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Process Diagram Employee Appraisal 
 

Agreement of a date for the 
employee appraisal with the 

employee

Preparation for the employee 
appraisal with the line manager 
checklist and determining the 

reason for the appraisal1 

Holding the employee appraisal, 
incl. discussion of update to job 

description if required

Checking whether job 
description needs to be updated

Initiation of measures from 
development plan 

Dispatch of the signed employee 
appraisal form and, if applicable, 

the updated job description to 
the responsible HR Competence 

Center 

Storage in electronic dossier 
(personnel file)

Employee appraisal completed

Employee appraisal

Employee

Line manager

Next higher line manager

Key (responsibilities)

Preparation for the employee 
appraisal with the employee 

checklist

Employee meeting with next 
higher line manager if required

Obtaining input from third 
parties if required 

Signing the employee appraisal 
and updated job description, if 
applicable, by the participants

HR Department 

1 If the reason for the appraisal is  “performance 
improvement period” or “issue of reprimand”, the 
HR Business Partner must be involved in advance

 

http://www.pa.uzh.ch/

	Process Diagram Employee Appraisal

