for development and competence needs. (Focus areas)
· The focus areas are noted in a plan for the coming period, which states who takes responsibility for which tasks. 
· The leader takes notes during the conversation. 
· Both parties receive a copy of the minutes of the conversation, and the leader archives them in Public 360°.

Questions you can reflect on before the conversation with your leader: 
Initially: 
Do you have special expectations, feedback, and particular focus areas you want to talk about? It can be good to write something in advance so that you remember it in the conversation. 

1. What has happened since the last performance review?
2. How do you experience your current work tasks, and the prioritization of these, and how can you - through your work - contribute to achieving your own, the department's and UiA's goals?
3. How do you experience the working environment and cooperation?
4. Are the expectations and understanding of roles between you and your leader clear enough?
5. What kind of support do you need from your leader or others to experience sufficient autonomy and flexibility to perform your job?
6. What thoughts do you have about professional and personal development in the future?
7. How do you experience the balance between work and the life situation you find yourself in?

What emerges from the review must be treated confidentially by the leader
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