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Employee appraisal interview and career plan 


	Name:
	
	Institute:
	

	Position:
	
	Leader:
	

	Research group:
	
	Research Centre:
	

	Date:
	
	Place:
	



 
Part 1: Self-assessment of general working conditions 
To be filled in by the employee with a tick box and any comments if necessary and then sent to the manager no later than the day before the appraisal interview. In the employee interview, the points are reviewed together, and the manager takes notes. 

	[bookmark: _Hlk85445847]FOLLOW-UP FROM THE PREVIOUS APPRAISAL INTERVIEW

	"The follow-up plan from the previous employee interview has been followed up by both parties"

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed


. 
	STRATEGY

	"I am familiar with USN's strategy, the faculty's strategic development plan and my department's strategy"

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed



	ROLES, TASKS and RESPONSIBILITIES

	"I have good knowledge of USN's framework for quality in education and research,  and I have a clear understanding of my role, tasks and responsibilities"

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed



[bookmark: _Hlk126316575].
	WORKLOAD

	"I believe that the workload, and the balance between teaching, research, dissemination and administration, is appropriate"

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed



	WORKING ENVIRONMENT

	 "I get the support I need in order to do my job, and I feel that I am included academically and socially at my department and at my campus"

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed



	CENSURABLE CONDITIONS and WHISTLEBLOWING

	"I am familiar with the “Speak-up” website and USN's routines for reporting censurable conditions": 

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	 Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed



	MANAGEMENT

	"I experience receiving constructive feedback on my work performance"

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	 Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed






	EMPLOYEE DEVELOPMENT 

	"I have access to relevant training, and get opportunities for career and skills development" 

	         Strongly agree           Partly agree              Neither or                Partly disagree     Strongly disagree
        ☐                             ☐                              ☐                                   ☐	       ☐

	 Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed




	OTHER CONDITIONS 

	· Life-stage themes / other conditions. Is there anything you think your manager should know about that affects your work situation?
· Senior policy is thematised from the age of 60 

	 Comment: 

	To be filled in by the employee if needed in advance 

	Moments from the employee interview:

	To be filled in by the manager during the employee interview if needed




MANAGER'S FEEDBACK 
	MANAGER'S ASSESSMENT OF EMPLOYEE: 

	· How does the employee solve his/her professional tasks?
· What qualities and qualities do the employee possess that are important for the job performance?
· How does the employee contribute to the working environment?
· Is there anything in job performance that the employee should change? 
· What development opportunities does the manager see for the employee?

	Moments from the employee interview:

	
Reviewed together during the employee interview. Leader takes notes 




	SUMMARY

	

	Nr.
	POSSIBLE FOLLOW-UP POINTS:
	Responsibility:
	Deadline:

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	



Part 2: status and planning of academic activity 

To facilitate both work and career planning, briefly describe what you have focused on in the past year and what you are planning for the year ahead. Filled in by the employee and sent to the manager in advance of the employee interview. Reviewed together during the employee appraisal interview. 


	Theme 
	The year that has passed
	The year ahead
	Comment:

	Teaching:


	
	
	

	Supervising:


	
	
	

	Academic pedagogical development work:

	
	
	

	Management of research and innovation activities: 

	
	
	

	Application writing/ activities related to external funding: 

	
	
	

	Scientific publication:


	
	
	

	Dissemination and public relations: 

	
	
	

	Regional and national cooperation: 

	
	
	

	Internationalisation, mobility and networking:

	
	
	

	Management, offices, other:


	
	
	





Part 3: plan for career and competence development

[bookmark: _Hlk89278573]This form is a tool that the employee and manager can use together to reflect on the employee's long-term career goals and plan relevant activities for professional development. 

Developing a plan for career and competence development, which is a letter of intent and not a binding legal document, is a voluntary offer to employees, and not mandatory. 

The responsibility for following up the plan lies with both the employee and the manager.

The employer shall, as far as possible within the financial framework and the department's strategic focus areas, facilitate the employee's competence development in line with the career goals. 


CAREER GOALS


	Long-term goals (2-5 years) 	
Describe the desired career situation in the long term.  

	
For example: position, place of work, role, tasks, responsibilities, offices, etc.  





COMPETENCE DEVELOPMENT

In light of your ambitions and the NOR-CAM framework for academic careers, reflect on which competencies you want to develop further? Within which field do you feel you need more experience? Everything does not have to be filled in, focus on the areas that are important to you now.



	TEACHING 

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	SUPERVISING

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	ACADEMIC PEDAGOGIC DEVELOPMENT WORK

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	MANAGEMENT OF RESEARCH and INNOVATION ACTIVITIES: 

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	APPLICATION WRITING / ACTIVITIES RELATED TO EXTERNAL FUNDING: 

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	SCIENTIFIC PUBLICATION: 

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	DISSEMINATION and PUBLIC RELATIONS:

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	






	REGIONAL and NATIONAL COOPERATION WITH PUBLIC and PRIVATE SECTOR:

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	INTERNATIONALIZATION, MOBILITY and NETWORKING

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	




	MANAGEMENT, OFFICES, OTHER

	Briefly describe the desired professional development.


	Specify relevant development activities:
	Responsibility:
	Deadline: 

	
	
	

	
	
	

	
	
	







Date:____________
	Leader:
	
	Employee:

	
	
	



The completed form is confidential – a copy is sent to the employee and kept by the manager.
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