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Start

Send Performance Appraisal 
guidelines and forms to Line 

Manager and inform of 
deadline

Send Self-Appraisal forms 
and guidelines to Academic 
and Administrative Staff and 

inform of deadline

Completes Self-Appraisal 
online and sends it to 

line manager

Review Self-Appraisal 
and conducts a 

performance review 
meeting

Line Manager discusses 
objectives, performance 

and rating

Performance 
rating accepted?

Accepts rating and signs-
off the evaluation form

Renegotiates 
performance and rating

Yes

No

Sends appraisal 
summary to HR for 

record keeping
End
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