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Process Diagram “Continuing Education Agreement” 
 

Fee-based continuing 
education course?

Search for and identification of a 
suitable course and formulation 

of the continuing education 
request

Obtaining written agreement 
from line manager and 

agreement on the working hours 
that can be claimed 

Completion of “Continuing 
Education Agreement” form/

creation of a written agreement 
(§ 16 CER)

Continuing education course 
completed and billed

Continuing education agreement
in accordance with Continuing 

Education Regulations (CER)

Employee

Line manager

Key (responsibilities)

Assessment of the application 
and, if approved, determining 

the degree of interest (in 
accordance with § 9 CER)

Approval of continuing 
education course

No Yes 

Receipt of documents, if 
necessary issue of a continuing 

education order
Storage in electronic dossier 

(personnel file)

Handover of the “Continuing 
Education Agreement” form or 
the individual agreement to the 
responsible HR Representative 

for the attention of the HR 
Department

Confirmation of cost 
contribution

Registration for the continuing 
education course with correct 

billing details and start of 
course. 

Takes care of federal subsidy 
themselves, if applicable

Monitoring progress and 
completion of the continuing 

education course and reaction in 
the event of early 

discontinuation of the course or 
employeeʼs departure from UZH

Cost center manager

Human Resources Department

Approval of continuing 
education course and 

conclusion/signing of agreement
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