RED Formstack #7 - Instructions for Supervisors to Complete Supervisor Summary for Direct Reports -
2023

Supervisors must provide a narrative for any objective or competency rating other than a PW rating.
Supervisors must justify a rating of EP, PW+, NI, DNM.

1. Inthe Supervisor’s Summary section, supervisors are required to provide a narrative for any
rating other than PW. It is recommended that supervisors address each objective and each

competency.

Supervisor's Summary

Objective #1 - jpooo did an outstanding job in objective 1. Sheexcelled at .. . .
Objective #2 - ;opory performed well during the past fiscal year in completing . . .

Competencies

Note: Click on the Rating Descriptions while in the RED Form to access the definitions of the ratings and
behavioral descriptors associated with each rating.

Objectives/Key Responsibilities - 60% overall weighting

Click the relevant icon below for tips on how to complete this section:

BEGINNING OF RATING
PERFORMANCE CYCLE DESCRIPTIONS


https://www.stjohns.edu/sites/default/files/uploads/170505_rating_scale_and_definitions.pdf
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Rating Scale and Definitions

EP Exceptional Performance (requires written supporting rationale) — Performance consistently and
significantly exceeds departmental and position expectations

PW+ Performing Well Plus (requires written supporting rationale) — Performs well in all aspects of the job,
exceeds expectations in a few areas

PW Performing Well — no written rationale required — Performance consistently meets expectations and job
requirements

NI Needs Improvement (requires written supporting rationale) — Performance consistently does not meet
expectations and improvement is required

DNM  Does Not Meet Expectations (requires written supporting rationale) — Performance does not meet
expectations

NfA Not Applicable — no written rationale required

Rating Scale with sample behavioral descriptions:

EP Exceptional Performance (requires written supporting rationale)
Exceeded requirements even on the most difficult and complex aspects of the job
Accomplished far more than expected
Initiated new projects and solutions. Was able to take on additional assignments without affecting
other work
Put students' needs first and worked to overcome obstacles to serve students’ needs
Completed projects thoroughly, completely and ahead of schedule
Required little or no supervision and follow-up
Did advance planning, anticipated problems and took appropriate action
Exhibited exceptional leadership ability and was a role model for others
Demonstrated an exemplary commitment towards the team, department, institutional goals and SIU
Mission and Values at Work
“XXX has not only performed all of her responsibilities, but has also incorporated her talents and
experience to the enhancement of the department as a whole. She has gone above and beyond
meeting her job expectations, and has taken on additional responsibilities throughout the year. She
is a guick and enthusiastic learner who works positively and productively with her colleagues and
supervisor. She strives to deliver accurate and prompt service to our students, and is helpful and
knowledgeable when interacting with family and staff. She has been an asset to the department.”

Note: Click on sample rating descriptions for additional narratives in support of the rating descriptions.
These sample descriptions can be found on the Human Resources webpage.

2. Upon completion of the Supervisor’s Summary, click Submit Form.

Submit Form

\;| Form secured by Formstack

Eﬁ ST. JOHN’S
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Thank You

Toe form v submsitied soceesafl

Result: You will receive confirmation the form was submitted.


https://www.stjohns.edu/sites/default/files/uploads/170505_rating_scale_and_definitions.pdf
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Result: Formstack sends you and your direct report an email that the RED form was completed by you,
the supervisor, and transmits a sample copy of the RED Form. The form will have the SAMPLE
watermark on it. You are required to schedule a meeting with your direct report to discuss the RED
Form.

RED Form Sample Complete! - Eileen Caufield | Submission ID: 1097364877
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Subimitssioen 10: 1097364877 | Date Completed | May 3, 2023 2:25 PM

Hello Eileen Caurfield and Lisa Goldrick. Attached you will both find a sample copy of the completed Recognize Exceilence and Develapment [BED] farm. At this point, you should both schedule 2 one-on-one
meeting b go over the finakzed form.

Onice you have completed your one-on-one meeting and Lisa has signed the document, Edeen Caufield will be assigned a step and will need to sign their Recognize Excelience and Develogment [RED) foems in
Formatack. Once signature is complete, a signed unwatermarked document will be sent 1o both Elleen and Lisa. Failure 1o sign your agreed upon RED Form will result in the RED process not being complete.

Samcavely,
51, Iohn's Univenity Human Resources
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3. Formstack sends the supervisor an email notifying them that they have an additional
workflow to complete, i.e., the one-on-one meeting with the employees. The workflow
will remain open until the meeting is conducted, and both the supervisor and
employee sign the RED Form.

From: rorepdy S ormstack com <rorepdy S ormstack com>

Semt: Wednasday, May 3, 2003 2125 M

Ta: Lisa Goldrick <goldrichiige johng. sduc

Sushject: & 6 - Parformance Rindew Meeting (Recognize Dxcellence sed Duveloperent Workfiow wi.2.1) has been assigned 1o you

[@ formstack

# 6 - Performance Review MeetinglRecognize Excellence and Development Workflow vd,2.1) has been assigned to you

- OT. JOHN’S
qp UNIVERS‘ITY

Request IIJ l’.~| Fecognize Excellence and Development Workflow vd.2.1

’Ju.-o

Hello, thank you for completing the superdsor portion of the Recognize Excellence and Development (RED] form. This emad serves as a quick Bink to the Recognize Excellence and Development (RED)
foem for your one-on-one meeting with your employes. Please do nat complate this step until you ane having your cne-on-one mesting with your employes. At the conclusion of your meating, you
may complete the step assigned to you, Your emplayes will then be sent a task asking them 1o counter sign their Recognize Excellence and Dewelapment (RED] feem. Both you and your employes
st @nger chedr full mames as digital signatures to complate thess steps. Please use the buttan below to login to Formstack Workspaoe when it is tima for your ons-on-one meating

Instructions on this updated process can be faund bers,
Sincerely,

5. John's University Human Resources
T18-950-1865

T L

form to fill out your assigned task.

Visit Workspaoe to Complete Tosk

You are recebving this emall because you have been assigned as a participant in a Workflow. To bearn mane, visit our help doc

— The Farmstack Team

4. The supervisor can access the employee’s RED Form to sign it by clicking on Visit
Workspace to Complete Task or by clicking on the Formstack tile from the dashboard.
Note: See RED Formstack #8 Instructions for Signing the Direct Reports’ RED Form in
Formstack.



