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Guidelines for development talks     

Development meeting with: Click or press to enter text.
Today’s date: Click or press here to enter the date.
During the meeting, the manager and the employee focus on the employee’s work environment, duties and tasks, the objectives of the organisation and lastly the employee’s needs in terms of development at work. It is also an important opportunity for the manager and the employee to check off their expectations of each other in the future and give each other feedback on the previous year. 
There are five themes that an appraisal meeting should cover, from the past to the present and into the future. 
[image: ]
Preparations
· Employees and managers should prepare for the meeting by looking through the issues in this template, largely based on the objectives in the organisation’s plan and last year’s development plan. 
· The template contains suggestions for issues within each theme. All the themes must be covered in the meeting, but managers and employees can choose which issues they feel have highest priority for discussion.
· Set aside enough time for the meeting. 
· The contents of the meeting remain confidential between the manager and the employee.
· The meeting will be the basis for an individual development plan for future year. The employee is responsible for filling in this plan, which is then signed by both parties.
Introduction and review
· Is there anything that you wish to take up during the meeting?
Click or press to enter text.

· What has happened since the last development meeting? Review last year’s development plan (don’t let this issue take too much time).
Click or press to enter text.
Work environment and health
· How would you rate your level of job satisfaction? How could this be improved?
Click or press to enter text.

· How do you feel about the atmosphere and level of cooperation at your workplace?
Click or press to enter text.

· What do you think about the physical work environment? (such as safety, ergonomics, noise, lighting etc.)
Click or press to enter text.

·  What is your work-life balance like? (other occupations, if any)
Click or press to enter text.

· Do you have any health issues that could affect your work which you want me to be aware of, as your manager? What is important for you to feel good at work?
Click or press to enter text.

· What do you think about your workload? Do you feel the need to make any changes to your situation at work? When do you have time to recover at work? Are you able to make sure you recover outside of work hours? 
Click or press to enter text.
· In the responses to the Education Service questionnaire for employees, some say they are subjected to offensive remarks or harassment at their workplace. Do you think our workplace is free from offensive remarks and harassment?   
Click or press to enter text.
· In the responses to the Education Service employee survey, some employees report that there is undue influence*. Do you think our workplace is free from undue influence? *Undue influence refers to attempts to affect decisions or how an employee or manager performs their work. This can include harassment, threats, violence, vandalism, or offering money or gifts.
Click or press to enter text.


Duties and tasks
Under this heading you go through the employee’s duties to try to gain consensus on the content and priorities in those duties and the employee’s potential to fulfil them. The employee starts by describing their view of duties and the work situation and the manager then fills in with their view of the same.
· Can you briefly describe how you view your duties and your tasks at work?
Click or press to enter text.
· Do you feel that you spend time on the “right” things? If not, why not?
Click or press to enter text.
· Do you feel that you have good conditions to carry out your work?
Click or press to enter text.
· Do you have the necessary digital skills to carry out your work and to collaborate with your colleagues? What do you do to develop your digital skills?
Click or press to enter text.
· Do you think there is a need to change your duties and your tasks at work? If so, how?
Click or press to enter text.
· Are you given the support you need by me, as your manager, or by others?
Click or press to enter text.

Contribution to the organisation's objectives and development
In this section, the manager and employee review the organisation’s objectives as formulated in the organisation plan and how the employee contributes to these objectives. The manager clarifies which objectives and areas the discussion will include.
· How do you contribute to the organisation’s results and development, on the basis of our objectives?
Click or press to enter text.
· What are your key collaborations? How do you contribute to the organisation’s results and development through these collaborations?
Click or press to enter text.

Individual Development Plan
The employee and manager explain their viewpoints on needs for development. These are documented in the plan below.
· Based on what we have discussed regarding your duties and the organisation’s needs, what are you going to focus on in the years to come?
Click or press to enter text.

· What are your needs for development to achieve these objectives?
Click or press to enter text.

· As your immediate manager, what do I think you need to develop as an employee?
Click or press to enter text.	

(N.B. The table is responsive, i.e. the boxes stretch to give enough space for any text you type in them.)

	What do I need to prioritise/develop at work?
	What needs to be done, in concrete terms?
	Who will be responsible for these tasks?
	Follow-up /checking off
	Finished

	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter the date.
	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter the date.
	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter text.	Click or press here to enter the date.


This development plan will be followed up in future meetings (date): Click or press here to enter the date.

Signatures
_______________________________________ (Signature of employee)
_______________________________________ (Signature of manager)
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