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Note:  If you click on the images for the Beginning of Performance Cycle, End of Performance 
Cycle and Final Assessment while in the RED Form, you will be brought to the instructions for 
each of those respective phases.  

 

1. On the direct reports RED Form, you will be asked to enter your personal information that is, 
your first and last name, your position title, your email address (you will be asked to confirm 
your email address), XID number and department.  For the department, select from the drop-
down menu.     Also, you will be asked to enter the date of the assessment, for the year-end 
assessment enter 05/31/yyyy.   Note:  Skip the Periodic Check in Date since this is not a periodic 
review.  

 

                      

 

  

https://www.stjohns.edu/sites/default/files/2022-08/RED%20beginning%20of%20cycle%20Instructions.pdf
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
https://www.stjohns.edu/sites/default/files/2022-08/RED%20Final%20Assessment%20Instructions.pdf
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Note:  If you click on the images for the Beginning of Performance Cycle and Rating Descriptions, 
while in the RED form you will be brought to the instructions for each of those phases.  
 

          

 

The Beginning of Performance Cycle provides information on the objectives and key responsibilities, 
competencies, and the professional development plan. 

 

The Rating Descriptions document provides information on all the rating scales along with sample 
behavioral descriptions.  

https://www.stjohns.edu/sites/default/files/2022-08/RED%20beginning%20of%20cycle%20Instructions.pdf
https://www.stjohns.edu/sites/default/files/uploads/170505_rating_scale_and_definitions.pdf
https://www.stjohns.edu/sites/default/files/2022-08/RED%20beginning%20of%20cycle%20Instructions.pdf
https://www.stjohns.edu/sites/default/files/uploads/170505_rating_scale_and_definitions.pdf
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2.  For each of your direct report’s objectives, enter the weighting of the objective and your 
rating.  Note:  The weighting should total 100%.  Select the rating from the drop-down menu.  
 

 
  
Reminder:  The system will automatically assign an overall year-end rating based on your 
weighting and rating of each objective. 
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3. For the competency section, you must identify if the direct report is an employee or supervisor.  
Why?  There are different sets of competencies for employees and supervisors.   Supervisors 
have more competencies to demonstrate than do employees.  Select the appropriate category 
from the drop-down menu. 
 

 
 
 

 
 
 
 
Note:   While in the RED Form, click on Employee Competencies for a description of each of the 
competencies.  

  

https://www.stjohns.edu/sites/default/files/uploads/170503_competencies_for_employees.pdf
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4.  Enter the rating for each competency by selecting the rating from the drop-down menu. 
 

 

 

 

Reminder:   The system will automatically assign an overall year-end rating for the competency section 
based on your rating of each competency.  
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The list of competencies for the supervisors includes a total of 9 competencies (two more than for 
employees). Note:  Competencies #8 & 9 are for supervisors only. 

                    

 

 

 

https://www.stjohns.edu/sites/default/files/uploads/170222_competencies_for_supervisors.pdf
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The final rating scale and overall rating for both the objective and competency sections are 
automatically calculated by Formstack. 

 

 

                                                                                     

  


