
Performance Appraisal 2023 

Frequently Asked Questions by Supervisors 

How do I get started with the appraisal? 

Supervisors will need to initiate the appraisal process. This process begins by sending an email to the 
staff member requesting that they complete a self-appraisal and return it by a certain date. Once the 
self-appraisal is complete, you will begin the electronic process through the on-line form (hyperlink to 
on-line form - https://edocscentral.elon.edu/. 

Example email to send to staff member: 

[Employee’s Name], 

An employee’s end of year performance appraisal is an important component of Elon’s 
ongoing staff performance management process. Completing a self- appraisal will allow for 
an enhanced understanding and insight to your performance, strengths, and areas for 
improvement. 

Please complete a self-appraisal using the attached form and return via email to me by 

(insert date 2023/2024). 

Where can I find the self-appraisal fillable form to send to staff members? 

All related performance appraisal documents and links may be found on the Human Resources page 
under supervisor tools. 

Staff Self-Appraisal form Elon 

Self-Appraisal Staff with Faculty Rank is contained within the eDocs Staff Appraisal form.

http://www.elon.edu/u/fa/hr/wp-content/uploads/sites/653/2021/01/Word-Self-Appraisal-01052021.docx
http://www.elon.edu/u/fa/hr/wp-content/uploads/sites/653/2021/01/Word-Self-Appraisal-01052021.docx


How will I know if the staff member received the performance appraisal for review? 

An audit history is constructed in eDocs to help you monitor the workflow of appraisals. 

The staff member will receive the following email 



Is training available for this process? 

Yes. There is a quick reference guide available here. Multiple training sessions are planned to go over 
the process and the website, as well as workshops for writing of supervisor appraisals and self 
appraisals.  More details as well as sign-ups for these sessions are on the main webpage. 

Can I view the status of a document? 

There is a history option on the menu bar located at the bottom of the page when you select the 
document you would like to view. Clicking on the history link will display the history and current status 
of the document. 

I have a staff member that disagrees with their appraisal, what do I do? 

Contact Employee Relations at employeerelations@elon.edu or call the Office of Human Resources at 
336-278-5560.

Who do I contact if I have a technical issue with eDocs? 

You may contact the help desk for technical issues by calling 336-278-5200. 

Who do I contact if I have a question about the process? 

Contact Employee Relations at employeerelations@elon.edu or call the Office of Human Resources at 

336-278-5560.

How do I route for signatures once I have completed the appraisal? 

Once an appraisal has been completed, select submit from the menu bar located at the bottom of the 
webpage, and the appraisal will be routed to the next person identified at the beginning of the form: 

https://www.elon.edu/u/bft/hr/online-performance-appraisals/
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