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GUIDE TO PERFORMANCE REVIEWS

BETWEEN DEANS AND HEADS OF DEPARTMENT 
AT THE UNIVERSITY OF TROMSØ
Performance reviews at the University of Tromsø are important in order to exercise an individual-oriented personnel policy, develop a good working environment, improve results and develop and improve good leadership.  

The purpose of this guide is to serve as a tool when preparing for, carrying out and following up performance reviews between deans and heads of department. It is important that necessary adjustments are made for each review. Necessary adjustments may include the individual employee’s scientific production and quality within research, publication and teaching. Further, it may be appropriate to make adjustments to the review regarding age, under representation of gender, circumstances concerning health or temporary employment. The performance review should be based on previous reviews, if these are available. 

The purpose of performance reviews can be summarised by the following three points:

- to clarify mutual expectations concerning working conditions and results

- to develop trust and openness in order to promote day-to-day communication and co-operation 

- to plan and counsel in connection with the individual employee’s scientific and career 

  development 

Performance reviews are instrumental in documenting areas that require clarification or follow-up, and reaching clearly defined measures that ensure a positive development for the individual employee and for the University of Tromsø. Consequently, it is important to summarise the review. What has been agreed on must be specified in the summary/plan of action, which both parties to the performance review should sign (see form on page 5). The Dean and Head of Department both retain a copy of the plan of action.

The Dean is responsible for making appointments for and carrying out annual performance reviews. The time and place for the annual performance review must be set one to two weeks prior to the date on which the performance review will be held. The Dean must ensure the Head of Department gets a copy of this guide in order to prepare for the review. The review should not exceed two hours in duration.

A performance review is based on confidence and trust. All documentation in connection with the review must be treated confidentially unless other agreements have been made. 

If you have questions concerning performance reviews, please contact our social advisor Marit Fagerheim, phone 45969 or e-mail: marit.fagerheim@adm.uit.no.

Registration forms to report the number of performance reviews carried out (see page 8) should be filed by the Faculty Director/College Director/Tromsø Museum Director, who will report to the University Director on request, for example in connection with the university’s senior management dialogue meetings.
Contents of the performance review


The following points are suggested content for the performance review: 

- Research, teaching and communication of results 
- Leadership 
- Specific job/employment and result requirements – attainment of results
- Co-operation and working environment 
- The University of Tromsø as an employer

- Summary and follow-up of previous review(s) 


List of questions and topics for performance reviews between Deans and Heads of Department

Research, teaching and communication of results: 


- Research

· How is your research activity? 

· How do the department’s research activities correspond to the strategic goals of your department, faculty and UiTø?

· What would constitute a positive future for the department concerning research?

· How does co-operation with other areas of research work?

- Teaching

· What is your experience with the external conditions for teaching at the department, such as technical/administrative support?

· Do you have any suggestions concerning measures to further secure good and purposeful teaching at the department/faculty?


- Communication of results

· What is your impression of the department’s efforts concerning the communication of results over the past year?

· Has the department been able to publish to the extent that was planned?

· Does the department or faculty have unused resources?

Leadership

· Are you comfortable in your role as leader?

· Do you get clear management signals from the faculty?

· Do you get feedback from your employees in your capacity as leader? 

· Are there areas where you would like additional resources or leader support?

Specific job/employment requirements and results – attainment of results (DL 200503673-8/9)

· Review of job/employment and result requirements specified in the fixed-term contract.

· Evaluation and possible revision of job/employment and result requirements.

Co-operation and working environment

· What is your impression of the co-operation and working environment in your department and the faculty? 

· Do you feel that you are able to utilise your strengths and abilities in your job?

· Which factors contribute to making your working situation work well?

· Do you feel that you get all the information you require, such as information relating to your working situation or what is going on at the department, faculty or UiTø?

· Do you feel that you provide the necessary information?

· What are your expectations of the faculty and the dean?

The University of Tromsø as an employer

· What is your impression of the University of Tromsø as your employer, including its personnel policy and welfare services?

· Do you have any suggestions that may contribute to the continuing development of the University of Tromsø as a good place to work?


Summary and follow-up of previous review(s)

· What factors from our review should be specified in the plan of action?

· What measures did we agree upon during our previous review?

· Have these been carried out, or alternatively, why not?

PERFORMANCE REVIEW 

between Deans and Heads of Department 

	Follow-up of previous review

	Factors/problems to be addressed
	Measures

	
	

	Research, teaching and communication of results

	Factors/problems to be addressed
	Suggested measures

	
	


PERFORMANCE REVIEW 

between Deans and Heads of Department 

	Leadership

	Factors/problems to be addressed
	Suggested measures

	
	

	Co-operation and working environment

	Factors/problems to be addressed
	Suggested measures

	
	


PERFORMANCE REVIEW 

between Deans and Heads of Department 

	The University of Tromsø as an employer

	Factors/problems to be addressed
	Suggested measures

	
	


PERFORMANCE REVIEW 

between Deans and Heads of Department 

	Summary / plan of action for 
Dean – Head of Department

	Performance review between ______________________________ and

_____________________________  on  _____________________

	What we discussed / agreed upon
	Deadline
	Responsible

	
	
	






Head of Department’s signature 


Dean’s signature








PERFORMANCE REVIEW 

between Deans and Heads of Department

	Registration form *

Number of performance reviews with Heads of Department

* Registration form should be sent to the Faculty Director/College Director/Tromsø Museum Director, who reports to the University Director on request.

	

	Date: _________________

Number of reviews carried out: ________________________

Number of reviews not carried out: _____________________

Dean’s signature:  ______________________



	Comments:
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