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Department of Materials and Production 
                                                                                              
	[bookmark: _GoBack]
	Present
	Absent  

	Members:
	Minutes taker: Heidi Juul Sørensen 
Kjeld Pedersen (KP)
Henrik Wiberg (HW)
Jette Marie Christensen (JMC)
Thomas Sørensen (TS)
Johnny Jakobsen (JJ)
Volker Krüger (VK)
Casper Schou (CS)
Karina Boller Jensen (KBJ)
Peter Fojan (PF)
Flemming Kristoffersen (FK)
Mette Herold-Jensen (MHJ)
	Marianne Meyer Jønsson (MMJ)
Lazaros Nalpantidis (LN)
Peter Hasle (PH)
Jørgen A. Kepler (JK)


	Agenda
	
Minutes

	Items
	Enclosures/suggestions
	I/D/DM
	Time:
	Comments/ responsible:
	

	1. 
	Agenda approval

	 
	
	12:00-12:05
	KP
	Ok

	2. 
	Approval of previous minutes 

	
	
	12:05-12.10
	KP

	 Ok

	3. 
	Messages  
Regarding action plans in CPH.
	
	I
	12:10 – 12:30
	KP
	New action plans for CPH have been launched. They are as relevant for the whole department as only for CPH and will thereby cover the whole department. 
A lot of the responsibility for completing the action plans is placed with the departments, but some may be raised to faculty level. 

They do both cover VIP and TAP, though with an overrepresentation of VIP-related areas. 

An update on how the action plans will affect the AMiU work will be giving on next meeting.  
   

	4. 
	New AMIU – Work tasks and                  responsibility 
Deliberations and matching of expectations. 
General information regarding working environment in English: 
https://workplacedenmark.dk/en/
Danish: 
Bekendtgørelse om samarbejde om sikkerhed og sundhed:
https://arbejdstilsynet.dk/da/regler/bekendtgorelser/s/samarbejde-om-sikkerhed-og-sundhed-1181 
Vision for arbejdsmiljøarbejdet på Aalborg Universitet:
http://www.aauhaandbog.aau.dk/faces/viewDocument/10169 
More info: 
Working Environment Section (Danish)

	Suggestions: 
1. Define the AMG for each area. See the attached draft for inspiration.
 
2. Decide on a “Rule of procedure”. Inspired by previous official material a suggested version is attached.    
Enclosures: 
AMG
Old version of groups –REMOVED. 




	D/DM
	12:30 – 12:50
	KP
	The new AMiU consists of the members from previous MAKE - AMiU and Physics - AMiU. 
 
The organizations of the previous committees have varied. 
But at MP AMiU the organization will be divided in groups mainly concerning their working area. 

The representatives for each group were identified. 

CS will be supported by KBJ due to him being the only representative from the Production-group. 

In those groups where no management representative is present, the employee representative may need to involve its management in relevant cases. 

‘Rules of procedure’ is approved. 

Enclosures: 

Updated Overview of Groups

	5. 
	APV and psychosocial working environment. 

Given the organisational changes a plan has to be devised. Suggested plan attached. 
Physical inspection rounds are planned. Results will be presented at upcoming meeting. 

The results of the “Wellbeing Barometer” are ready and attached. 






How to conduct the psychosocial inspection rounds? 


	Suggestions for psychosocial inspection rounds: 

1.  At the workplace, the AMG members call on each staff member in person and ask them to describe their psychological work environment.
2. AMG members address the staff members in small groups and encourage the groups to describe and discuss their psychological work environment.

3. Questionnaire. (Attached is Physics’ solution. For inspiration.) 






	DM/I
	12:50 – 13:20
	HSO/KP
	Skjernvej/Badehusvej shared their experience with combining questionnaire and personal interviews/inspection rounds to map the psychosocial working environment.
A questionnaire as an indication of which areas possesses potential challenges are seen as a possible approach. 
The majority wishes for knowledge on how CPH’s approach.

Regarding the physical working environment at Lab; relevant groups will share knowledge on procedures for how to conduct inspection rounds twice a year.  
  
Update from Peter Hasle & KP after meeting:   
CPH approach: An individual interview which covered both psychosocial and physical environment. 
On the basis of this and input from AMiU members KP decided that each group has free choice of methods to conduct the needed information to map the psychosocial environment this time. The committee must find a unified strategy for the APV 2018.  




	6. 
	Future meetings and themes
Suggested plan for future meetings. 
Are 3 meetings sufficient?
	Plan: 
6/6-2017 – 
Follow-up on APV

28/9-2017 - 
Health and safety discussion

27/11-2017 – 
Follow-up  and plan APV 2018
	D/DM
	13:20 – 13:30
	HSO
	Ok 

	7. 
	Follow-up from members/ AMG 
Anything relevant can be brought up, for information purpose, knowledge sharing etc. (Near-misses, psychosocial working environment etc.) 

	
	I/D
	13:30 – 13:45
	ALL
	OK

	8. 
	AOB. 
	
	
	13.45 – 14.00 
	
	





Side 1 af 

Side 2 af 
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RULES OF PROCEDURE FOR AMIU/ WORKING ENVIRONMENT COMMITTEE AT DEPARTMENT OF MATERIALS AND PRODUCTION, AALBORG UNIVERSITET



1. Composition 
Employee representatives: 	All sections and locations are represented.  



Management representatives: 	Representatives are appointed by Head of Department. 



The chairmanship of the committee is managed by Head of Department. 



2. Seats 

The seats in the committee are up for election every second year. This election period runs for 2017/2018. Next election is in Q4 2018.    





3. Agenda 

The agenda is distributed one week ahead of the meeting. Suggestions for the agenda must be given to Head of Department no later than 10 days ahead of the meeting. 



4. The conduct of meetings

Meetings are planned when needed with a minimum of one meeting every quarter. Meetings can be requested by the chairman or by a majority of the representatives as long as it is clear which item(s) should be processed. The chairman settles date and agenda for each meeting. The secretary may call the meetings on behave of Head of Department.   



All members and the chairman can contribute for the agenda. Normally, meetings are called with at least two weeks’ notice.  The agenda is distributed to members and substitutes and to employees through email until the Department’s intranet is up running. 

Meetings are conducted within working hours, and employees must be provided with the necessary time to fill their position in AMIU. 



5. Minutes

After each meeting a temporary minutes is prepared. The minutes is distributed to the members as soon as possible and no later than 14 days after the meeting.

The temporary minutes must be approved within 7 days and published on the department’s intranet. Until the intranet is available all employees will receive the approved minute in the upcoming newsletter.  

	

6. The duty of secrecy and the liability to inform 

The members’ duty of secrecy follows the individual contract of service. 

Within the individual terms of duty of secrecy it lies with all members to contribute information on the committee’s work to the department employees.
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Draft AMG v2.pdf
Working Environment Groups (AMG)

Head of Department
Kjeld Pedersen

Laboratories
LAB Fib.:
Henrik Wiberg & Thomas Sgrensen

LAP Skj. + Bade.:
Mette Herold-Jensen, Karina Boller Jensen

Secretariat
Jette Marie Christensen &

Marianne Meyer Jgnsson

& Flemming Kristoffersen

Sustainable Production

Materials

Johnny Jakobsen, Peter Hasle,

Production

Casper Schou & Lazaros Nalpantidis &

Jgrgen A. Kepler & Volker Kriiger

Karina Boller Jensen

Peter Fojan
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APV process v1.pdf
APV-process

2017

#inspirered by material
rom
ArbejdsMiljgSektionen
| Working Environment
Section)

Helpfull links (Danish)

AAU's arbejdsmiljgpolitik

Inspiration Inspection rounds schedules

£P2015V-20120157 og frem" i AAU-handbogen

De formelle krav til en APV

Arbejdsmiljgsektionen (AMS) homepage

Arbejdsmiljgsektionen (AMS)

Laes om AAU's arbejdsmiljgorganisation i AAU-handbogen

plan, seek solutions and execute actions - ongoing as part of the regular committee work

Inspection Rounds

Updated

Health and
safety discussion

Updated
action plans

action plans

/102 udy |

Zlocgaunr |

Each 'group’' (AMG)
accomplishes

inspection rounds yearly
in their respective areas
with involvement from
relevant employees.

The group (AMG) takes a
walk in the areas while
observering and talking with
colleagues regarding
challenges in the working
environment.

During the inspection
rounds the following items
are broached:

- Introduction training,
instruction,and supervision.
- Ergonomics

- Indoor environment

- Chemistry

- Biology

- Risk of incidents

- Psychological working
environment

- Sickness absence

Please notice the
tools under "Helpfull
links".

Challenges recorded during
the inspection rounds are
processed with the
objective of identifying
challenges which can be:

- solved immediately and/or
- be considered critical and/
or

- be considered to involve
many stakeholders.

The prioritisation in the
solution process is based
on how realistic the
challenge is to solve.

Challenges can be
postponed until 2018.

Action plans are composed
for the prioritised
challenges. Challenges
which can be solved
immediately do not need
action plans.

The action plans are
registered in "Rambgl APV"
and are run at first coming
AMIU-meeting or similar
with participation from
AMS.

/102 Jequisydeg /z

1102 Jaquisydag gz

Each 'group' (AMG)
accomplishes yealy the
mandatory "Health and
safety discussion"/
ARBEJDSMILJZDRGFTEL
SE. This takes place at an
AMiU-meeting or similar
with participation from AMS.
Items:

1. Working environment the
past year

2. Current state of the
working environment

3. How should it be in a year?

4. How have we worked and
how do we plan to organise
the work in the future?

5. Do we possess the
necessary qualifications?

Input for the "Health

and safety

discussion":

- Action plans

- AMG's local knowledge
- General input from MUS

- Sickness absence
statistics.
- Main questionary

The "Health and safety
discussion" gives rise to
decisions regarding the

future working environment.

The inititives which the
committee wants to
implement are descriped in
action plans.

These action plans do not
have to solve the
challenge, but they can act
preventive or evolving.

For the same reason the
action plans do not have to
be registered in Rambgll
APV. Please ensure
suitable documentation
anyhow. It supports when
afterwards working on
achievements,
consumptions of resources
and achieved results.

Work on the initiatives.

/10¢ 19quiaAoN |



http://www.aauhaandbog.aau.dk/faces/viewDocument/729

http://www.aauhaandbog.aau.dk/faces/viewDocument/7679

http://www.aauhaandbog.aau.dk/faces/viewDocument/7654;jsessionid=1CC8A0D4F656DBA7883E722F25BC053C

http://www.aauhaandbog.aau.dk/faces/viewDocument/6772

http://www.arbejdsmiljoe.aau.dk/materialer-arrangementer/

http://www.arbejdsmiljoe.aau.dk/

http://www.aauhaandbog.aau.dk/file/8118/aau_apv2015_generel-orientering_HR-LBR-24juni2015.pdf
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AALBORG UNIVERSITY
DENMARK

AAU'S WELL-BEING BAROMETER 2016
RESUME FOR DEPARTMENT OF MECHANICAL
AND MANUFACTURING ENGINEERING

Aalborg University’'s Central Section for Occupational Health and Safety






Aalborg University’s Well-Being barometer 2016.
Resume for Department of Mechanical and Manufacturing Engineering
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Aalborg University’s Well-Being barometer 2016.
Resume for Department of Mechanical and Manufacturing Engineering

PREFACE

This report contains summaries of the responses received from the job satisfaction and moti-
vation questionnaire circulated at AAU by the Central Section for Occupational Health and
Safety ' on 8 February 2016.

The five questions were phrased to be included in the AAU workplace evaluation, so the result
may serve as inspiration for a dialogue on proactive preventive policies to promote occupa-
tional health and safety. This dialogue will take place in your individual AAU units, as well as
in other AAU fora. When discussing the responses, you should relate these to other infor-
mation you have on your working environment, for instance information generated in the work-
place evaluation inspection rounds.

We are planning to re-circulate the five questions on job satisfaction every year. This will pro-
vide an overview of the variations over the years as regards occupational health and safety at
AAU. It will give you an opportunity to discuss the connection between the occupational health
and safety measures taken in your unit during the period and any other changes experienced
by your department or unit during the same period. If you bring out the 2016 questionnaire in
a year or three, we recommend that you relate this to the well-being expressed and occupa-
tional health and safety measures taken in the intervening years.

METHOD

All AAU staff in the target group received an electronic questionnaire on 8 February 2016. The
guestionnaire was addressed to them personally and contained five closed-ended questions.
When the response period expired at 23:59 on 20 February 2016, 69.5 per cent of all address-
ees had answered the questionnaire.

Four questions measure “Well-Being” based on a satisfaction factor and a motivation factor.
"Satisfaction" is measured as the score of the first two questions in combination. "Motivation"
is measured as the score of the next two questions in combination. The fifth question
measures the development potential of work quality in proportion to working environment con-

ditions.
Overall, how satisfied are you as an employee at your
place of work?
Satisfaction Imagine a place of work, which is perfect in all aspects.

How far from or close to this ideal do you consider your
place of work to be?

Well-Being

| feel motivated in my job
| always look forward to going to work

<

Exempt: deans, rectorate and university director, part-time lecturers, student assistants, student teach-
ers, clinical associate professors and clinical professors, members of staff on leave during the period.
A small number of staff received the invitation to participate at a later date as their mail addresses
were not available at the time of circulation.






Aalborg University’s Well-Being barometer 2016.
Resume for Department of Mechanical and Manufacturing Engineering

In the questionnaire, respondents have answered the questions on a scale of 1 to 10, where 1
is the lowest and 10 is the highest rating. All responses are then converted to a 0-100 scale.
If a respondent ticked off ‘1’ in the questionnaire, this is converted to the score ‘0’. If the re-
sponse was ‘2’, this was converted to 11.1 (100/9*2), ‘3" was converted to 22.2 etc. If a re-
spondent ticked off ‘Don’t know’ or did not respond to a question, this was calculated as ‘Miss-

ing’.

Lav g
IR EEEREEE b .

CONFIDENTIALITY

Respondents were guaranteed confidentiality as regards the processing of the data; all results
will therefore only be listed in the statistics in groups of at least ten responses.
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RESPONSE RATE FOR THE FACULTY OF
ENGINEERING AND SCIENCE DISTRIBUTED ACROSS
DEPARTMENTS

The diagram below illustrates the response rate of the main area. The number of potential re-
spondents is stated to the right of the diagram. The numbers in the columns correspond to the
percentage of the full population illustrated by the column.

Department of Business and Management T 5
H-Board of Studies s sT—— o
G-Board of Studies s 2
P ronmartol EnmasngY: Chemitry and e 134
Environmental Engineering
Campus Esbjerg T 10
Department of Givi Engineering T e
Department of Architecture, Design and Media

: N
Technology
Department of Computer Science Y N 5
Department of Electronic Systems . S 178
By of Mechanicz] 2nd Menufoctring G m————— 10
Engeneering
Department of Mathematical Science 7 — s
Department of Physics S, 57
Department of Development and Planning 7 N, 155
e Sdence and e P s .
Office
AAU Innovation s N 53
Total e N 113

25% 50% 75% 100%

o.
&

B Completed Partially completed B No response
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WEEL-BEING BAROMETER FOR DEPARTMENT OF
MECHANICAL AND MANUFACTURING ENGINEERING

The numbers to the right of the diagram show the number of respondents whose responses
form the basis of the calculated score.

Well-being e K 98
0 20 40 60 80 100

Satisfaction L o

Motivation s %8
0 20 40 60 80 100

SCORE FOR EACH QUESTION

Well-Being
Split on: VIP/TAP

Academic staff 51
Technical/administrative staff 20
Total 71

0 20 40 60 80 100.
Well-Being

Split on: Gender

Male 54
Female 17
Total 71

0 20 40 60 80 100.
Well-Being

Split on: Age younger or older than 45 years

Younger than 45 years old 43
45 years old or more 28
Total 71
0 20 40 60 80 100
( 5 )






Aalborg University’s Well-Being barometer 2016.
Resume for Department of Mechanical and Manufacturing Engineering

RESPONSES IN THE GROUPS

Well-Being
Split on: Sections

Department of Chemistry and Bioscience, sections of
Biotechnology + Section of Sustainable

Biotechnology

Department of Chemistry and Bioscience, section of

Biology & Environmental Science

Department of Chemistry and Bioscience, section of

Chemistry

Department of Chemistry and Bioscience, section of

Chemical Engineering

Total
0 20 40 60 80 100
Well-Being
Split on: VIP/TAP
Academic staff
Technical/administrative staff
Total
0 20 40 60 80 100
Well-Being
Split on: Gender
Male
Female
Total
0 20 40 60 80 100
Well-Being
Split on: Age younger or older than 45 years
Younger than 45 years old
45 years old or more
Total
0 20 40 60 80 100

——

'
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DISTRIBUTION OF RESPONSES

- Overall, how satisfied are you as an employee at g 10 71
your place of work?
0% 25% 50% 75% 100%
M Very dissatisfied 1 ll2 W3 W4 5 16 W7 Ws W9 MVery satisfied 10
Overall, how satisfied are you as an employee at your place of work? (missing)
Respondents Percent
Don't know 0 0.0%
Answers from 1-10 71 100.0%
Total 71 100.0%
- Imagine a place of work, which is perfect in all
10 14 71

aspects. How far from or close to this ideal do you
consider your place of work to be?

25% 50% 75% 100%

0%
5 6 W7 Mg M9 HCould not be closer 10

MVeryfarfroml M2 W3 W4

Imagine a place of work, which is perfect in all aspects. How far from or close to this ideal do

you consider your place of work to be? (missing)
Respondents Percent

Don't know 0 0.0%
Answers from 1-10 71 100.0%
Total 71 100.0%
-1 feel motivated in my job _ a s _ 7
75% 100%

M Strongly disagree 1 2 W3 W4 5 16 17 W8 M9 MStrongly agree 10

| feel motivated in my job (missing)
Respondents Percent

Don't know 0 0.0%
Answers from r 1-10 71 100.0%
71 100.0%

Total
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- 1 always look forward to going to work _ 07 _ 7n

0% 25% 50% 75% 100%
M Strongly disagree 1 M2 M3 W4 5 6 W7 WMe M9 MStrongly agree 10

| always look forward to going to work (missing)

Respondents Percent

Don't know

0 0.0%
Answers from 1-10 71 100.0%
Total 71 100.0%
- The guality of my work would significantly improve, 4 6 68
if the quality of the working environment improves
0% 25% 50% 75% 100%

B Strongly disagree 1 H2 B3 W4 5 6 W7 Hs W9 HStrongly agree 10

The quality of my work would significantly improve, if the quality of the working environment
improves (missing)

Respondents Percent

Don't know

3 4.2%
Answers from 1-10 68 95.8%
Total 71 100.0%
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Aalborg University’s Well-Being barometer 2016.
Resume for Department of Physics

PREFACE

This report contains summaries of the responses received from the job satisfaction and moti-
vation questionnaire circulated at AAU by the Central Section for Occupational Health and
Safety ' on 8 February 2016.

The five questions were phrased to be included in the AAU workplace evaluation, so the result
may serve as inspiration for a dialogue on proactive preventive policies to promote occupa-
tional health and safety. This dialogue will take place in your individual AAU units, as well as
in other AAU fora. When discussing the responses, you should relate these to other infor-
mation you have on your working environment, for instance information generated in the work-
place evaluation inspection rounds.

We are planning to re-circulate the five questions on job satisfaction every year. This will pro-
vide an overview of the variations over the years as regards occupational health and safety at
AAU. It will give you an opportunity to discuss the connection between the occupational health
and safety measures taken in your unit during the period and any other changes experienced
by your department or unit during the same period. If you bring out the 2016 questionnaire in
a year or three, we recommend that you relate this to the well-being expressed and occupa-
tional health and safety measures taken in the intervening years.

METHOD

All AAU staff in the target group received an electronic questionnaire on 8 February 2016. The
guestionnaire was addressed to them personally and contained five closed-ended questions.
When the response period expired at 23:59 on 20 February 2016, 69.5 per cent of all address-
ees had answered the questionnaire.

Four questions measure “Well-Being” based on a satisfaction factor and a motivation factor.
"Satisfaction" is measured as the score of the first two questions in combination. "Motivation"
is measured as the score of the next two questions in combination. The fifth question
measures the development potential of work quality in proportion to working environment con-

ditions.
Overall, how satisfied are you as an employee at your
place of work?
Satisfaction Imagine a place of work, which is perfect in all aspects.

How far from or close to this ideal do you consider your
place of work to be?

Well-Being

| feel motivated in my job
| always look forward to going to work

<

Exempt: deans, rectorate and university director, part-time lecturers, student assistants, student teach-
ers, clinical associate professors and clinical professors, members of staff on leave during the period.
A small number of staff received the invitation to participate at a later date as their mail addresses
were not available at the time of circulation.
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In the questionnaire, respondents have answered the questions on a scale of 1 to 10, where 1
is the lowest and 10 is the highest rating. All responses are then converted to a 0-100 scale.
If a respondent ticked off ‘1’ in the questionnaire, this is converted to the score ‘0’. If the re-
sponse was ‘2’, this was converted to 11.1 (100/9*2), ‘3" was converted to 22.2 etc. If a re-
spondent ticked off ‘Don’t know’ or did not respond to a question, this was calculated as ‘Miss-

ing’.
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CONFIDENTIALITY

Respondents were guaranteed confidentiality as regards the processing of the data; all results
will therefore only be listed in the statistics in groups of at least ten responses.






Aalborg University’s Well-Being barometer 2016.
Resume for Department of Physics

RESPONSE RATE FOR THE FACULTY OF
ENGINEERING AND SCIENCE DISTRIBUTED ACROSS
DEPARTMENTS

The diagram below illustrates the response rate of the main area. The number of potential re-
spondents is stated to the right of the diagram. The numbers in the columns correspond to the
percentage of the full population illustrated by the column.

Department of Business and Management G 7 I 5
H-Board of Studies o U 20
G-Board of Studies T — 1>
P ronmartol EnmasngY: Chemitry and I, 134
Environmental Engineering
Campus Esbjerg o T 10
Department of Civl Engineering e
Department of Architecture, Design and Media

: .
Technology
Department of Computer Science I R
Department of Electronic Systems s T 173
e Of Mechanical and Manufacturing S T 103
Engeneering
Department of Mathematical Science W
Department of Physics T -7
Department of Development and Planning e T 168
The Engineering, Science and Medicine Faculties

W

Office
AAU Innovation I ————— 5>
Total I T R, <13

25% 50% 75% 100%

o.
&

B Completed Partially completed B No response
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WEEL-BEING BAROMETER FOR DEPARTMENT OF
PHYSICS

The numbers to the right of the diagram show the number of respondents whose responses
form the basis of the calculated score.

Well-being — 22

0 20 40 60 80 100

Satisfaction 22

Motivation 22

SCORE FOR EACH QUESTION

- Overall, how satisfied are you as an employee at
your place of work?

- Imagine a place of work, which is perfect in all
aspects, How far from or close to this ideal do you 22
consider your place of work to be?

22

- 1 feel motivated in my job 22

- I always lock forward to going to work 22

- The quality of my work would significantly improve,

if the quality of the working environment improves 20
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DISTRIBUTION OF RESPONSES

- Overall, how satisfied are you as an employee at 9 22
your place of work?

0% 25% 50% 75% 100%
W Very dissatisfied 1 l2 M3 W4 5 [ 6 117 Mg W9 MVery satisfied 10

Overall, how satisfied are you as an employee at your place of work? (missing)
Respondents Percent

Don't know 0 0.0%
Answers from 1-10 22 100.0%
Total 22 100.0%

- Imagine a place of work, which is perfect in all
aspects. How far from or close to this ideal do you 5 14 22
consider your place of work to be?

0% 25% 50% 75% 100%
WVeryfarfrom1 M2 W3 W4 5 6 117 W8 W9 MCould not be closer 10

Imagine a place of work, which is perfect in all aspects. How far from or close to this ideal do
you consider your place of work to be? (missing)
Respondents Percent

Don't know 0 0.0%

Answers from 1-10 22 100.0%

Total 22 100.0%

- 1 feel motivated in my job 5 22
0% 25% sd% ?5% 100%

B Strongly disagree 1 2 B3 W4 5 6 W7 W8 W9 HStrongly agree 10

| feel motivated in my job (missing)
Respondents Percent

Don't know 0 0.0%
Answers from r 1-10 22 100.0%
Total 22 100.0%
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- Lalways look forward to going to work h 14 _ 22

0% 25% 50% 75% 100%
B Strongly disagree 1 2 B3 W4 5 6 W7 W8 W9 HStrongly agree 10

| always look forward to going to work (missing)

Respondents Percent

Don't know

0 0.0%
Answers from 1-10 22 100.0%
Total 22 100.0%
- The guality of my werk would significantly improve, 10 5 20
if the quality of the working environment improves
0% 25% 50% 75% 100%

B Strongly disagree 1 2 B3 W4 5 6 W7 W8 W9 HStrongly agree 10

The quality of my work would significantly improve, if the quality of the working environment
improves (missing)

Respondents Percent

Don't know

2 9.1%
Answers from 1-10 20 90.9%
Total 22 100.0%

——
| —
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Guide for iﬂSpECﬁon rounds - psychological work environment

«

AALBORG UNIVERSITET

Psychological work environment concerns the over-
all way in which we associate with each other. The
psychological work environment affects the general
health of staff members and thus their ability to
perform.

The initial, and highly essential, stage of the overall
workplace evaluation process (APV) is the inspec-
tion round. Making an inspection round includes
analysing the work environment - the parts that
need improving and the parts that need no further
improvement.

Subsequently, the results of the analysis will be
used for the preparation of action plans. Some
things may call for improvement, and that which is
already promoting a healthy psychological work
environment may need to be expanded even fur-
ther.

This guide refers to both the positive effects of a
good psychological work environment and the seri-
ous consequences of a poor psychological work en-
vironment.

In combination they emphasise the following es-
sential point: The healthier the psychological work

environment, the better staff members perform for
the benefit of the organisation’s productivity and
their own general quality of life.

Who will perform the inspection round?

The local occupational health and safety groups
(AMG) will perform the inspection rounds. In
some cases, the AMG may ask one or more staff
members to participate in the inspection round, if
the staff members are interested in doing so.

We do recommend, however, that the inspec-
tion groups have a maximum of 5-6 members. In
so far as possible, it is essential that all staff
members contribute to the inspection round.

How do we complete an inspection round?

There a several ways for completing an inspection
round. The section for occupational health and
safety has prepared suggestions which you may
choose to apply or be inspired by. Our sugges-
tions are described on pages 4 and 5.

The mandatory basic model for the workplace evaluation process

Inspection

rounds

Minutes and action

plans

Action plans

Locally rooted

workplace
evaluation

Department
sparring

process (APV)

Health & safety
discussions

Minutes and action

plans






Three main areas

You must address three main issues:

1. The organisation of work tasks

2. Work content

3. The relationship and interaction between colleagues

The organisation of work tasks includes the following:
Planning work tasks
The distribution of responsibilities and work tasks

The balance between workload and resources

Staff inclusion

Work content includes the following:
. Meaningfulness and commitment
Professional and personal development

Requirements and expectations

The relationship and interaction between colleagues includes
the following:

Staff cooperation

Staff and management cooperation
Trust and respect

Support and recognition

Communication and tone






Suggestions on how to complete an inspection round

«

In so far as possible, it is essential that all staff
members contribute to the inspection round.
There are several ways in which to ensure this:

1. At the workplace, the AMG members call on
each staff member in person and ask them to
describe their psychological work environment.

2. AMG members address the staff members
in small groups and encourage the groups to
describe and discuss their psychological work en-
vironment.

In both of the above procedures, the discussion is
based on an interview guide focusing on all aspects
of relevance to the psychological work environ-
ment.

You will find two different interview guides on pag-
es 6 to 10. One of the guides (interview guide A) is
fairly concise and invites the participants to discuss
work environment in more general terms, while
the other (interview guide B) is more specific and
encourages participants to discuss specific aspects
relating to their psychological work environment.

AALBORG UNIVERSITET

The discussion of specific issues is the most im-
portant outcome. The actual answers to the
guestions provided in the guide are actually less
important. Therefore, we recommend that you
refrain from making premature conclusions on
the answers provided by the participants and
instead make room for discussion.

In conclusion to each discussion, we recommend
that the staff member or group formulates their
own answers to the questions.

Thus, during the initial stage, the AMG and the
AMiIU discuss and decide how the inspection
round and analysis should be completed.

* Who (other than the AMG) will form part of
the group responsible for completing the in-
spection round?

* How do we complete the inspection round
- individual interviews or group discussions?

*  Which of the interview guides do we wish to
apply (A or B)?






Action Plan

Once you have completed your inspection round,
the members of the (extended) AMG will meet.
The objective of this meeting is to provide an over-
view of the input received from the staff members
and analyse their perception of the psychological
work environment.

The next stage will then involve selecting and prior-
itising the issues, areas or problems which you wish
to address. Subsequently, you may want to inform
all staff members at the department of the prelimi-
nary status of your work and encourage them to
comment on your choices and priorities.

Finally, you must decide which issues to address,
and now you are ready to complete your action
plan.

It is essential that you allocate the appropriate
amount of time and resources for completing an
elaborate action plan in which you describe the
following:

* the specific initiatives you wish to implement

e when and how these will be implemented

* those involved and responsible for the specific
initiatives

¢ when and how you plan to follow up on and
assess the effect of your initiative

A positive psychological

work environment
requires cooperation

and shared commitment

«

AALBORG UNIVERSITET

Hopefully, the instruction round will have also
revealed positive qualities and resources, and
when completing your action plan, it is essential
to discuss how these may support your action
plan.

During your presentation of your proposed action
plan, how to best utilise the positive qualities and
resources of your action plan may also be posed
as a question directed at the entire group of staff
members. At best, this may generate new ideas
and additions to your action plan.

Once the final action plan is adopted, we recom-
mend that you forward a copy to all staff mem-
bers, advertise it on the notice boards of your
lunch room or meeting rooms and forward a
copy to the AMiU (health and safety committee).

Goals without action

are merely dreams!

We wish you the best of luck! If you need advice
and guidance along the way, please contact AAU's
central section for occupational health and safety

at: arbejdsmiljoesektion@adm.aau.dk






Interview guide A

This interview guide may be applied to your discussion of the topics.

Do not use it merely as a written questionnaire

1) In general how do you perceive the department’s psychological environment?

(please tick the relevant box)
Highly satisfacory
Very satisfactory
Satisfactory
Less satisfactory

Unsatisfactory

O0000D0

Very unsatisfactory

2) Which particular parts of your psychological work environment do you perceive as nega-
tive?

2A) How are these manifested, and how do they affect you and your work?






Interview guide A

3) Which particular parts of your psychological work environment do you perceive as posi-
tive?

3A) How are these manifested, and how do they affect you and your work?

4) In your opinion, which particular area/theme should be given top priority in relation to
the improvement of your psychological work environment?

4A) How do you feel that you, the staff members of the department, may improve your
psychological work environment within this particular area?






Interview guide B «
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This interview guide may be applied to your discussion of the topics. Discuss all subtopics
to each of the four categories or select those you find most important to discuss.

The interview guide focuses on four key areas

1. Work planning and organisation
2. Work content
3. Cooperation and communication with colleagues

4. Cooperation and communication with management

1. Work planning and organisation

To what extent do you feel:

that your work tasks are clearly defined?

that your workload and working hours are balanced?

that you have a clear overview of the division of responsibility in relation to the specific tasks in which
you are involved?

that the expectations and requirements to your work are made explicit?

that you are able to influence how your own work is organised?

content with the organisation and degree of predictability of your work and work situation?






Interview guide B «
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2. Work content

To what extent do you feel:

that your work is meaningful and that you dedicate yourself/yourselves to your work?

that your job provides you with opportunities for career and personal development?

3. Cooperation and communication with colleagues

To what extent do you feel:

content with the cooperation between you and your colleagues?

that you can rely on your colleagues to provide help and support when needed?

that your relationship with your colleagues is based on mutual trust and respect?

that the distribution of roles and responsibilities between you and your colleagues is fair?

that the communication between you and your colleagues is positive?

that you and your colleagues are able to handle any disagreements in a constructive manner?






Interview guide B «
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4. Cooperation and communication with management

To what extent do you feel:

that your manager offers you support and recognition?

that you know what your manager expects from you and your work?

content with the cooperation between you and your manager?

that communication between you and your manager is based on openness and trust?

that your management provides you with the information you need?

10





A positive psychological work environment

A positive psychological work environment may manifest itself in many different ways;
in individual staff members, within the group and within the organisation as a whole.

Individual staff members may experience the following:

» Jobsatisfaction and joy

« Commitment and the desire to contribute
» Creativity and resourcefulness

« High productivity

» Large degree of responsibility

« The energy to support and acknowledge their colleagues

» Positive cooperation

» Constructive communication

» Disagreements are handled in a constructive manner
e Trust and mutual respect

« Development and high quality performance

e  Humour

11





Problems in the psychological work environment

Problems relating to the psychological work environment may manifest themselves in
many different ways. In individual staff members, within the group and within the organi-
sation as a whole.

Individual staff members may experience the following:

Lossof motivation and commitment

e Stress and burnout

 lIrritation and low tolerance threshold

* Increased vulnerability and mood swings
« Headache, back pain and stomach ache

» Decreased work performance

« Increased sickness absence in the form of a high level of sporadic sick days

The group/organisation may experience the following:

Problems affecting cooperation
« Unresolved conflicts

e Harsh language

 Harassment
« High levels of sickness absence
« Decreased quality and productivity

« Power struggles and clique formations

12
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Tilfredshedsundersøgelse/ Satisfaction survey

		Spørgeskema/Questionnaire

		5

		4

		3

		2

		1



		

		Meget enig



Strongly agree

		Enig



Agree



		Hverken/ eller



Neither/

Or

		Uenig



Disagree



		Meget uenig



Strongly disagree



		1

		Jeg er de fleste dage glad for at tage på arbejde. 

Most days I go to work happy.

		 

		 

		 

		 

		 



		2

		Jeg føler mig tryg i min ansættelse. 

I feel safe about security of my employment.

		 

		 

		 

		 

		 



		3

		Jeg synes, at jeg udvikler mig positivt gennem mit arbejde. 

I feel that I obtain personal growth through my job.

		 

		 

		 

		 

		 



		4

		Jeg har et klart billede af de opgaver, jeg har ansvaret for. 

I have a clear picture of the tasks I am responsible for.

		 

		 

		 

		 

		 



		5

		Jeg er tilfreds med mine opgaver. 

I am satisfied with my tasks.

		 

		 

		 

		 

		 



		6

		Jeg er tilfreds med tilbagemeldingen på kvaliteten af mit arbejde.

I am satisfied with the feedback on the quality of my work.

		 

		 

		 

		 

		 



		7

		Jeg kan se mit arbejde som en del af en større sammenhæng. 

I can see my work as part of a larger context.

		 

		 

		 

		 

		 



		8

		Jeg føler, at jeg får dækket mine behov for kompetenceudvikling. 

I feel that my needs for competency development are covered.

		 

		 

		 

		 

		 



		9

		Jeg får den faglige sparring fra kolleger og ledelse, som jeg har brug for. 

I get the professional sparring that I need from my colleagues and management.

		 

		 

		 

		 

		 



		10

		Jeg er tilfreds med den indflydelse, jeg har på indholdet af mine arbejdsopgaver.

I am pleased with the influence I have on the content of my work.

		 

		 

		 

		 

		 



		11

		Jeg kan håndtere, at jeg ikke altid selv har indflydelse på min arbejdsmængde.

I can handle that I do not always have an impact on my workload.

		 

		 

		 

		 

		 



		12

		Jeg føler, at vi behandler hinanden pænt.

I feel that we treat each other with respect.

		 

		 

		 

		 

		 



		13

		Jeg er tilfreds med mine kolleger. 

I am satisfied with my colleagues.

		 

		 

		 

		 

		 



		14

		    Jeg er tilfreds med instituttets ledelse.

I am satisfied with the department management.

		 

		 

		 

		 

		 







Brug venligst 5 minutter på at udfylde spørgeskemaet og aflever det I Ulla’s postrum. Spørgeskemaet er anonymt.

[bookmark: _GoBack]Please spend 5 minutes to answer the questionnaire and return it to Ulla’s mailbox. The questionnaire is anonymous.
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