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Description of Process: 

Describes the process for conducting and employee review

OBJECTIVE of Process:  

The purpose for this process is to create a structured and meaningful review between employee 

and employer and discuss goals and how both parties derive benefit from the working 

relationship.

Process Boundaries: 

1. Process trigger:  Scheduled review

2. Process Completion:  Concluded by both parties

Documents Located in: Odoo Knowledge & eLearning Work Instructions



Steps:

1. Manager initiates a review:

1. Open Appraisals in Odoo

2. Create a new Appraisal

3. Complete Details regarding employee and select date for review meeting



Steps:

2.  Employee will receive a request to complete their self-assessment and feedback

1. Complete the Employee feedback page Appraisal Tab (on the left) 

2. Make it visible when ready to meet 



Steps:

3.  The Manager will complete their portion of the review prior to meeting.

1. Complete the Manager’s feedback page on the Appraisal Tab (on the left) 

2. Make it visible when ready to meet 



Steps:

4. Manager/Employee meeting

1. Both parties will share their perspective.

2. It is helpful to have concreate examples of activity taken in the period being discussed.

3. The flow is to discuss

1. Function> competence and effectiveness in their specific role,

2. Core Values> these are common to all employees and to the organization,

3. Summary should clearly identify areas of contribution and possibilities for growth, 

learning, improvement, and career aspirations
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