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Bild på man och kvinna som samtalar.
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You have in your hand material that you can use when you prepare for an individual developmental conference. The term ‘developmental’ is used here to stress that all operations are in constant need of development and that dept.head/managers and staff members share the responsibility for this. Developing individuals and operations is thus a central purpose of the individual developmental conference. 

The material you have before you is structured around various areas that impact a work situation. The material contains questions related to each area. There are quite a few questions, and you don’t have to answer them all. If you are a staff member you may highlight certain matters that you feel are important for the moment. If you are a dept.head/manager, you may wish to highlight certain issues that you feel are especially relevant for a certain staff member in this particular conference. The idea behind the shared questions is that they should facilitate and provide structure for both preparations and the developmental conference itself. The intention is that the mutual preparations in turn will promote high-quality conferences.

You only take the last three pages of the material with you to the developmental conference:

· Summary in advance of the developmental conference – where you have summarized before hand what you want to take up during the conference
· Action plan – to fill in during the conference
· Joint evaluation – some questions that can serve as a basis for joint reflections about the quality of the conference towards the end of the session
For those of you who are dept.head/managers and thereby responsible for holding individual developmental conferences, there is more to be read about these developmental conferences on the Leadership and Organizational Development Office homepage http://uadm.uu.se/Kompetensforum. 
The text you will find there deals with why individual developmental conferences are important and what you should think about ahead of and during the conference.

In preparation for our developmental conference, I ask that you reflect upon these questions. You are not limited to these questions. The questionnaire is not to be submitted – it’s your own private work material. If you wish, you can use the right-hand column for notes.
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Obligations and goals

	Own reflections
	Notes

	What duties do I regard as important vs. less important in my current work?

(See also question about key work duties in next section)


	

	What have I contributed to operations?
	

	How clear do I feel that the obligations, goals, and expectations are for myself and my department/division?
	

	Do I feel that we as a department/division are prioritizing the right work duties? If not, what should we prioritize in my opinion?
	

	How do I assess my overall knowledge of the department’s/division’s operations and goals?
	

	What overview do I have of UU’s operations and goals as a whole?
	

	Five memos for the conference 
You can write your memos here. Points from each area will then be summarized in your own notes for the conference. (Form: “Summary in advance of the developmental conference”)

	1. 
2. 
3. 
4. 
5. 
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To achieve goals, work areas and key work duties must be identified and resources allocated. Key duties are those with the strongest ties to the established goals. Ahead of the conference, think through your key work duties. Are you and your dept.head/manager in agreement? If not, what is the difference due to? How do you assess your performance of these duties? What is your dept.head/manager’s assessment? 
	What do you think your key work duties are?

Points from each area will then be summarized in your own notes for the conference. (Form: “Summary in advance of the developmental conference”)

	1. 
2.      
3. 
4. 
5. 
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Work environment

	Own reflections
	Notes

	What changes do I feel have taken place in my work situation compared with last year? What am I most/least satisfied with?
	     

	What do I feel has improved? In what way?
	     

	What do I feel is no longer good? In what way?
	     

	If something is no longer good, what have I tried to do about it? 
	     

	How would I describe my workload?
	     

	Do I have any comments on the physical work environment, e.g.:

· work aids
· premises and equipment
· safety
· ergonomics
	     

	How do I perceive my psychosocial work environment?
	     

	Is there anything in my private life that I want to bring up in the developmental conference?


	     

	Five memos for the conference 
You can write your memos here. Points from each area will then be summarized in your own notes for the conference. (Form: “Summary in advance of the developmental conference”)

	1.      
2.      
3.      
4.      
5.      
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Relations and collaboration

	Own reflections
	Notes

	How would I describe the collaboration within our department/division?
	     

	How do I perceive that collaboration and relations work with other groups within the workplace? 
	     

	How do I perceive that collaboration and relations work with external contacts?
	     

	How do I perceive that information and communication work between the dept.head/manager and staff members?
	     

	Five memos for the conference 
You can write your memos here. Points from each area will then be summarized in your own notes for the conference. (Form: “Summary in advance of the developmental conference”)

	1.      
2.      
3.      
4.      
5.      
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Feedback

	

	Own reflections
	Notes

	How do I feel that work has gone in general in the last year? What am I most/least satisfied with?
	

	How has my dept.head/manager met/not met my demands and expectations? What feedback do I need to give?
	

	When does my dept.head/manager’s leadership best correspond to my needs? What do I need more of?
	

	What do I expect of my dept.head/manager?  What is reasonable/unreasonable, and in what way do I contribute to making this clear?
	

	How can I support my dept.head/manager in the best way?
	

	

	Five memos for the conference 
You can write your memos here. Points from each area will then be summarized in your own notes for the conference. (Form: “Summary in advance of the developmental conference”)

	1. 
2. 
3. 
4. 
5. 
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Development

	Own reflections
	Notes

	What motivates and stimulates me in my work?
	

	How do I perceive the pace of change?
	

	How can I and my dept.head/manager make the best use of my competence? Describe.
	

	What potential for personal development do I see within our department/division? Outside the department/division?
	

	What do I personally think I need to get better at? In the short term? In the long term?


	

	

	Five memos for the conference 
You can write your memos here. Points from each area will then be summarized in your own notes for the conference. (Form: “Summary in advance of the developmental conference”)

	1. 
2. 
3. 
4. 
5. 
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Miscellaneous

	Notes

	Is there anything else I’d like to discuss …?

	     

	

	

	

	Five memos for the conference 
You can write your memos here. Points from each area will then be summarized in your own notes for the conference. (Form: “Summary in advance of the developmental conference”)

	1. 
2.      
3.      
4.      
5.      


Date of developmental conference:       

Vet the page in advance to automatically update the content from previous pages.

Key work duties
     
     
     
     
     
Obligations and goals
     
     
     
     
     
Work environment
     
     
     
     
     
Relations and collaboration 

     
     
     
     
     
Feedback
     
     
     
     
     
Development
     
     
     
     
     
Miscellaneous
     
     
     
     
     
Staff member: 
Date: 
 

Fill in the form in a way that will enable you to remember what you talked about. You do not have to fill in the form slavishly.  The follow-up is a responsibility shared by the staff member and the dept.head/ manager. Before you leave you will receive a copy of the form.

	During the conference we spoke about the following areas for personal development:

	

	Concrete agreements, goals, directions, etc.

	

	We are ready today to set up a time plan for the following:

	What exactly are we going to do?
	When / Date for follow-up
	Who is responsible?
	Done
OK

	
	
	
	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 


	We have agreed that the following points are to be forwarded to relevant parties as follows: (state What, When, and Who)

	

	Signature of staff member
	Signature of dept.head/manager


Spend a few minutes reflecting over how you feel the conference went and discuss your views with each other.

When you review the conference, you can use the following structure:

· Were you sufficiently well prepared?

· How did you perceive your dept.head/manager’s or staff member’s preparations?
· Did you talk about “the right things”?

· How well did you listen to each other?

· Did you say what you had planned to say?

· Was the result, e.g. the action plan, what you had imagined?

· Do you have a clear idea of how the two of you will follow up the conference?

	Notes

	


	How do you think the two of you could improve the next developmental conference?
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