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Seminarium - Medarbetar, |6ne och I6nesattande samtal (6 november, kl 13-15i sal K)
Med inbjudna gaster: Cecilia Martas och Dan Akhagen (frdn personalavdelningen)

Medarbetare och arbetsgivare har tre samtal som har olika roller:
o  Medarbetarsamtal (varen) — for att definiera uppgifter, ansvar och utvecklingsmajligheter
o Lonesamtal (htsten) — for att folja upp prestationer och tillfredstallelse
o  Lonesattande samtal (hdsten) — héar faststélls 16nen (givet ett |dnespan att gora det inom)

En kort presentation av medarbetarsamtalet (framatsyftande, halls pa varen, ca 45 minuter)
o Det bor vara langsiktigt, cykliskt och verksamhetskopplat
o Chefens arbete &r att utga fran verksamhetsplanen for att bjuda in till dialog.
o Motet bor vara noga forberett fran bada parter (tid, plats, underlag, delat ansvar for
uppgiftsunderlag)

Under motet bor bade verksamhetsmal och individens mal klargoras, fysisk och psyko-social miljo,
relationer (tillgang till expertis mm), personlig utveckling samt "livet i vrigt” diskuteras.

En syntes av motet i termer av en lista Over vad som skall géras, av vem och nar summerar resultatet
av motet.

Lonesamtalet handlar om prestation och forutsattningar for den (utvarderande, ca 45 minuter, pa
hosten) Syftet med lonesamtalet &r att: utgéra beddmningsunderlag for I6neséttning,
tydliggdra beddomningsgrunder, upplysa om paverkansmojligheter samt skapa realistiska
forvantningar pa individen.

Kriterierna for bedémning skall vara konsekventa, tydliga och langsiktiga
1. Befattningens krav pa utbildning och kompetens
2. Befattningens komplexitet och krav pa problemlosningsférmaga
3. Befattningens ansvar, befogenheter och grad av sjalvstandighet samt
4. Individuella prestationer.

De tre forsta kriterierna ar speciellt viktiga for ingangslon och justering av lonelage. Den sista punkten ar
huvudpunkten for de flesta [6nesamtal.

Individuella prestationer delas upp i 7 punkter (pa en skala 1-5):

Visad arbetskapacitet (uthallighet, noggrannhet etc.)

Visad kunnighet (och omsattning av det i praktiken)
Initiativférmaga

Visad féormaga att arbeta bade flexibelt och strukturerat

Kontrakt och samarbetsférmaga (etablera och bibehalla kontakter)
Visa gott omdéme

Visa medarbetaransvar

Nogokrwbr

Det rekommenderas at l6ntagaren skriver ned sina egna véarderingar av prestationer (med exempel) infor
motet. Kriterier som INTE skall beaktas vid 16nesattning ar: anstallningstid, alder, facklig tillhorighet. ..

Lonesattande samtal (hosten, 15-45 minuter)

Samtalet kan goras i 1-2 steg beroende pa om parterna ar 6verens om lonepaslaget eller ej.
SACO-medlemmar kan fa hjalp i forhandling om Overenskommelse inte nas. En
Overenskommelse bekréaftas med ett skriftligt dokument (avtal).
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Seminar - Employer, evaluation and salary dialogues (November 6™)
Invited speakers Cecilia Mértas and Dan Akhagen (experts from the HR department at SLU)

The dialogue between an employer and employee is divided in three parts serving different
needs:
o Employer dialogue (in the spring) — defines the work tasks, responsibilities and opportunities for
personal development (sets objectives)
o Evaluation dialogue (fall) — follows up on the performance, the conditions for performance and the
personal development
o Salary dialogue (fall) — with a known span to negotiate within, this is where the salary is set in a
formal agreement

A short presentation of the employer dialogue (future-oriented, in the spring, 45 minutes)
o It should be future oriented, long-term, cyclical and connected to the overall objective of the
organization
o ltis the responsibility of the employer (the boss) to invite to a dialogue
o The meeting should be well prepared from both parts (time, plan, information, shared responsibility
to have all the documents and information)
During this meeting, the objectives of the organization (department or alike) should be clarified, along with
conditions in a physical and socio-cultural environment. Relations (access to expertise and information)
and personal development (balance in life) are also important parts of this dialogue. A synthesis of the
meeting in terms of a list of things that need to be done with objectives, responsibilities and time frames
should be the output from this meeting.

The Evaluation dialogue focuses on output, performance and conditions for performance. It is
evaluative and it is carried out in the fall, estimated time: about 45 minutes. The aim is to create
grounds for making an evaluation of performance, clarifying evaluation criteria, provide information
about possibilities to influence the evaluation and create realistic expectations of the individual. It is
using four criteria — where the last criterion (individual performance) serves as the key information in
most evaluation dialogues.

The criteria for the evaluation should be consistent, clear and long-term.
o The position’s requirements on education and competence
o The position’s requirements on handling complexity and problem solving capacity
o The position’s requirements with regards to responsibilities, authority and degree of freedom and
o Individual performances

The three first criteria are especially important for the salary upon being hired initially, and for adjusting a
salary level that is “off”. The last criterion is the main point in most salary revisions.

Individual performances are divided in 7 points on a 1-5 scale, based on capacity and output):

Shown work capacity

Demonstrated abilities (and use of these abilities)

Capacity to take initiatives

Shown ability to handle structured work and yet being flexible

Ability to make contacts and maintain them

In general, show good judgment and

Be a responsible co-worker

It is recommended that both the employee and employer take note in preparation for this dialogue. Criteria
that should not be taken into account are: number of years of employment, age and membership in the
union or not etc.

LA

Salary dialogue (the fall, 15-45 minutes)

This dialogue can be done in 1-2 steps, depending on if there is an agreement of what the salary should be
or not. If there is an agreement, that should be documented in an agreement. If ther is not an agreement,
members of the SACO union may get their salary negotiated.



Thank you for sharing your expertise with all of us!
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