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Land & Labor Acknowledgement

We acknowledge the land on which our campus is located as the ancestral homelands of the
Lenape (Lenapehoking) people. We honor the Lenape and the diverse indigenous peoples still
connected to this land. We also acknowledge all immigrant and Indigenous labor, voluntary and
involuntary, and honor their struggle by committing to the advancement of the Mission and
Values of St. John’s University, which embraces the Judeo-Christian ideals of respect for the
rights and dignity of every person, and each individual’s responsibility for the world in which we
live.

Unsure which lands you sit on? Visit https://native-land.ca.
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Today’s Topics

 Evaluating performance via the RED
form
o Objectives
o Competencies
o Professional Development
 Using Formstack to Complete the
RED Form for employees
» Tips for scheduling and conducting

the feedback sessions W

ST. JOHN’S
UNIVERSITY




Purpose of Performance
Assessment

Creates a forum for open dialogue between

employee and manager.

* Provides an opportunity for managers to share
the direction of the
University/department/unit and how each
employee’s job fits In.

« Clarifies mutually understood expectations

and provides a basis for measuring an

employee’'s ongoing performance.

Provides opportunity for coaching and giving

feedback.




Stages of

Performance Cycle

Beginning of
Performance Cycle

During Performance
Cycle
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End of Performance
Cycle

S Final Assessment W
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Overview of RED Process in Formstack for 2025

Employee Manager can ednt Manager and
completes employee’s stated employee meet; if
OBJECTIVES with OBJECTIVES and OBJECTIVES,
suggested WEIGHTINGS; WEIGHTINGS,
WEIGHTINGS and enters RATINGS RATINGS, and/or
EMPLOYEE SELF- and MANAGER MANAGER SELF-
ASSESSMENT SELF-ASSESSMENT ASSESSMENT
should be

M@d, mﬂ W RED 10 m
Employee submits Manager submits can edit any or all employee and

and system sends and system sends of those fields manager
form 10 manager draft RED to

employee ‘
@y June 27, 2025> :::tm“ S%NSfand
em sends form
(ByJuly 25 > o St

C By July 30

(By August 1, 2025)
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The RED Form Closes the
night of Friday, August 1,

2025. Signh and submit your
FINAL RED Form by August 1.

No access to Formstack starting
August 1, 2025, 11:59pm!
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Performance Weighting Breakdown

June 1st through May 31st

Achievements, results, outputs

Objectives 60% | What measured in terms of Quality, Quantity,
Time

St John’s University’s Through St. John’s University’s Values,

Values at Work & 40%| How [how do you apply behaviors, skills
competencies knowledge to the job
Development How to | OPPortunities to

Dlan grow or improve




Performance Planning: Objective Setting

Occurs at the beginning of the cycle. Foundation for the

whole process.
Lets you know what's expected and how your performance
will be assessed.

Gives you the opportunity to provide input about how to

perform your job.

Helps you stay on track and remain clear on changing

priorities throughout the cycle.

Positions you for success; eliminates surprises.
Focuses on the results of your work.

Aligns the institutional priorities throughout the

organization so that we're all working toward the same end.




How are Objectives Developed?

STRATEGIC PLAN (Five Foundational Themes)

\’

DEPARTMENT’S GOALS

\,

YOUR MANAGER’S OBJECTIVES

Five Foundational Themes: J/

1) Student Experience

2) Academic Distinction YOUR OBJECTIVES
3) Mission, Equity, & Inclusion \l/

4) Developing & Maximizing YOUR PERFORMANCE
Institutional Resources

5) Amplifying the St. John's

Brand




Guidelines for Writing Performance Objectives
Think About:

« How to translate tasks into results and differentiate between a task and

the expected result(s) of the effort.

* The specific results you will be held accountable for.

Why are you doing this? How will you know if your goal has been

achieved?

 Who receives the service you provide?
 What do the recipients expect in terms of:
o quality (90% very good or excellent on evaluations),
o quantity (increase student enrollment by 5% over the previous
year)
o timeliness (resolve help desk tickets within 24 hours)?

e The SMART Criteria.




Beginning of Performance Cycle: June 3 - July 26
Manager communicates to employee job objectives for

performance cycle
ldentify a minimum of 3 objectives (No more than 5)

Align job objectives to department objectives and strategic

foundational themes:

1. Pillar 1: Student Success: Reimagining the Student Experience to Deepen
Connection, Engagement, and Belonging

2.Pillar 2: Academic Distinction—EXxcellence in Teaching, Learning, and
Research

3.Pillar 3: Mission, Equity, and Inclusion: Building a Community of Belonging

4.Pillar 4: Institutional Resources: Growing and Optimizing Institutional Assets

5.Pillar 5: The St. John’s Identity: Elevating our National and Global Stature



Beginning of Performance Cycle: June 2 - July 25 continued...

Ensure objectives meet SM.A.R.T. criteria
e Specific
* Measurable
« Attainable

¢ Relevant

* Time-Bound
Link objectives/key responsibilities to the job. Note: If 2 or more
employees perform the same job, then objectives & responsibilities
mMust be the same

Specify a weighting for each objective/key responsibility




Objective Weighting - 60% Overall Weights

Objective Weighting

Objective 1 — Design and Delivery of Training Programs- During the fiscal year,
deliver 2-3 workshops for each of the following programs): Quality Service, Time
Management, Active Listening, Effective Meetings, Coaching, Managing for 359
Success, etc., with a very good/excellent rating of 90% and ensure participation
rate is consistent with targets

Objective 2 - Complete the certificate tracking project so that each active
administrator and staff member has a completed profile established in the Excel 29%
spreadsheet by May 31, 20xx.

Objective 3 — Develop a Telecommuting online course in Canvas, complete with

0
evaluation and review questions, by April 30, 20xx 20%
Objective 4 — Develop and pilot Adapting to Change by August 31, 20xx. Train 25 o
people by 12/31/xx with a very good/excellent rating of at least 90%. 20%
ﬁg
v OBJECTIVE TOTALS 100%

ST. JOHN’S
UNIVERSITY



Staff Competencies - 40% Overall Weighting

The Mission/St. John’s Values at Work are

expressed & integrated into the work at St.

Provide timely and Communication

excellent service John’s through the following competencies:

Diversity
&
Inclusion

Collegiality &
Teamwork

Shared Ownership

Adapting to Change
& accountability W

ST. JOHN’S
UNIVERSITY




Supervisor Competencies - 40% Overall Weighting

The Mission/St. John’s Values at Work are

expressed & integrated into the work at St.

Provide timely and Communication

exvcellent service John’s through the following competencies:

Planning &

Strategic
Diversity

&
Inclusion

Vision

Collegiality &
Teamwork

Shared Ownership Adapting to Change

& accountability W

ST. JOHN’S
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Beginning of Performance
Cycle: June 1 - July 31

Professional Development Plan - this section is used
to identify skills, knowledge and abilities for future

growth, growth in the current job or competency

development.

Managers must: PROFESSIONAL
» Partner with employee to establish plan to develop DEVELOPMENT

knowledge, skills and abillities;
* Provide a timeline within performance review
period for progress.
 Ensure employee is compliant in all University

LT required training.

ST. JOHN’S
UNIVERSITY




During the Performance Cycle

Check in with employees throughout the year to ensure

employees are on track and objectives remain relevant

Note significant accomplishments, changes in direction,

Check-in é or areas for improvement

Any changes in objectives during the reporting period
must be discussed with the employee and signed and

dated by both manager and employee

W No rating and no paperwork submitted to HR

ST. JOHN’S
UNIVERSITY



End of Performance Cycle

« June 2 - Request that employees submit self-assessment by June 27th.

* By July 25 — Managers prepare the final assessment using the employee’s
self-assessment as a guide. Managers are asked to submit their final
assessment in the Formstack RED Form.

« By July 26 - Employees were allowed to review the final assessment and
meet with their supervisors at least 24 hours later. Employee signs and
submits the FINAL RED form by July 31, 2025. The forrn CLOSES on August 1.

» Please return to your departments and discuss a plan with your supervisor.

« Note: If you have questions about submitting your RED Form, please contact

your HR Services' representative. &

Karen Crowley: 718-990-1502; Marian Saia: 718-990-2445 SLAORN'S
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UNIVERSITY
S NOTE: IF YOU ARE A NEW
Writing Comments MANAGER OR YOU HAVE
NEW DIRECT REPORTS,
YOU SHOULD ASK YOUR
» Consult your performance log. E M COTE S DR SIORF Y.
EYASSEL  » YYERAIRELOERE 'C'O.N, THA C T
HR.

 Ensure that comments include specific,

factual and descriptive examples that are

Jjob-related and behaviorally written.
« Make sure comments match the rating.
o Strive for clarity.
 Focus on accomplishments and results
produced.

» |dentify strengths and development areas.




Comments are required for each rating except PW

EP = PW+ = PW-= NI = Needs DNM - Does
Exceptional Performs Performs Well Blsglelfe)ElnnE 9 hot meet
Performance Well Plus (no written expectations
rationale
required)
Performance Performs well Performance Performance Performance
consistently and IN all aspects of consistently consistently does not meet
significantly the job, Mmeets does not meet expectations
exceeds exceeds expectations and expectations
departmental expectations job requirements clgle

Improvement

and position in a few areas

IS required. W

ST. JOHN’S
UNIVERSITY

expectations




Completing Your Self Assessment

Seek agreement from your supervisor on the objectives you will assess in your
evaluation.

Write your self-assessment in a Word document.
Be as honest and factual as possible.
List all of your accomplishments from the year; note reasons for set-backs.

Include enough specific details so that your manager understands your
contributions.

Highlight changes in priorities that arose during the cycle.

Use the RED form to complete your self-assessment (copy and paste from the Word
document into the Formstack RED Form)

Send self-assessment to your manager prior to your performance discussion meeting.

Expect your manager to add comments accordingly.

Understand that your supervisor has final say.




Self-Assessment Samples

* | have been attending departmental meetings with the goal of making
suggestions to improve work processes, and one of my suggestions, XXXXxxX,
resulted in a change in procedures that has saved the department over $2,000 this
year alone.

« Despite the reduced headcount in our department, | have completed my database

project on time and $1,000 under budget. As a result, students can now access

their information in two clicks instead of four and the information is updated
Immediately instead of every 24 hours.

 During the past year, | documented 5 of 7 work processes that were used to train
new student workers hired by the department. The documentation resulted In
reduced time spent to train the student workers and now serve as desk

procedures.




Participating in the Performance Discussion

Refer to the employee's Make sure the Self-Assessment
list of accomplishments. 02 is complete before the meeting.

Managers will assign ratings to the
employee's objectives and
competencies based on self-
assessment and their own
observations and notes.

Write a summary of all
ratings (except PW) and
submit to the employee.

Discuss areas your employee
may wish to develop and/or
career interests they may have.

Discuss with employee the work
they have done, objectives
achieved, work left to be done
and career development.

O5.
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Tips for Conducting Virtual Feedback

Meetings

Plan on each
meeting to last
45-60 minutes.

Use your webcam

for these meetings

— it is important
that supervisors
and direct reports
see each other.

Supervisors should send to their direct
reports, via email, the SAMPLE RED
form complete with their narrative
comments and ratings at least 24
hours before the scheduled meeting.

Conduct the meeting

iIn-person, via

TEAMS, or WebEx

Meetings.

Discuss the present year’s
performance and toward the
end of the meeting discuss
next year’s goals.
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Tips for Conducting your Feedback Meeting

Focus on the priorities.
Describe specific situations or behavior.
Focus on the work; relate feedback to objectives and

expectations.

Balance positive and constructive statements.

Try to see things from the employee’s perspective;

share your own experiences.

Present corrective feedback in positive, actionable way.
Ensure that the employee understands by asking them
to summarize.

Follow up to monitor improvements and set follow up

dates.
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Additional Resources

HR Services Representatives

Karen Crowley
718-990-1502
crowleyk@stjohns.edu saiam@stjohns.edu

Marian Saia
718-990-2445

HR Services’ web page

Resources for Telework Success

Employee Assistance Program (EAP)

LinkedIn Learning

* New UIS Experience>Employee Resources
Card>Register for HR Training

* Training & Development web page

* HR Training & Development Professional Development
Workshops and Certificate Programs



mailto:crowleyk@stjohns.edu
mailto:saiam@stjohns.edu
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/human-resources-services
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/human-resources-services
https://www.stjohns.edu/about/leadership-and-administration/administrative-offices/human-resources/human-resources-services/work-home-tips-success
https://www.stjohns.edu/about/leadership-and-administration/administrative-offices/human-resources/human-resources-services/work-home-tips-success
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/employee-assistance-program
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/employee-assistance-program
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/training-and-development
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/training-and-development
http://signon.stjohns.edu
http://signon.stjohns.edu
http://signon.stjohns.edu
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/training-and-development
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/training-and-development
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/training-and-development
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/training-and-development
https://www.stjohns.edu/who-we-are/leadership-and-administration/administrative-offices/office-senior-vice-president-and-chief-operating-officer/human-resources/training-and-development

Employee Starts RED
Process

Empioyee 2 Mcm«aned«

completes employee's stated emplommeet.n
OBJECTIVES with OBJECTIVES and OBIECTIVES,
suggested WEIGHTINGS; WEIGHTINGS,

WEIGHTINGS and enters RATINGS
EMPLOYEE SELF- and MANAGER
ASSESSMENT SELF-ASSESSMENT

Employee submits Manager submits

and system sends and system sends

form to manager draft RED t0
employee

Manager signs and




Note: Training recommends
that you create an Outlook
emall archive folder for
yourself and label it RED
2025 to store the RED-
related emails you will
receive from HR and
Formstack.

) RED 2023

All employees will receive an
emalil from the Office of
Human Resources
transmitting a link to the RED
Form.

ST. JOHN’S
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Keaton Wong, J.D.
Associate Vice President for Human Resources

This time of year concludes the annual Recognize Excellence and Development
(RED) performance cycle at St. John's University. The Office of Human Resources
(HR) encourages employees and supervisors to take the time to check in with one
another, reflect on the previous year’s objectives and achievements, and prepare for
the RED process that runs from June 2 to August 1.

) RED 2024

The RED process is the method used to measure the progress we have individually
made in contributing to the University’s mission over the past year. All full- and part-
time staff and administrators who began their employment with the University
before April 1, 2025, are required to participate in the process by completing a self-
assessment on the RED form. All full-time supervisors are required to participate in the
process by completing year-end assessments on direct reports’ RED forms and
meeting with direct reports to provide feedback and set goals for the next review cycle.

_J) RED 2025
s
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om the HR Email

Accessing the REL

How You Can Prepare for RED

You will be asked to provide a
two-factor authentication code
IN order to access the RED
Form.

« Set objectives: Establishing clear expectations and accountability are key
components when crafting your objectives. Now is the perfect time to start
thinking about your objectives for the new cycle (6/1/25-5/31/26); review
competencies and mission/values; and develop a professional plan.

« Attend RED training. We strongly encourage employees (especially those who
are new) and supervisors to attend HR ftraining on the RED process. Training
sessions include an overview of the performance review process and
instructions on how to use the RED form. All training sessions are conducted in
person or virtually via a webinar. You can register on New UIS Experience to
attend training offered either in person or as a webinar. New UIS Experience
Tile >Employee Resource Card>Register for HR Training. To register for a
program, please follow the registration instructions. An instructional video is
available.

Click on Send code, enter the
code and chck on Verlfy

conn l‘}

Performance Management Training for
Employees (Nonsupervisory
Administrators and Staff)

erformance Management Training for
Supervisors

« Wednesday, May 14, 2:30-4:30 p.m.

« Wednesday, May 14, 9-11 a.m. (in
person)

« Thursday, May 15, 1-3 p.m. (in
person)

« Tuesday, May 20, 9:30-11:30 a.m.
(webinar)

« Wednesday, May 28, 1-3 p.m. (in
person)

« Thursday, May 29, 9:30-11:30 a.m.

(webinar)

(in person)

Thursday, May 15, 9-11 am.
(webinar)

Tuesday, May 20, 1-3 p.m. (in
person)

Wednesday, May 21, 9:30-11:30
a.m. (webinar)

Wednesday, May 28, 9-11 a.m. (in

person)

« New! Start your RED EvaluatiopNa
evaluation, speak with yourgpervisor and

! If you are ready to begin your RED

start the process early so you do not

miss the deadline. Please Llick here to acgess the RED form.

« Addimportant RED datds
RED process timeline.

alendar. Prepare for deadlines using our

e ST JOHN'S
NEIVERMILY

=

SMS Authentication

......




Accessing the RED Form from the HR Email

Result after you enter ST JOHN’S

your verification code: * UNIVERSITY
You will be brought to

Recognize Excellence and Developme nt(I LD) Emplovee Information

( ]
t h e R | D | O r m W I t h For instructions, click on an icon for the relevant stage of t erformance cycie below to learn more,

some of your personal
Information pre-filled

on the form. Scroll

through the form to
continue to complete
the RED Form.




Accessing the RED Form from the HR Webpage

Administrators & Staff

Business Affalrs Resources

3. Scroll down and

Employee Directory

click on Human ——
1. Login to the St. John's Resources within I

uuuuuuuuuuuu

website via stjohns.edu the Administration
& Staff menu —

Vincentian Mission Certificate Program

Vincentian Mission Institute

Administrative Offices

2. Scroll to o 4. From the

Current Students

the footer _ HR webpage, COVID-19 Employee +
Admitted Students . ,
and select sz click on Information
Faculty, s o Human
.« o B LGBTQIA+ Resources for
Administrat Staff Resources Employees T
ors & Staff Parent & Family Services

Employers Office of Human Resources

Antiracism Statement
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https://www.stjohns.edu/about/leadership-and-administration/administrative-offices/human-resources/human-resources-services/work-home-tips-success
https://www.stjohns.edu/about/leadership-and-administration/administrative-offices/human-resources/human-resources-services/work-home-tips-success

Accessing the RED Form from the

Human Resources Webpage

5. Scroll down to the section that reads Employee
Performance Management - Recognize Excellence and
Development (RED) and in the expandable section For All
Employees, click on the plus sign to expand the section

Employee Performance Management - Recognize Excellence
and Development (RED)

RED is St. John’s University’s annual, cyclical, performance management program for staff and administrators. To help employees

and supervisors get the most out of the performance management process, the following resources, tools and training are

provided:

For All Employees




6. Click on the RED Form at the entry, Access the RED
Form

For All Employees —

Access the RED Form (a Formstack document)
RED process for all employees
Formstack troubleshooting tips from the St. John's IT Service Desk
Beginning of cycle instructions and setting objectives (& PDF)
S.M.A.R.T. goals template (& Word)
Employee Competencies (&% PDF)
Supervisor Competencies (&% PDF)
End of cycle instructions and self-assessment &> PDF)

Professional development planning (& PDF)

Result: You will be brought to the RED Form with some of your personal

information pre-filled on the form. Scroll through the form to continue to

complete the RED Form. O




Completing the RED Form in Formstack -

Employee’s Information

CAUTION! You cannot save the
information in the RED Form.

Any partial entry will be lost upon
closing the form. When you are
ready to complete the RED Form,
copy and paste your information

from a Word document into the
RED Form or be prepared to enter
the information directly into the
RED Form in one session without
interruption. You cannot save
partial completion of information
added to the RED Form.

ST. JOHN’S
" UNIVERSITY

Recognize Excellence an ll‘ clopment (RED) Employes Information
NN, T an e - A manNce oyc e Selaw to
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Completing the RED Form in Formstack - o

ST. JOHN’S

E m ployee,s I nfo rm ation UNIVERSITY

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 nhot be able to
submit the form.

Enter the following on the RED Form: qp LS—‘I\-I‘{(IBRHSII\]I \5

1. Your First Name, Last Name, Job Title, St. John’s Email

ATTENTION: You Cannot Save This Form

address (confirm your email address) and XID number. Note:

You can find your XID number on your pay statement above

your name and SSN. »

.._Q

- liemie .
PRSI CRAANLY (YT

2.Select your School or Department from the drop-down

Mmenu.

3.Leave blank the field that asks for the Periodic Check In Date

since this is the final assessment.
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Completing the RED Form in Formstack -

Supervisor’s Information

Enter the following on the RED
Form:

1. Your supervisor’s First Name,
Last Name, and St. John's
Email address (confirm the
emall address)

2.Note: It Is mportant 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.

Verify supervisor's name before

you Submit RED Form!

Recognize Excellence and Development (RED) Supervisor Information

Please complete all information below:



Completing the RED Form in

For tips on how to write the
objectives/key responsibilities,
click on the arrow labeled
Beginning of Performance Cycle.

Employee's Objectives/Key Responsibilities - 60% overall weighting

Please enter the Objectives/Key Responsibilities set by you and your supervisor at the beginning of the
performance cycle.

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

BEGINNING OF RATING
PERFORMANCE CYCLE DESCRIPTIONS

Each year you are asked
to provide a weighting
that reflects the

i percentage of time you

#2 Objcive/Key Respansivilty Welghing feel you devoted to each
ST, | | objective during the past
oedneeaEe T year. The percentages
i should total 100%.

Formstack - Objectives

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.

Jbjective/Key Responsibility * #3 Objective/Key Responsibility Weighting

versity, Equi sion - Conduet mor

'USSION Ses 2 Equity & 15107

ort membe the Equity & Inclu

rtifices Il and spring semesters,

.:'_jif‘_’ fljr ‘_:': "_' _';1._ 1 an t Enter 2 number trom o - 200 | Leave Lield biank olherwise
1S |

Dbjective/Kev Responsibility #4 Objective/Kev Responsibility Weighting

ategic Planning and People Management
nage the training budge to esnure program
ids are met: identifv a wav COnV tt

X Py S, T B
pieineniatonli rrx 2023.

Jbjective/Key Responsibility #5 Objective/Kev Responsibility Weighting

stom Training Facilitation - facilitate
tomized training workshops as requested

e &
é
A :
%,

ST. JOHN’S
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Competency Section of RED o s

UNIVERSITY

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.

1. Provide Timely and Excellent Service: 7. Quality of Work:

4, Adapting to Change:

- ) ) AW cur. ] t odl ‘ Vi ~

i Demonstrates resiliency. Maintains effectiveness when faced with Provides accurate complete products and services
. s s . changes in direction, priorities, schedules, and responsibilities.

2. Diversity and Inclusivity: -

Demonstrates the ability to communicate across differences to create a f 8. People Management:

collaborative, collegial, and caring community. Actively seeks and : T
e S Sy ) N SN SN ke 1% A . 5. Collegiality and Teamwork: . . | .
considers perspectives and experiences from people different from ; Communicates with employees to set expectations, mentor, coach,

oneself, : . : L ci Caf ‘ ; b =
' Works collaboratively and respectfully within and across departments. support. Sets direction and leads team.

3. Shared Ownership/Accountability: & - Communication: 9. Planning and Strategic Vision:

Understands and takes responsibility for individual role in achieving

department/university-wide objectives i Communicates clearly, concisely, and respectfully in all interactions. Develops plans to support business unit objectives
GCPal Ui FIL/ L f =118 S 4 ) h- N

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

skills/lknowledge and abilities

during the past year. |ldentify

the skill, the action to be taken

and the results I.e., If the action

was completed during the past w7 e
year. Provide this information =~

Professional Development Plan
On the RED Form, there is
space to enter the steps you
have taken to enhance

to your supervisor so they

can enter this information on

your RED Form. Note: Also,
think of additional

development opportunities to

add to the RE
next year.

D Form for the

Professional Devel« pment Plan

0'!“'
r

PROFESSIONAL
DEVELOPMENT
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Completing the RED Form in Formstack - Self-Assessment

INn the box labeled Employee’s Self-
Assessment, write how you met each
assessment, click on the arrow objective. Where possible, provide data
to support how well you met the
objective. Also, address how well you met
Cycle. each one of St. John's competencies.

For tips on how to write the self-

labeled End of Performance

Employee's Self-Assessment

‘ . ' . ' ' I"i Il4 “A v-. : : : .‘ A L858 A 4 » . il :—.'.'v‘! Tl;.. },‘ ,._‘. 'I, :.. ,‘;l"'! ol i ..1‘. 4 .‘ ‘. : ~.I o 2 I_ t | | -.‘.‘ 3 r
For instructions, click on an icon for the relevant stage of the performance cycle below to learn more. i _' ot vk i w7 YT e D e g s el

<

END OF d tful cor le bot tside
> ask qu eded ST
PERFORMANCE CYCLE i e prio fibe deoaviing b TED aestotant and the shudent workers. Ukas entail sommn
!
Quality of Work — looks to submit a guality work product at all times. Is very mindful of the work the department produces and works hard to ensure that all work

products are professional, timely and error free

Important: Prepare and save your self-assessment in a
Word document before copying and pasting into the ®
Formstack RED Form. bl
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Submitting the RED Form to the Supervisor

When you are finished with the

self-assessment, click on | Form secured by Formstack
Submit Form to submit the self-
assessment to your supervisor.

¥ ST JOHN'S

You will recelve confirmation

that the form was submitted UNIVERSITY

v

successftully.

Thank You

The form was submitted successtully,



Email Notification that RED Was Sent to Supervisor

Upon submission of your
=D form 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 RE

Form.

ST. JOHN'S
UNIVERSITY
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Recognize Excellence and Development Employee Self Assessment for Complete - 6

(b hard L0 dOowmn e o pollures e piole ot p ‘ Dok pldvenleZ ook Qo Sl 01 jane p <L 10 DN eeilace

Workflow 10 6 | Date Completed: May 2, 2023 4:30 PM

Hello Efsen, thank you for submitting your Recognize Excellencs and Development (RED) Employss Self-Assessment! Bedaw youdll lind & copy of your submission 106 your records. Your supenvsor Lisa will 350 receive
a copy as well! Thank you so much for doing your part over the fast year! Your supervisor wall look over your objectives and your self-assessment and complete their portion of the review. Upon completion of thesr
part, both you and your supervisor wil receive s POF copy of your Recognize Excellence and Development (RED) form. 4t that poirt, you and your superasor should schedule & one-on-one meeting to disouss your

eualuation

Objective/Key Responsibility £1° a1 a weight of 50.

Design and Deliver Training Programs - Continue to deliver to the University Community ongeing tralnirg and dewvelopment workshops in both in.person and wabinar formats throughout the year with the goal of

achicving an ovarall avaluation of 50% very good/exceliont.
Objective'Key Responsibility £2° at 2 weight of 15:

Traong Administration - Weeky, download the online Canvas completion results for the mancatory training programs (dEcrimination, Active shooter Preparedness, Emergency Readingss, Titke 1X) and the SANS
Cybersocunsy training and upload the completions into Banner. Mosvtor the new hire i5ts ard enrall all new hires :to the required training programs bi-monthly,

Objective'Key Responsibility #3° at a weight of 15:

Traning AcminiStrasion - Weeldy, downioad the ontine Canvas compietion results o the mancatory Iraining programs [dscnmination, Active Shooter Preparedness, Emergency Readkiness, Tithe 1 and the SANS
Cybersecunty training and upload the completions into Banner. Moritor the new hire lsts and enroll all new hires into the required training programs bi-monthiy

Objective’Key Responsibility £4 at 3 weight of 10:
Strategi Planning and People Management - Manage the training budge to esnure program needs are met: identify 3 way to comvert the section's paper files to a digital format for impiementation in FY 2023,
Objective’Key Responsibility #8 at 3 weight of 10:

Custom Trareng Faclitation - faclitate customited training workshops 38 reguested

tmployee's Self-Assessment:

Chwectve 41 = Design and Delavery of Traiming Programs - From June 1, 2022, to May 31, 2023, o total of xxoox faculty, adjuncts, adrministiators, staff, pes deemns and students recssved traming n the programs
sponsored by Human Resowrces. OF the oot tradned, woo complated the training in Canvas, xxx completed the anline information Techaology training, ard the remaining were trained through a combination of in
person and webiner sttendance, Slightly mere people sttended the programs wia the webinar format, supporting the need to contirme to offer raming via webmar. During the past fiscal year, 2 rew training progra
ooxy, Was deveinped In anticipation of the Linlversity roll out of the program. For thoce programs faclitated by the Assackate Nirector of Training and Development, the S0% very gnod/exrsilent rating was
mairtained

As port of the delivery of the tralning prosrams, | respond daily to ematl and phone mguiries from learners regarding Canvas, | troubleshoot 1ssues with Canvas when they arise, and rezpond 1o Ingquines regarding th
cornpletion status of learners' mandastory training requirements

Chpactive 82 - Trainng Record Adminiztration

With the move to mare anline training, thare has heen an ncreace in the amaunt of time devated 1o tralning recard admnistration, A Stated in objactive 81, the training adriistaation in suppart of the deliveny of

the training programs has doubled In work due to the dual structure {In-person and webinar formats) that we have adopted.

Socerely,
St Jobn's University Human Resources

7189901065



Email notifying employee that supervisor submitted RED

After your supervisor
completes the ratings oo oo s s
a nd Su pe rViSO r’S @ ‘ :-.‘-- he_formstacki@stionns e 5 Reoly | %) Aaply # STl

the form, Formstack Externl Email
!
y y e
I Helo Elleen Cauliedd and Lisa Goldr ok, Attached you will Both find & nple Copy of the compretad Fecognize Sxcellence and Development (RED) form AL this point, you sheudd both scheddie a one-or-one
the finalized form
t | . e S u p e rV I SO r S u b I I . I tte d pieted your one-on-ane mesting and Lisa has sgned the document, Eileen Coutiedd wil De assygned 3 step and will need Lo sign they Recognize Excelience and Development [RED] forn
Once spnature is compiete, 3 signed unyatermarsed document v be seovt to both Eisen and Lisa Fallure to = N your agreed upon RED Form vl resuit in the RED process not Deing comprete

their ratings and
narrative to you, their o SO
employee, and transmits """

a sample copy of the ey i i
RED Form in PDF )
Format. &

., ST. JOHN’S
UNIVERSITY

SUn
whCereN



Sample Copy of RED after Supervisor submits RED

The sample copy has the
SAMPLE watermark on
the form.

Supervisors are required
to schedule a meeting
with their direct reports
to discuss the RED Form.

Narrative

Recognize Excellence and Development
(RED)

Employee’s Neme:  Eileen Caufiele Supervisor's Name:  Liss Goldrick

Tatle: Associate Director, Training & Development Tithe : Director

Emnil: caufiele @sthonns edu Emad: golcric\@rtjohns edu

Clunter. (S xiumde: . R

School or Department:  Human Resources Training & Development

Periodic Check ba Date: Final Assessment Date: 0573172023
Objectives/Key Responsibilitias — 60% overall weighting

Objectives Retng/Weght

#1 Objective/Key Responzibiity

Dengn 3nd Defiver Training Programs - Continue 10 deliver to the Unwernity Community ongoing E?

training and development workshops in both in-person and webinar formats theoughout the year with Weighting. 50%

the goal of achieving 3n overall evalustion of 90N very good/excellent

2 Objective/Key Responsibiny

Training Admisistration - Weeily, download the online Canvas completion resuits for the mandstery e

training programs [discrimination, Actve Shooter Preparedness. Emergency Readiness. Title IX) and the
SANS Cybersecwrity training and upioad the completons into Banner. Moalor the new bire ists and
enroll 3ll new hires into the reguired training program: bi-menthly

Weghting 15%

#3 Objective/Key Responsibdity:

Diversity, Equity & Inclasion - Conduct monthly discussion sessions for the Equity & Indusian cohort
mambers pursung the Equty & Inclusion Certificate during the f3ll and spring semesters  Identfy
identdy sources for inciusion in an anti-racism currscalum.

PWe
Weghting 15%

¥4 Objective/Key Responsibiity.

Serategic Pianming 3nc People Management - Manage the tramng dudge to esnure program needs are
met; dentfy & way 10 convert the section’s paper files ts 3 digital format for implementation ia FY
2023

Ep
Weghting 10%

#5 Objective/Key Responsibiity: O
Custom Training Facilzation - faciltate customized training workshops as reguested Weghting 10%
100%
Overatt Year-END RATING SCALE: OBIECTIVES & KEY RESPONSIBILITIES!
34
Competencies —40% overall weighting
Competencies Reung
1. Provide Timely and Excellent Service: EP
2. Diversity and Inclusivity- £p
3. Shared Ownership/ Accountablility: £e
4. Adapting to Change. EP
5 Colleginlity and Tesmwork: EP
6. Communication: £?
7. Quality of Work: &
SUPERVISOR'S ONLY
8. People Management:
9. Planmng and Strategic Visson:
OVERALL YEAR-END RATING: COMPETENCILS /ST. JOHN'S MISSION AND VALULS AT WORK EP

1|Page
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After Review Meeting has been held - Employee ..

UNIVERSITY

Signature Required

After the one-on-one meeting is held, The employee needs to access
supervisor signs the employee’'s RED the Formstack Workspace by
Form, and the employee receives a clicking on Visit Workspace to
workflow assignment requesting Complete Task to sign the
their signature on the RED. employee's RED Form.
_ ik i T e Or, you can access the
Workspace by clicking on the

Formstack tile from the

# 6 - Employee Signature (Recognize Excellence and Development Workflow v4.2.1) has been assigned to you

: dashboard
st1D: 6 | nce an [ low v8.2.1 *
f mpl m g with upery d turn nize € m form
had your one-on-one meeting with your supervisor, It is highly recommended that you reach out to them now to schedule a meeting and to not proceed further. If you have had your one-on-one
meeting, then please click the link below 1o login to Formstack and sign your Recognize Excellence and development (RED) form. 1t is necessary for you to login and countersign your form to B' f t k
complete the process. Once completed, a finalized PDF will be sent to you and your supervisor for your records ' 0 rm S ac
Instructions on this updated process can be found here,

isit Workspace to Complete Tasi

iving this email because you have heen assigned as a participant in a Workflow. To learn more, visit aur



Logging into Formstack to Sign the RED Form

Connect ng {0 B formstack

You may be asked to

provide a two-factor

authentication code In

order to access the @ oo
~ormstack Workspace. -

Click on Send code, enter
the code and click on -
Verify.

ST. JOHN’S
UNIVERSITY




Logging into Formstack to Sign the RED Form

Click on Recognize Excellence and Development
Workflow from the Formstack Workspace.

: § s Ketress
i3
o Recognize Excellence ong S !l
Developrment Warkflow w42 \

Welcome to your Workspace!

e &
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Logging into Formstack to Sign the RED Form

Click on the Workflow
corresponds to your R

and emall address that

D Form.

e &
é
A :
K
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UNIVERSITY



Logging into Formstack to Sign the RED Form

Before you can access the
RED Form YOU Mmay be Terms of Service Agreement
aSked to accept Please click to open and read the Formstack Formstack
—ormstack’s Terms of g g S T A
Se rVi ce. proceed to your Formstack account.
1. Check the box that i toiooe AN WA SO .
States, “YOU ha\/e read executed Agreement shall prevail.
and agree to all of the
above.”

2.Click on Proceed to
your account

You have read and agree to all of the above

%
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Logging into Formstack to Sign the RED Form

Notice the workflow

W h | | eont h e is identifying the

step as the employee

screen that signature
' ST OHN’S

d ISp\ayS your \‘ qp U\HJVFRQITY S

RED Form, click

on Open Form R
to open-up the =2
RED Form.

.....
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Logging into Formstack to Sign the RED Form 0%

Scroll through the RED Form until you arrive

at the

- Mmployee Signature section.

Note: At this point you have the option to ..t s
enter additional comments if you do not &
agree with the supervisor's comments or _
wish to provide an additional explanationir ..

response to supervisor's comments.

If you wish to add comments,
1. Select Yes In response to the question

that asks for additional comments
2.Enter comments in the text box
3.Enter First Name, Last Name, Date of
Employee Completion (Signature)

Result: You will receive confirmation

4.Click on Submit Form. that the form was submitted.



Logging into Formstack to Sign the RED Form

If you have no additional

comments to make, select No in S s s i e
response to the question that asks

if you would like to include &

additional comments,

1. Enter First Name, Last Name,

and Date when you complete b i il

the form. e
2.Click on Submit Form. T e[l o8

Result: You will recelve

confirmation that the form

was submitted. )

ST. JOHN’S
UNIVERSITY



Email Received Transmitting Final Copy of RED

Aft | d submit
— RED Form Complete! - Eileen Caufield | Submission ID: 1097364877
the RED Form, Formstack , | |
@ Office of Human Resources via Formstack <hr_formstack@stjohns.edu> () | 5D Reply | T Repiy AN » Forward | | B8 ve
sends to both the S e S =
) Click here 10 dovwnlosd pidure: y helo grolect your prvacy, Outicok prevented sutomalic down some piclures in this message.
| a th
supervisor anag you, c
° * External Email *I
employee, an emall
[ ] [ ]
n Ot I fyl n g y O u t h a t t h e Submission ID: 1097364877 | Date Completed | May 9, 2023 8:38 AM
Hello Eileen Caufield and Lisa Goldnick. Attached you will both find a finalized copy of the completed Recognize Excellence and Development (RED) form. We thank you for partaking in the Recognize Excellence and
p r O C e S S a S e e h Development (RED). Your submission has been uplozded on your behalf,
completed and
F k h St. John's University Human Resources
ormstack transmits a I
[} p—
fl n a | C O py Of t h e Q : ) t O If you experienced any issues with this form or with the following PDF, please open a ticket with Informaticn Technology

sUperviIsor.
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Logging into Formstack to Sign the RED Form

| n a d d iti O n to Se ﬂ d i n g a CO py Recognize Excelk(e;;;)and Development
of the RED form to the e e

Tithe:
£ ————
e o]

School or Departmaent: Human Resources

| | L4 Periodic Chack In Date: Final Assessment Date: 09/20/2022
e p Oye e a S u p e rV I S O r’ Objectives/Key Responsibilities ~ 60% overall weighting
Objectives Rating/Weight

#1 Objactive/Key Responsibility:

[
Design and Delivery of Training Programs - Continge 10 dalver to the Uneversity Community ongoing EP
trainng and development workshops in both in-person and webmar formats throughout the year with welghting 50%
the goal of achveving overall evaluation ratings of 80% very good/exceliant

#2 Objective/Key Responsibility:
Traiming Adownistration - On 3 weekly basis, download the online Canvas completion resuts for the
mandatory traning programs (annual discrimination for adjuncts, affiliates, full-time faculty and GAs e
m a n e S O r C e S a n and student workers; Active Shooter for all adjuncts, Emergency Readiness for aduncts and full-time weighting 15%
l I l I facuity; Title ix for adjuncts); and the SANS training of Core Security Traming, Recertification Trainng i
and P1l Traming on behalf of Information Technology and upioad the completions into Banner. MOnitor
the new hire lists and 2oroll all new hires into the required training programs
#3 Objective/Key Responsibility:

Surategic Planmng and Peopie Management - Manage the training budge 10 ensure program needs are eP
p O a e O a e met; identify a way 10 convert the section’s paper files 1o a digaal format for implemanatation in ¥ weightng 10%
l J I I I . I 2023

#4 Objective/Key Responsibility:
Diversity, Zquity & Inclusion - participate in the Academic Center ror Equity & inClusion’s Inciusive 43
Teaching institute; conduct monthly discussion sessions Sor the Equity & inclusion Cohort members weighting 15%
n pursuing the Equity & inclusion Certificate during the wintet and spring of 2022
e e r #5 Objective/Key Responsibility: P
[ ] Custom Training raciitation - facilitate customized training workshops as requested. weighting 10%
100%

OVERALL YEAR-END RATING SCALE: OBJECTIVES & KEY RESPONSIBILITIES:

We recommend that you -
download a copy of the PDF e

D Form and maintain it for — :
your records.
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Using Formstack to Complete RED Forms for
Direct Reports

I3 formstack

Formstack



Accessing Employee’s RED Form via HR Email: Option
#1 Click Here

When a direct report submits a completed D -
self-assessment, you will receive an emaill il S JOHN g

from the Office of Human Resources Qp [1 NIVERSITY

informing you that a RED Form hasbeen ...
submitted. You can click on the word here o s
IN the email to login into your Formstack coos s s e

account. iR

Important: Note the Workflow ID# that Cp——
appears in the email (#6 in the illustration). =™
Formstack Workspace to open-up the T S

employee’'s RED Form. New this year, the

employee’s email address will appear next

to the Workflow # but not the employee's . -
ame. ST. JOHN’S

UNIVERSITY



Logging into Formstack to Sign the RED Form

You may be asked to
orovide a two-factor
authentication code In
order to access the
Formstack Workspace.

Click on Send code,
enter the code and click
on Verity.

e &
3, &
O | &

4 N
RO

ST. JOHN’S
UNIVERSITY



Accessing Employee’s RED Form via HR Email: Option 1
Click Here

Click on Recognize Excellence and Development
Workflow from the Formstack Workspace.

SE % s Ketress
i
o Recognize Excellence ong IQ ‘l
Developrment Warkflow w42 \

Welcome to your Workspace!
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Accessing Employee’s RED Form via HR Email: Option 1
Click Here

Click on the # of the
assessment associated with
the direct report that
completed the RED Form.

Note: Click on #6 since that Is Assigned Tasks O Refresh
the number of the workflow

that was contained in the €@ Recognize Excellence and

email from HR. This year, the Development Workflow v4.2.1

employee’'s email address Is
assoclated with the workflow

AAAAA
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Accessing Employee’s RED Form via HR Email: Option 1
Click Here

Before you can access the
employee’'s RED Form, you
will be asked to accept

Terms of Service Agreement

Please click to open and read the Formstack Formstack ?

Privacy Policy, Software Services Agreement, and I:O r m Sta C k S Te r m S Of
Acceptable Use Policy. This is required before you can .

proceed to your Formstack account. Se rV| C e.

Please note that if you have a specifically negotiated -l . C h eC k t h e b OX t h at

Master Services Agreement with Formstack, the

executed Agreement shall prevail. states, “You have read
You have read and agree to all of the above and agree to all of the
above’
2.Click on Proceed to your
account.
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Accessing Employee’s RED Form via HR Email: Option 1

The R

Click Here

D Form for the direct report is displayed on the

screen. Click on Open Form (upper right of the screen).

qp ST JOHN’S

UNIVERSITY

ATTENTION: You Cannot Save This Form
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Accessing Employee’s RED Form via HR Email: Option 1
Click Here

View the direct report's RED Form and scroll through the form to
add your ratings and narrative. Note: The employee portion of the
RED Form will appear grayed out. You cannot edit what the
employee entered.

ATTENTION: You Cannot Save This Form
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Accessing Employee’s RED Form via Formstack Email:

Option #2 Visit Workspace to Complete Task

When a direct report submits a
completed self-assessment, you
will receive an email from
Formstack notifying you that a
RED Form has been assigned to
you. However, in the email from
Formstack, the name of the
direct report does not appear.
You can open the RED Form one
of two ways: (1) Click on Open
Form or (2) Click on Visit
Workspace to Complete Task.
The instructions on the following
slides are for Visit Workspace to
Complete Task, which is an
easler way to access the form
than the Open Form option.

From: noreply@formstack com <noreply @formstack.com>

formstack

©: Lisa Goldrick <goldrici@stjohns . edu>
Subject: # 6 - Supervisor Assessment (Recognize Excellence and Development Workflow v4.2.1) has been assigned to you

pervisorAssessment (Recognize Excellence and Development Workflow v4.2.1) has been assigned to you
qp ST JOHN ’S
‘ UNIVI RSITX

ent (RED) form. Please use the button below to login to Formstack Workspace and complete the

sit Workspace to Complete Task
ir Norkflo 3 learr re, vis 5

Note: #6 Iin
the red box
Indicates
the
number
Formstack
assigned to
the direct
report who
completed
the form.
This
number
correspond
s to the
number of
the
assessment
that has
been
assignecdso

l l f»qpf
S
O “, Q
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Logging into Formstack to Sign the RED Form

You may be asked to
orovide a two-factor
authentication code In
order to access the
Formstack Workspace.

Click on Send code,
enter the code and click
on Verity.
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Accessing Employee’s RED Form via Formstack Email:
Option #2 Visit Workspace to Complete Task

Click on Recognize Excellence and Development
Workflow v4.2.1 from the Formstack Workspace.

)
o\
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Accessing Employee’s RED Form via Formstack Email:
Option #2 Visit Workspace to Complete Task

Click on the # of the
assessment associated
with the direct report that
completed the RED Form.
Note: Click on #6 since that
IS the number of the
workflow and request |ID#
that was contained In the
emall from Formstack.
Note: New this year, the
employee’'s email address
appears next to the
Workflow # associated with
their RED Form.

forms Workspace

Assigned Tasks C Refresh

@ Recognize Excellence and
Development Workflow v4.2.1

#6 | caufiele@stjohns.edu
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Accessing Employee’s RED Form via Formstack Email:
Option #2 Visit Workspace to Complete Task

Before you can access the
employee’'s RED Form, you
will be asked to accept .

Formstac k’ S [erms Of fleofed'c :Ct s nd i Odme:ormi:m ;Ond

Acceptable Use Policy. This is required before you can

Se rvi Ce procéed to your Formstack account.

Please note that if you have a specifically negotiated

-l o C h eC k t h e bOX t h a t Master Services Agreement with Formstack, the

executed Agreement shall prevail.

States) “You have read Youhovereadondogreetoolloftheabove
and agree to all of the
:
above.
2.Click on Proceed to your

account. $

ST. JOHN’S
UNIVERSITY

Terms of Service Agreement




Accessing Employee’s RED Form via Formstack Email:
Option #2 Visit Workspace to Complete Task

The RED Form for the direct report is displayed on the
screen. Click on Open Form (upper right of the screen).

ASs 'i\ \\\\\\\\\

QP ST ]OHN’S
UNIVERSITY

ATTENTION: You Cannot Save This Form
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Accessing Employee’s RED Form via Formstack Email:
Option #2 Visit Workspace to Complete Task
View the direct
report's RED Form

and scroll through the

form to add your - (/)
ratings and narrative.
Note: The employee
portion of the RED

Form will appear T
grayed out. You

cannot edit what the

employee entered. ®

ST. JOHN’S
UNIVERSITY



Completing the RED Form for a Direct Report
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Adding Supervisor’s Personal Information

On the direct report's RED Form,
you Will be asked to enter your
personal information, that is, your

first and last name,

position title,

emaill address (you will be
asked to confirm your email
address)

XID number

department (select from the
drop-down menu)

skip the periodic check-in date
enter the date of the
assessment, for the year-end
assessment enter 05/31/yyyy.

Note: If you click on the images for the Beginning of
Performance Cycle, End of Performance Cycle and Final
Assessment, you will be brought to the instructions for each of

those phases.
Recognize Excellence and Development (RED) Supervisor Information

For instructions, click on an icon for the relevant stage of the performance cycle below to learn more.

2> o ®

BEGINNING OF END OF
PERFORMANCE CYCLE PERFORMANCE cycLe TINAL ASSESSMENT

Please complete all information below:

Supervisor s Name * Supervisor s Title * Supervisor's Email # Supervisor X-Number *
Lisa Goldrick Assoc. Director goldricl@stjohns.edu
Confirm Supervisor's Email *
goldricl@stjohns.edu
School or Department * Periodic Check In Date Final Assessment Date
Human Res. = 05:(131:(2023 | =
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3, &
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Entering Objectives Weighting & Rating

For each of your direct
’ ' ’ .
report’'s objectives, enter the => “&

T
llllllllllllllllllllllll

welghting of the objective
and your rating on it. Note:
The weighting must equal
100%.

Note: If you click on the
Reminder: The system will images for the

automatically assign a Beginning of
rating based on the weight Performance Cycle and

. Rating Descriptions,
of the objective and the you will be brought to

rating. In this example a the instructions for each
rating of EP Is assigned. of those phases.

Key Responsibilities:

.....
e &
é
A :
K
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Completing the Competency Section

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.

Competencies - 40% overall weighting

The Catholic and Vincentian tradition at St. John’s University is the foundation and the source of the core
values its members strive to embody: truth, love, respect, opportunity, excellence, and service.

The Mission and Values are expressed and integrated into the work at St. John's through the following
competencies.

Note: Click on
Employee

Please rate the Core Competencies listed below.

PETRA— Competencies for a

©

description of each

@ of the

competencies.

EMPLOYEE SUPERVISOR
COMPETENCIES COMPETENCIES

%
R
H £
° &
) &
S |
4 N\
RO
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Completing the Competency Section

Enter the rating for each competency. The system will automatically assign an overall
rating for the competency section based on your rating on each competency.

1. Provide Timely and Excellent Service:

2. Diversity and Inclusivity:

Demaonstrates the ability to communicate across differences (o create a
oflaborative, collegial, and caring community. Actively seeks and
G €OL c

3. Shared Ownership/Accountability:

Understands and takes responsibility for indiviagual rofe in achievin

Aanartmant/iin 2SS > e ohiactives
department/university-wiGge opjectives.

4. Adapting to Change:

Normanck foc rocihonr- RM=irbirne oafbartirarns Lok va e dae wirk
Lemonstrates resmnency. Mamiains effectiveness wnei 3 X VI

-hanges in direction, priorities, schedules, and responsibilities

¢l a ratin

1g for Shared Ownership

for Adapting to Change *

a rating for Timely and Excellent Service; *

1g for Diversity and Inclusivity: *

Accountability *

“

i

o

5. Collegiality and Teamwork:

2l b fara prisn v 7o f seirl resenarM aritf
Work S COligoorativelv and respecl uiny wil

6. Communication:

T e - b e rlanrhs 7~ ~fcaly
Communicates cieany, concisealy

7. Quality of Work:

Please select a rating for Collegiality and Teamwork ™

Please select a rating for Communication *

PW4

Please select a rating for Qualitv of Work ™

<>

a>

.....
e &
é
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K
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Overall Rating

The Final Rating for both the objective and competency sections is automatically
calculated by Formstack.

Overall Performance Rating: Year-End Assesment

EP Exceptional Performance (requires written supporting rationale)

PW+ Performs well in all aspects of the job; exceeds expectations in a few areas (requires written supporting rationale)
PW Performs well in all aspects of the job

NI Needs Improvement (requires written supporting rationale)

DNW  Does not meet expectations (requires written supporting rationale)

Comments required for each rating except PW

Final Rating:

PW+

55
e &
é
A :
%,
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Professional Development Plan

Purpose: To provide employees with an opportunity for professional growth and to
assist those who may be struggling with recommendations for ways to develop needed
skills and knowledge.

Professional Development Plan

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

PROFESSIONAL
DEVELOPMENT

Note: Click on the Professional Development icon to access
a description of the Professional Development Plan and its

PUrpose. N

ST. JOHN’S
UNIVERSITY



Professional Development Plan

On the direct reports’
RED Form, enter if the
employee completed
their Professional
Development Plan.
Verity that the
employee completed
the actions within the
time frame identified.
Also, think of additional
development
opportunities to add to
the employee’'s RED
Form for the next year.

Professi ml Develo 111w nt Plan

Click the icor
.‘ qh

PROFESS XXXXX
DEVELOPMEN

Note: The employee will provide you
with information on the development qp
plan completed. ST. JOHN’S

UNIVERSITY



Supervisor’'s Summary

Supervisors must Note: Click on the Rating

- - Descriptions for a description of the
prowde a narrative for ratings and behavioral descriptors

any objective or associated with each rating.
com petency ratl ng Objectives/Key Responsibilities - 60% overall weighting
Other tha n a PW Click the relevant icon below for tips on how to complete this section:

rating. Supervisors e Ty vy
must justify a rating of 9 &y

E p’ pW+’ N |’ DNM. PERFORMANCE CYCLE  DESCRIPTIONS

However, It IS

recommended that e sumsas

SUPETIVISOIS QUUIESS i s e e i diemie s, Dy p N

e a C h O bj e Ct ive a n d and webinar formats. A total of xxxx number of people completed training.
t Objective #2 — Training administration. XXXX Met the objective. They continue to effectively manage the training program.

Competencies

Timely and Excellent Service — XXXX excels at meeting deadlines and providing service to all staff members.
ST. JOHN’S
UNIVERSITY



Supervisor’'s Summary

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

Result: You will recelve
confirmation that the form qp ST. JOHN’S
Was submitted. UNIVERSITY

&

Thank You
The form was submitted successfully:



Supervisor’'s Summary

Upon completion of the
S u pe rVi SO r’S S u m m a ry, RED Fo'r>rj1 -Sample Co}m;?‘lete' - Eileen Cauf:e'ld | Submission ID: 1097364877
click Submit Form. sy

* External Email *

Submit Form :

Submission 1D: 1097364877 | Date Completed | May 3, 2023 2:25 PM

Hello Eileen Caufield and Lisa Goldrick, Attached you will both find a sample copy of the completed Recognize Excellance and Development (RED) form, At this point, you should both schedyule a one-on-one
meeting to go over the finalized form.

Form secured by Formstack

Once you have completed your ane-on-one meeting and Lisa has signed the document, Eidleen Caufield will be assigned a step and will need to sign their Recognize Excellence and Development (RED) form in
Formstack. Once signature is complete, a signed unwatermarked document will be sent to both Eilleen and Lisa. Fallure to sign your agreed upon RED Form will result in the RED process not being complete

Sincerely,

Formstack sends you and oy

your direct report an email

that the Supervisor g A A A s B
submitted their ratings and

narrative to the employee.

Both receive a sample copy &
of the RED Form..

ST. JOHN’S
UNIVERSITY



Sample Copy of RED after Sup
summary

Sample copy of the
RED Form contains
the SAMPLE
watermark. You are
required to schedule
a meeting with your
direct report to
discuss the RED
Form.

Recognize Excellence and Development
(RED)

ervisor submit

¥ sed 2

Employee's Name:  Lieen Coufiela Supervisor’s Name:  Laa Goldrick

Tithe- Associzte Drector, Training & Development Title: Director

Email cafiele@rtiohnzedu Ermail ioldndii. ok r:. edu

XNesnber: — XNumber:

School or Department-  Human Resources

Perodec Check In Date- Final Azzessment Date: 05/31/2023
Dbjectives/Key Responsibilitias — 60% overall weighting

Objectives Rating/Weght
¥1 Objective/Key Resporaibiliey

Desgn and Deliver Training Programs - Continue to deliver 1o the University Communaty ongoing w
training and development workshops in both in-person and webinar formats throughout the yesr with Weightng 50%
the go3’ of acheving an oversl evaluation of 90% very good/excellent

2 Objective/Key Responsibiley

Tramng Admunistraton - Weekly, downioad the enline (Ganvas completion resuts for the mandatory &5

training programs (ducrimination, Active Shooter Preparedness, Emergency Readiness, Title IX) and the
SANS Cybersecurity traming 3nd upload the completions into Banner. Monitor the new hire stz and
enroll all new hires into the requved trinning programs brmonthly

Weighung 15%

#3 Obyective/Key Responsibibey:

Diversity, Equity & Inclusion - Conduct monthly discussion sessiens for the Equty & Inclusion cohort Pwe.
member: pursuing the Equity & Incdusion Certificate daring the fall and :pfing semesters. Identify Weighting 15%
Identiy sources for nciuson in an ant-racsm cusriodum.
24 Obyective/Key Resporsibiaty:
Strategic Planning and Peopie Management - Manage the training budge 1o ssnure program need: are 34
met; identify 3 way %o convert the section’s paper files to & digital farmat for implementation in FY Weighting 10%
2023.
£5 Obgective/Key Responsibility- P~
Custom Trainng Faciitation « faciitate customized training workshops 32 requested Weighting 10%
100%
OvERALL YEAR-END RATING SCALE: OBJECTIVES & KEY RESPONSIBILITIES:
Ep
Competencies — 40% overa
Competencies Rating
1 Provide Timely and Excellent Service: [
2. Diversity and Indusivity: £
3. Shared Ownership/ Accountability- £?
4. Adapting to Change EF
S. Collegiality and Teamwork: g2
6. Communication: 133
7. v ¥ 3
Quality of Work =
SUPERVISOR'S ONLY
8 Pecple Management
9. Planming and Stretegic Vision
OVERALL YEAR-END RATING: COMPETENCIES [ST. JOHN'S MISSION AND VALUES AT WORK P
1|Page
oyrey 000 ]

ECCE

aws
% «
2% &«
S

-

7
)

ST. JOHN’S
UNIVERSITY
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Notice that a Review Meeting has been assigned

After the supervisor
submits the RED Form to
the employee, Formstack
sends to the supervisor an
emalil notitying them that
they have an additional
workflow to complete (one-
on-one meeting with
employee). The workflow,
in this case the
Performance Review
Meeting, will remain open
until both the supervisor &

employee sign the RED
Form.

Srome norrpty@tormatach Lon

{2 formstack

ootingli Recognize Excellence and Development Workflow v4.2.1) has been assigned to you

e ST JOHN'S
q » L'\]I\?IT.RSIT\' |

° &
3, &
O | &
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Notice that a Review Meeting has been assigned

After the meeting, the
supervisor needs to access the
Formstack Workspace by
clicking on Visit Workspace to
Complete Task to sign the
employee’'s RED Form.

Note: One can access the
Workspace by clicking on the
Formstack tile from the
dashboard.

Log Into Formstack and access
the Workflow |ID# (6) assigned
to the direct report.

14l formstack

# 6 - Performance Review Meeting (Recognize Excellence and Development Workflow v4.2.1) has been assigned to you

'q“p' ST. JOHN’S
L \lVl RSITY

Hee Exce

Hello, thank you for completing the supervisor portion of the Recognize Excelience and Deve Ioc'n (RED) form. This emall serves as 3 quick link to the Recognize Excellence and Development (RED)

form for your one-on-one meeting with your employes. Please do not com s this step untily ré having your one - on-one ng with your employes. At the conclusion of your mesting, you

may complete the step assigned to you, Your employee will then be sent a task J'.-l"g them to counter '.igt‘ thew Q('rc;rn:c ;l((‘”c'wcl.‘ and Development IR!'D:‘ form. Both YOU and your (--'"r;:h:','cc

must enter thelr Tull names as digital signatures to complate thesa steps, Please use the button below 10 login 1o Formstack Workspacs w
i on this updated process can be found

hen It 15 time Tor your ona-on-one maeting

Sincerely,
St. John's Univer ity Human Resour e
718-990-1865

isit Workspace to Complete Task

You are recelving this emall because you have been assigned as a participant in 3 Worktlow. To learn more, visit our help documentatic

— The Formstack Team

e &
3, &
O | &
et
Ay

ST. JOHN’S
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Logging into Formstack to Sign the RED
Form

You may be asked to
provide a two-factor
authentication code In —_
order to access the
Formstack Workspace.

Click on Send code, enter

the code and click on e w—
Verify. —



Accessing Employee’s RED Form via Formstack
Email: Option #2 Visit Workspace to Complete
Task

Click on Recognize Excellence and Development Workflow
from the Formstack Workspace.




Accessing Employee’s RED Form via Formstack
Email: Option #2 Visit Workspace to Complete
Task

Click on the # of the

assessment associated with fres e
the direct report that

completed the RED Form.

Note: Click on #6 since that Is Assigned Tasks O Refresh
the numlber of the workflow |
and request ID# that was O resopimes Mo wA

contained in the email from
Formstack.




Accessing Employee’s RED Form via Formstack
Email: Option #2 Visit Workspace to Complete
Task

The RED Form for the direct report is displayed on the
screen. Click on Open Form (upper right of the
screen).

ST OHN’S
=3 uv J

UNIVERSITY




After Review Meeting has been held - Supervisor
Signature Required

After the supervisor and employee conduct the one-on-one review

meeting, the supervisor should access the Formstack Workspace to
sign the employee’'s RED Form.

Recognize Excellence and Development (RED) Supervisor Signatures
aresd o . h N ¢ nla nlaaca ramnlata tha fallawdy ¢ below to finish the

Supervisor enters
their First Name,
Last Name and

Date you are
signing the form, if

different from the T Goldrick ol oo 3]s 5]

date you : -

conducted the

meeting.

ggf::f” Submit Result: You will receive confirmation that the form was e
submitted.

ST. JOHN’S
UNIVERSITY



After Review Meeting has been held - Employee

Signature Required

/ \ I t e r t | . e # 6 - Employee Signature (Recognize Excellence and Development Workflow v4.2.1) has been assigned to you

sUpervisor @ cusz
Sl gnst Ne @i formstack
employee’s
RED Form, the av %EJ\?}E{?IT?
employee .

# 6 - Employee Signature {Recognize Excellence and Development Workflow v4.2.1) has been assigned to you

receives a

workflow

assignment
reguesting R
their signature
on the RED. ===

- The employee needs to

access the Formstack
Workspace by clicking
on Visit Workspace to
Complete Task to sign
the employee’'s RED
Form.

Note: Alternatively, one
can access the
Workspace by clicking
on the Formstack tile
from the dashboard.



After Review Meeting has been held - Employee
Signature Required

Recognize Excellence and Develo ; nt ( } ED) Ei } | Signature

After the employee receives the email that = =
the su perwsor sighed the RED Form, the é

employee Is asked to sign the form.

Note: At this point, the employee has the

option to enter additional comments if they :
do not agree with the supervisor's comment: .

or wish to provide additional explanations in

response to supervisor's comments.

If employee wishes to add comments, - B BRI

1. Select Yes in response to the question that asks for additional comments
2.Enter comments

3.Enter First Name, Last Name, Date of Employee Completion (Signhature) ...
4.Click on Submit Form. W

ST. JOHN S
UNIVERSITY




After Review Meeting has been held - Employee
Signature Required

Recognize Excellence and Development (RED) Emplovee Signature

If the employee has no e
additional comments to make, &
select No in response to the

guestion that asks if you
would like to include
additional comments,

1. Employee enters First
Name, Last Name, and
Date when employee
signs the form.

2.Click on Submit Form.

Result: You will recelve confirmation that the form was
submitted.



Email Received Transmitting Final Copy of RED

After the employee signs e s s

ce of Human Resources vieg Formstack <hr formstack@stjohns.eduy >
© Eilean Caufield Tus 5/

Form, Formstack sends ‘ |
to both the supervisor
and the employee an
emaill notifying them
that the process has
been completed and
transmits a final copy of

the RED

ernal Emall ¥|

Submission 10: 1097364877 | Date Completed | May 9, 2023 8:38 AM

Hello Eileen Caufield and Lisa Goldrick. Attached you will both find a finalized copy of the completed Recognize Excellence and Development (RED)| form. We thank you for partaking in the Recognize Excellenc
¥ PY I b F ¥ l E f

Development (RED). Your submission has been uploaded on your behalf.

Sincerely,
St. lohn’s Uﬂi\fi‘!‘iity Human Resources

718-990-1865

If you experienced any Issues with this form or with the following PDF, please open a ticket with Information Technology

e &
§
A :
K

“
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Email Received Transmitting Final Copy of RED

Inal coples of the RED

orm are also sent to

uman Resources and
uploaded to Banner
Xtender.

Human Resources will
upload the ratings into
Banner, the supervisor does

not need to enter ratings
iInto UIS.

Recognize Excellence and Development
(RED)

Em ¥ Supervizor's lame.
Tihe: Tele
Em Emall:

Sohool or Depanment Heman Fezowrces

Revised B/&/200

Pariodic Chedk In DIt Final Assessmant DIte: 09/20/2022

objective v R yonsibilitie 60% overall welghting

objectives Rating/weight
71 Objoctive/say Responsibiity:

Dexgn and Deivery of Tranmg Frograms - Comtnue to delver 1o the Unwversey Commanty ongomg 44
traning aad deveiopment workshops in Both in person and webinar ormats throughout the year with weighting 50%
tha £0J of achiesing overall avaluation ratings of 0% vary good/ascalant.

H2 Objective) ey Responyibelity

Training ASMINSTITON - ONn 2 weekdy Da5s, Sownload the oalioe Carwas completion results for the

mandatocy trainieg peoiyams (amnual discrien ation for adjuscrs, affifates, fdl.oma faculty and Gas o

and stadent workers; Active Shooter for all aduncts, Emergency Aeadness for adancts and full-ome
faculty, Title ox for adjances); and the SANS training of Core security Trainng, Recerofication Trainng
and Pil Training on behalf of Infarmation Technology mmd upicad the competions inlo Baoner Monior
the new hire dsts and enrol 3l new hires Into the required training programs.

weighting 15%

25 Objective/say Responsibdity:

Srategx Planning and Peops Menagement - Mansges the traning badges 1o smours program nesds sie
met, identify 3 way to convert the saction’s paper files 1o » digital format for mplementaton in F7
2023

e
Weghting 10%

He Obgective/ ey Responsibdity

Dversey, Equity & inclusion - parncpate In the Academic Center For Equety & Inchesion’s Incuzive
Teaching nataute; conduct monthly dscusion seidont for the Zquty & mdusica Cohort membears
pursuing the fquety & nciusicn Certificate daring the winter and spring of 2022

P
Weighting 15%

nS Objective/ Key Responsibility: P
CUsSIom Training *acination - faciltane customied tra inag workshops 35 reguasted. walghting 105
100%
Ovrrall Yeaz-eno Ramng Scate: OBIECTIVES & KEY RESPONSIBSLITIES:
EP
Competencies — 40% overall weighting
Compeluncies | Rating
1, Prowide Timely and Excellent Sarvice: ] e
2, Diversity and InChasivity- | £
3. Shared Ownership/Accountability: | £p
4. Adaptag 10 Changs | (3
5. Collegislity and Teamwork ‘ L
6. (pmmug\gatpn' 1 1
7. Qualry of Work: | =
SUPERVISOR'S ONLY
4. Peopk Manage ment: { (1
9. Plansing and Steategic Vinion: A ond

1]

e ;’;k* i =
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Thank You

Please remember to complete the
evaluations.

HR Service Representatives:

Karen Crowley | 718-990-1502 | crowleyk@stjohns.edu
Marian Saia | 718-990-2445 | salam@stjohns.edu



mailto:crowleyk@stjohns.edu
mailto:crowleyk@stjohns.edu
mailto:crowleyk@stjohns.edu
mailto:saiam@stjohns.edu
mailto:saiam@stjohns.edu
mailto:saiam@stjohns.edu
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