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Instructions for Employees to Complete Recognize Excellence and Development (RED) Employee 

Information, Supervisor Information, Objectives and Self-Assessment 

 

 
On the Formstack Form for Recognize Excellent and Development (RED) enter the required demographic 

information. Note: Some of the information will be pre-filled for you. Any field marked with an 

asterisk requires you to enter information; otherwise, you will not be able to submit the form. 

 

 
Employee’s Information 

 

Enter the following on the RED Form: 

1. Your First Name, Last Name, Job Title, St. John’s Email address (confirm your email 
address) and XID number. Note: You can find your XID number on your pay statement 
above your name and SSN. 

2. Select your School or Department from the drop-down menu. 
3. Leave blank the field that asks for the Periodic Check In Date since this is the final 

assessment. 
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4. Enter Your supervisor’s First Name, Last Name, and St. John’s Email address (confirm the email 

address). Note: It is important that you enter your supervisor’s St. John’s email address 

because when you submit the form, the form will be sent to the email address of the supervisor 

whose name you entered onto the form. 
 
 

 

 
 
 
 
 

Note: For tips on how to write the objectives/key responsibilities, click on the arrow in the RED Form 

itself labeled Beginning of Performance Cycle. 
 
 
 

https://www.stjohns.edu/sites/default/files/2022-08/RED%20beginning%20of%20cycle%20Instructions.pdf
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5. Write down the objectives (one objective per box) that reflects the major work 
performed during the reporting cycle. Note: You should have between 3-5 major 
objectives. 

 
 

 

Note: Although you are not asked to rate yourself on the competencies, you should view the list of 

competencies to address when writing your self-assessment. You can find the list of competencies on 

the HR Services webpage in the RED Section. Your supervisor will add the ratings for the competencies. 
 

 
 
 
 

 
Note: Competencies #8 & 9 are for administrators 

who supervise non-supervisory administrators and 

staff. 

https://www.stjohns.edu/sites/default/files/uploads/170222_competencies_for_supervisors.pdf
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6. On the RED Form, there is space to enter the steps you have taken to enhance 
skills/knowledge and abilities during the past year. Identify the skill, the action to be 
taken and the results i.e., if the action was completed during the past year. Provide this 
information to your supervisor during your one-on-one meetings so they can enter 
this information on your RED Form. Note: Also, think of additional development 
opportunities to add to the RED Form for the next year. 
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For tips on how to write the self-assessment, in the RED Form itself click on the arrow labeled End of Performance 
Cycle. 

 

 
 
 

7. In the box labeled Employee’s Self-Assessment, write how you met each objective. 
Where possible, provide data to support how well you met the objective. Also, address 
how well you met each one of St. John’s competencies. 

 

 

 
8. If you have not completed the self-assessment, and you wish to save it to work on at a 

later date, click on Save and Resume Later. If you are finished with the self- 
assessment, click on Submit Form to submit the self-assessment to your supervisor. 

 
 

https://www.stjohns.edu/sites/default/files/2022-08/RED%20end%20of%20cycle%20Instructions.pdf
https://www.stjohns.edu/sites/default/files/2022-08/RED%20end%20of%20cycle%20Instructions.pdf
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9. Upon submission of your RED form and self-assessment to your supervisor, you will 
receive an email from the Office of Human Resources acknowledging completion of your 
form and informing you that your supervisor has the action to complete their section of 
the RED Form. 
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Next steps: 

1. Supervisor and employee 
complete one-on-one 
meeting to discuss the 
employee’s RED Form. 

 
2. After meeting is held, the 

supervisor signs the form 
and submits it to the 
employee for their 
countersignature. 

10. After your supervisor completes the ratings and supervisor’s summary and submits the 
form, Formstack sends you and your supervisor an email that the Supervisor submitted 
their ratings and narrative to you, their employee, and transmits a sample copy of the 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RED Form. 


