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Adaptation meeting 

Name:
Date:


1. Introduction
· Purpose of the meeting: To identify any adaptation needs the employee may have due to their disability, so that we can determine arrangements that ensure the best possible working conditions at UiO for the employee. 
· Context of the adaptation meeting: A new hire has indicated a disability that requires adaptation in their job application, or an existing employee has expressed a need for workplace or employment-related adaptations. 
· Time of the meeting: For new hires, the meeting should take place after they have accepted the job offer, but well in advance of their start date to allow sufficient time to ensure that the necessary adaptations are in place prior to the new hire’s start date. For existing employees where adaptation needs arise, the meeting should take place as soon as possible

2. Presentation
· Brief introduction about us: Begin the meeting with a brief introduction of the UiO representatives present (immediate head/HR), the background for the meeting and its purpose.  

3. Description of the workplace and daily responsibilities/work tasks  
Especially for new hires, it can be difficult to describe adaptation needs in detail, as they may not yet be familiar with the workplace and day-to-day tasks. Take time to describe to the employee, among other things: 
· what the workplace and office space look like, 
· the work tasks to be performed including daily responsibilities, 
· organization of work processes (how work tasks are carried out), 
· relevant work methods (independent work, teamwork, digital tools, meetings, travel etc.) 

This helps the employee understand the working conditions and provide relevant feedback on the workplace or employment-related adaptations they may require.

4. Assessment of current challenges and needs

· Past experiences with workplace or employment-related adaptations: Ask the employee to describe how their disability may affect their work tasks or workday, and how they currently manage any daily challenges. Which adaptations have they found helpful?


	



· Adaptation needs: Ask the employee to suggest measures they believe would help them in this position. This may include adjustments to work tasks, flexible working hours, assistive tools or physical adjustments to the workplace.
	



5. Dialogue on possible solutions

· Assessment of suggested measures: Discuss and summarize the proposed measures with the employee. Which adaptations are most relevant, and how can they be implemented? For new hires, what is most important to have in place by the first workday?
	




5. Closing

· Summary: Summarize the main points of the conversation, including relevant measures. Thank the employee for their openness and for sharing their experiences. 


For in-house use: After the meeting, assess which measures should be implemented. For new hires, ensure, as far as possible, that the relevant adaptations are in place by their first workday. New hires should also be provided with information about the adaptations. 

Useful resources:

· Adaptation of working conditions
· NAV Assistive Technology Centre (in Norwegian)

	Allocation of responsibilities and follow-up on measures

	Action plan:
	Responsibility:
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