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Performance review at UiA

Purpose: 
The performance review should have a positive focus and should feel like a conversation between two people of equal standing. It should 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 the employee and the leader. Both parties are expected to be prepared for the interview.  
There is no definitive answer as to how performance reviews are conducted. Performance reviews are a supplement to the ongoing dialogue between employee and leader.
Furthermore, the conversation should include these topics; 
Relevant tasks and the best possible performance of these 
How the employee can contribute to the achievement of UiA's goals and plans
Identify and follow up the need for working environment measures
Personal and professional development
For academic employees: 
· Template for career plans for PhD candidates and postdocs 
Focus areas going forward:
· The focus areas are noted in a plan for the coming period, which states who takes responsibility for which tasks. Responsibility for follow-up is distributed.
· The leader takes notes along the way.
What emerges from the review must be treated confidentially  


Good tips for leaders:
Preferably choose a neutral and suitable place where you can sit undisturbed.
Invite the employee well in advance and attach a template so that the employee can be prepared.
Welcome the employee, present the time frame and the intention of the conversation (reiterate the purpose). 
Check if the employee has any areas that are particularly important, in terms of time spent in conversation. Prioritize the most important things first.
Topics that deal with conflicts or pay should not be included in this conversation. Arrange a separate meeting about this. 
Both parties receive a copy of the minutes of the conversation, and the leader archives these in Public 360°





	Introduction 
Clarify expectations for the conversation and special focus areas as needed. 
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	



	1. Evaluation and follow-up of agreed measures in the previous performance review
What has happened since the last conversation?
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	



	2. Current work tasks, goals and work schedules
Have a dialogue about work tasks and the prioritisation of these, and discuss any requests for changed tasks. View the tasks in light of the department's, faculty's or division’s goals. 
How is new technology/AI used in the work?
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	




	3. Working environment and cooperation
Have a dialogue about how the working and professional environment is perceived. How is collaboration experienced within and across divisions/departments/faculties?
Example: Is it safe to promote new ideas? Is there acceptance of failure? What promotes and what inhibits well-being and development at work?
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	




	4. Expectations and understanding of roles
Have a dialogue about mutual expectations of each other. Clarify how you understand your own role.
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	



	5. Leadership (support and room for flexibility)
Have a dialogue about what support the employee needs, perceived room for flexibility and autonomy.
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	



	6. Professional and personal development
Have a dialogue about the employee's professional, personal and organisational development in the future. 

	Goals/measures

	








	

	

	
	Responsible

	
	

	
	Deadline

	
	

	Competence development and future prospects for employees 60+
Have a dialogue about what the employee needs to be able to stay at work for as long as possible. (academic, social, accommodations). Talk about future prospects, and whether there is a need for experience transfer? Have a dialogue about taking senior days/holidays.	Comment by Dana Ryan Lande: This is the only word I was a bit unsure of. ’erfaringsoverføring’...is this an actual procedure/tiltak that is done administratively or is it just a more casual measure where seniors get a bit of advice/help? If it’s the first, perhaps it has an english equivalent already in use.	Comment by Dana Ryan Lande: Or is it the seniors who are transferring their knowledge to the people coming after them?	Comment by Isabella Collett Sikel: This is to ensure that senior employees have the opportunity to transfer their experience and competence before they leave UiA. This will hopefully give them a sense of dignity and integrity related to the work they have contributed.
	Goals/measures

	

	

	
	Responsible

	
	

	
	Deadline

	
	



	7. Work-life balance
Given your current life situation, how do you experience the balance between work and this phase in life? What thoughts do you have about how we can together achieve a better balance if needed? 
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	



	Any other matters that you would like to address?
	Goals/measures

	
	

	
	Responsible

	
	

	
	Deadline

	
	




This performance review was completed on:
Employee:
Leader:
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