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THE NORMS FOR DAILY WORKING LIFE AT AARHUS UNIVERSITY ARE THAT THE UNIVERSITY AND 
ALL ITS EMPLOYEES

• respect and support freedom of speech
and freedom of research

• contribute to a cohesive, 
collaborative university

• contribute to creating openness, trust and 
timely communication at all levels

• demonstrate mutual respect and decency

• experience good management and good 
relations with colleagues in their daily work

• value diversity among colleagues

• respect the balance between work and 
private life

• prioritise personal and professional development

THE FUNDAMENTAL PRINCIPLES
OF THE STAFF POLICY

NORMS FOR DAILY WORKING LIFE

The staff policy sets out the fundamental principles 
guiding Aarhus University as a workplace. The ob-
jective of the staff policy is to contribute to employee 
well-being and to give all employees influence on, as 
well as the best possible conditions for, the professional 
and efficient performance of the university’s tasks. 

The staff policy consists of eight norms and nine sub-pol-
icies. The norms constitute the overall framework for 
daily working life and are explored in greater detail in 
the sub-policies. The sub-policies are accompanied by 
supplementary staff administrative guidelines.

The staff policy applies to all employees at Aarhus 
University.  Local agreements may be reached within 
the framework of the staff policy. 

Compliance with and development of the staff policy 
must be reviewed in the liaison committees and may 
be discussed in the university’s other forums.

The staff policy was adopted by the Main Liaison 
Committee and the Main Occupational Health and 
Safety Committee on 12 May 2016.
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3. RECRUITMENT AND EMPLOYMENT

AARHUS UNIVERSITY’S GOAL IS:

• to recruit skilled individuals who are
professional and productive and who
can participate in a constructive wor-
king relationship with their colleagues.
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WORKPLACE PROFILE
It must be made clear to applicants that Aarhus 
University is a workplace that sets high standards with 
regard to academic and administrative excellence 
and professionalism. At the same time, Aarhus 
University is a workplace that emphasises flexibility 
and cooperation, and that gives employees good 
opportunities for development.  

The university wishes to attract and recruit a diverse 
staff population. For this reason, Aarhus University’s job 
advertisements describe the formal, professional and 
personal qualifications required for individual positions 
in a way that encourages a wide applicant pool.

INTRODUCING NEW EMPLOYEES
Aarhus University emphasises the importance of 
getting all new employees off to a good start in their 
new positions, whether recruited internationally, 
nationally or internally.

Welcoming new colleagues is a shared responsibility. 
However, managers have a special responsibility 
to inform all new employees about the contents, 
objectives and framework of their position and to 
provide a general introduction to the formal and 
informal rules, traditions and routines that characterise 
the university. 

Colleagues must contribute by helping new 
employees familiarise themselves quickly with 
Aarhus University as an organisation and perform 
well in their position. 

At regular intervals, orientation events about the 
university as an organisation and the Danish labour 
market are held for new employees.
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4. PAY
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AARHUS UNIVERSITY’S GOALS ARE:

• to ensure each employee’s pay reflects his 
or her function, level of responsibility, efforts
and relevant competencies.

• to ensure that pay negotiations at AU take
place in a fair and transparent manner.

USE OF PAYROLL FUNDS
Employees are paid in accordance with the col-
lective agreements and contracts that apply to the 
Danish state sector.

Aarhus University’s goal is to offer attractive terms of 
employment and to support a good work environ-
ment through a fair allocation of payroll funds. The 
university wishes to promote employees’ motiva-

tion and well-being by ensuring that the employ-
ee’s pay, function, level of responsibility and effort 
are commensurate. A special emphasis is placed 
on equal treatment. As a general rule, employees 
with comparable functions and qualifications, etc. 
must be able to attain the same pay level, regard-
less of organisational placement and the source of 
the payroll funds.

Payroll funds may be used in order to attract and 
retain particularly qualified employees.

PAY NEGOTIATIONS
Pay negotiations normally take place at the local 
level on an annual basis. Pay negotiation also takes 
place in connection with new hires or if there are sig-
nificant changes in an employee’s job responsibilities.

The negotiating parties work together to organise 
the annual pay negotiations, which are based on 
dialogue. After pay negotiations have ended, man-
agers give clear, constructive feedback regarding 
the results of the negotiations, both in general and 
to each applicant.
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6. SIDELINE EMPLOYMENT

AARHUS UNIVERSITY’S GOAL IS:

• to strengthen the relationships and coope-
ration with society which are established 
through employees’ sideline employment 
and to derive advantage from the expe-
riences and competencies employees 
attain through sideline employment.
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The employees’ knowledge is a resource for society, 
just as the knowledge and experience gained through 
sideline employment may benefit Aarhus University. 

Aarhus University takes a positive view of sideline 
employment on the condition that such employ-
ment does not 

 • 	distort competition in relation to other businesses 
and organisations,

• conflicts of interest in relation to the university, 
problems related to employee impartiality or 
conflicts between the employees and the university.

If the employee is in doubt with regard to whether a 
specific form of sideline employment is compatible 
with his or her main occupation, this should be 
discussed with the head of department (Aarhus BSS, 
HE and ST)/head of school (Arts)/centre director/
deputy director.

5. COMPETENCY AND CAREER DEVELOPMENT

AARHUS UNIVERSITY’S GOALS ARE:

• for all employees to continually develop 
their own competencies in order to perform 
their job responsibilities at the university.

• for the university to work in a systematic,
targeted manner to ensure that all emplo-
yees have relevant competency and
career development opportunities.

COMPETENCY DEVELOPMENT AT 
AARHUS UNIVERSITY
It is important that all employees have the necessary 
and relevant competencies to perform the univer-
sity’s tasks, present and future. Ensuring that these 
competencies are present is the responsibility of 
managers. However, responsibility for ensuring com-
petency development that answers to AU’s needs as 
well as employees’ individual and professional de-
velopment is shared by managers and employees.

Competency development can take many forms 
and have very different contents and perspectives, 
both in relation to daily work tasks and through or-
ganised activities and courses. The clarification and 

planning of the university’s and the individual units’ 
competency development strategy and efforts must 
be discussed with the relevant liaison committee. 
On this background, the individual employee and 
his/her immediate superior must discuss which 
competencies might be necessary for the individual 
to develop, typically in the context of a staff devel-
opment dialogue (SDD).

CAREER DEVELOPMENT AT AARHUS UNIVERSITY
Systematic and stategic competency development 
is also important in relation to the employees’ career 
development. In addition to the mutual responsibil-
ity of both manager and employee to participate in 
annual staff development dialogues (SDDs), regular 
development-oriented dialogues that include feed-
back and alignment of expectations are essential for 
competency and career development. 
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8. EQUALITY AND DIVERSITY

AARHUS UNIVERSITY’S GOAL IS:

• to be a diverse, inclusive workplace 
where all employees – regardless of 
gender, age, nationality, religion, sexual 
orientation or handicap – have equal 
rights and opportunities in their work 
and career paths.

AARHUS UNIVERSITY’S WORK TO PROMOTE 
EQUAL OPPORTUNITIES AND RIGHTS
Aarhus University desires a workplace culture that 
allows all employees to express and develop their 
talents in their working lives. For this reason, the uni-
versity’s goal is to actively identify structural, cultural 
and linguistic barriers that may prevent groups of 
employees from developing their full potential. 

The university will maintain constant focus on its ef-
forts to identify and to the greatest extent remove 
the barriers referred to above.

Aarhus University places a high priority on making 
all central documents and other important informa-
tion available in Danish and English. 
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7. WORK ENVIRONMENT

AARHUS UNIVERSITY’S GOALS ARE:

•	 to develop and maintain a good physical and psy-
chological work environment for all employees.

• to focus on trust, well-being, health and
safety in relation to developing the work
environment.

• to integrate promotion of well-being and a 
good, safe work environment into daily work 
routines at all levels of the organisation.

THE WORK ENVIRONMENT AT AARHUS UNIVERSITY 
Aarhus University desires open dialogue about the 
work environment employees experience on a daily 
basis, including issues related to workload, stress and 
well-being. It is the university’s goal to maintain a 
high degree of focus on the balance between tasks 
and resources, so that all employees have the 
possibility of achieving work-life balance.

Aarhus University wishes to promote preventative 
measures in relation to work-related injuries, ab-
sence and stress etc.

Aarhus University does not accept bullying, 
harassment, threats or violence. Managers and 
employees at the university are jointly responsible for 
actively and clearly preventing, identifying and 
dealing with bullying, harassment, threats and 
violence. 

Managers, supervisors, teaching staff and others in a 
mentor role or similar role have a special res-
ponsibility to act professionally and objectively in 
situations in which they are part of an asymmetrical 
collaboration or relationship.

ENSURING A GOOD WORK ENVIRONMENT
In collaboration with the occupational health and 
safety and liaison committee organisation, manage-
ment is responsible for ensuring and developing a 
good work environment. At the same time, all em-
ployees are expected to contribute to and partici-
pate actively in promoting well-being and ensuring 
a good work environment. 

The work of ensuring a good work environment must 
take place in the closest possible proximity to the  
employees. With due regard for the employees’ 
well-being and differences in the work performed, 
the local work environment must be addressed ef-
fectively and constructively.

Aarhus University applies the results of the mandatory 
workplace assessments (WPAs) to systematically and 
regularly follow up on and initiate dialogue about 
concrete, prioritised work environment initiatives. 
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9. THE INCLUSIVE LABOUR MARKET

AARHUS UNIVERSITY’S GOAL IS:

•	 to ensure that employees with reduced 
work ability are able to continue to exercise 
their competencies and participate in the 
working life of the university.

10. LEAVES OF ABSENCE AND JOB MOBILITY

AARHUS UNIVERSITY’S GOALS ARE:

•	 to grant leaves of absence to permanent 
members of staff when there are significant 
professional or personal reasons for doing so, 
on condition that the leave of absence does 
not conflict with the university’s interests.

•	 to increase employees’ mobility internally at 
the university by taking advantage of possibili-
ties for job rotation and job swaps.

LEAVE
Aarhus University wishes to accomodate and support 
employees’ possibilities for taking leave in situations 
in which there are significant professional or personal 
reasons for doing so, including for example the station-
ing of a spouse or significant other abroad. The univer-
sity recognises that it may be an important phase in 
the employee’s working life that a leave of absence is 
granted to enable competency development. 

Agreements on leave are concluded by the employee 
and his or her immediate superior. Such an agreement 
requires a consideration of the university’s and the em-
ployee’s interests. 

JOB MOBILITY AT AARHUS UNIVERSITY 
Internal job rotation and job swaps at Aarhus Universi-
ty lead to greater insight, understanding and cohesion 
across the university’s units and functions, while also 
contributing to the competency and career develop-
ment of the individual.

Agreements on job rotation or job swaps are conclud-
ed by the employee and his or her immediate superior. 
Such agreements must be made with due consider-
ation for the unit’s planning with regard to other tasks 
and resources. 
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RETENTION
Aarhus University will seek to ensure relevant em-
ployment for employees who risk losing their at-
tachment to the labour market because of illness or 
reduced work ability, however on the condition that 
continued employment is realistic in relation to the 
employee’s work ability and possible work tasks. 

RECRUITMENT 
Aarhus University assumes responsibility for employ-
ing and recruiting persons eligible for jobs on special 
terms. Employment of this type is organised in close 
collaboration with the public sector.
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11. INVOLUNTARY REDUNDANCY

REDUNDANCY ON THE GROUNDS OF STRUCTURAL 
OR FINANCIAL CONDITIONS
Through managerial focus on long-term strategic 
planning and continual adjustment of the organisa-
tion, the goal of Aarhus University is to provide job 
security to its employees in order to avoid involun-
tary redundancy on the grounds of structural or fi-
nancial conditions.

If such redundancies nonetheless become relevant, 
attempts to avoid them through appropriate meas-
ures must be sought, including the possibility of reas-
signing employees within the university. 

The liaison committee organisation must be in-
volved in this process as early as possible. If redun-
dancies cannot be avoided, they must be carried 
out on a reasoned and transparent background.

Dismissed employees must be offered an outplace-
ment package and the possibility of relevant 
com-petency development during their notice 
period. 

The employee is encouraged to involve the 
relevant union representative or another observer 
in the process. The university will inform the union 
representative of the names of the employees 
whom the university intends to dismiss. The union 
representative will be notified at the same time 
as the employees in question or immediately 
thereafter.

REDUNDANCY FOR REASONS RELATED TO 
THE EMPLOYEE PERSONALLY
Aarhus University’s goal is to take appropriate 
mana-gerial action if an employee fails to fulfil the 
require-ments and expectations relted to his/her 
position either professionally or behaviourally.

It is the manager’s responsibility to issue a warning 
regarding the failure to fulfil requirements and ex-
pectations, so that the employee has an 
opportunity to modify his/her work effort and 
behaviour within a reasonable period of time.

Before a planned dismissal, the manager must 
ex-plore alternative solutions. If a dismissal cannot 
be avoided, it must be carried out on a reasoned 
and transparent background. 

The employee is encouraged to involve the 
relevant union representative or another observer 
in the process. The university will inform the union 
representative of the names of the employees 
whom the university intends to dismiss. The union 
representative will be notified at the same time as 
the employees in question or immediately 
thereafter.

AARHUS UNIVERSITY’S GOALS ARE:

• to provide job security to its employees
in order to avoid involuntary
redundancy on the grounds of structural
or financial conditions.

• to take appropriate managerial
action if an employee fails to fulfil the
requirements and expectations related
to his/her position either professionally
or behaviourally.
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