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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

e Evaluating performance via

the RED form

o Objectives

o Competencies

o Professional Development

e Using Formstack to

Complete the RE

employees

D Form for
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Purpose of Performance
Assessment

e Creates a forum for open dialogue between
employee and manager.

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

e Clarifies mutually understood expectations
and provides a basis for measuring an
employee’'s ongoing performance.

e Provides opportunity for coaching and giving

feedback.




Stages of the Performance Cycle

throughout the year
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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

changed, manager
Employee submits  Manager submits can edit any or all

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

employee |
@y June 27 2025) Manager signs and

( By July 25 ) pemdusdeder

C By July 30 )

@y August 1, 2025




-

~

The RED Form Closes the
night of Friday, August 1,

2025. Sigh and submit your

-

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




Performance Weighting Breakdown

June 1st through May 31st

Obiecti Achievements, results, outputs measured
JECHIVES 60% | What |interms 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 Plan How to| Opportunities to
grow or improve




Performance Planning: Objective Setting

e Occurs at the beginning of the cycle. Foundation for the
whole process.

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

e Gives you the opportunity to provide input about how to
perform your job.

e Helps you stay on track and remain clear on changing
priorities throughout the cycle.

e Positions you for success; eliminates surprises.

e Focuses on the results of your work.

e Aligns the institutional priorities throughout the
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organization so that we're all working toward the same end. ST. JOHN'S

UNIVERSITY



How are Objectives Developed?

STRATEGIC PLAN (Five Foundational Themes)

\’

DEPARTMENT’S GOALS

J

YOUR MANAGER’S OBJECTIVES

\’

YOUR OBJECTIVES




Guidelines for Writing Performance Objectives

Think About:
e How to translate tasks into results and differentiate between a task and the
expected result(s) of the effort.

e The specific results you will be held accountable for.

e Why are you doing this? How will you know if your goal has been achieved?
e \WWho receives the service you provide?
e \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 2 - July 25 JFUSURL

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 S M.A.R.T. criteria

e Specific

e Measurable

e Attainable
e Relevant

e 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 Success, etc., with a very

good/excellent rating of 90% and ensure participation rate is consistent with targets 359%

Objective 2 - Complete the certificate tracking project so that each active

administrator and staff member has a completed profile established in the Excel o

spreadsheet by May 31, 20xx. 25%

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

evaluation and review questions, by April 30, 20xx 20%

Objective 4 — Develop and pilot Adapting to Change by August 31, 20xx. Train 25 >0%
0

people by 12/31/xx with a very good/excellent rating of at least 90%.

Objective Totals

100%  stjorns

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

John’s through the following competencies: Communication
excellent service

Diversity
&
Inclusion

Collegiality &
Teamwork

Shared Ownership

Adapting to Change n
& accountability PHNE 5 L

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

John’s through the following competencies: Communication

excellent service

Planning &
Strategic

Vision Collegiality &
Teamwork

Diversity
&
Inclusion

Shared Ownership Adant cr
L L ange
& accountability ApHIs 1o 5 ®

ST. JOHN’S
UNIVERSITY



Beginning of Performance
Cycle: June 2 - July 25

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
e Partner with employee to establish plan to develop DEVELOPMENT

knowledge, skills and abillities;
e Provide a timeline within performance review
period for progress
e 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, or

areas for iImprovement

Any changes in objectives during the reporting period must

be discussed with the employee and signed and dated by

both manager and employee

'Hﬁv' No rating and no paperwork submitted to HR

ST. JOHN’S
UNIVERSITY



End of Performance Cycle

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

e 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.

e 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 formm CLOSES on August 1.

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

e 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 ST. JOHN’S

UNIVERSITY



ST. JOHN’S ' l
PRIVHET NOTE: IF YOUR MANAGER
Writing Comments IS NEW THIS YEAR, YOU
SHOULD SHARE WITH
e Consult your performance log. N U O RL AS T

YEAR'S RED FORM THAT
e Ensure that comments include specific, VERamG 0N LB R E Do

factual and descriptive examples that are C ; 0 [M ‘ M: E N 'l
Jjob-related and behaviorally written. ' ' '

e Make sure comments match the rating.

e Strive for clarity.

e Focus on accomplishments and results

produced.

e |dentify strengths and development areas.




Five-Point Rating Scale

EP =
Exceptional
Performance

Performance

consistently and

significantly
exceeds
departmental
and position

expectations

AV,VE =
Performs
Well Plus

Performs well
IN all aspects of
the job,

exceeds

expectations

INn a few areas

PW-=
Performs Well
(no written
rationale
required)

Performance
consistently
meets
expectations anad

job requirements

NI = Needs
Improvement

Performance
consistently

does not meet

expectations

and
Improvement

IS required.

DNM - Does
not meet
expectations

Performance
does not meet

expectations

. Aids .
:
2 H
3 é
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Completing Your Self Assessment

e 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)

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

e EXxpect your manager to add comments accordingly.

e Understand that your supervisor has final say.




Self-Assessment Samples

e | have been attending departmental meetings with the goal of making

suggestions to improve work processes, and one of my suggestions, XXxXXxxX,
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

Complete your Self-Assessment before
the meeting. Be objective about the
things you did well and the areas where
you could have done better.

Refer back to your list
of accomplishments.

Be prepared to discuss
your Self-Assessment
during the meeting with
your manager.

Discuss areas you would like to develop
and/or career interests you may have.

Be open to feedback
and ask questions if you
don’t understand
something.
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Tips for Conducting Virtual Feedback
Meetings

Use your
webcam for
these meetings
— 1t is
important that

Plan on each

meeting to supervisors and
last 45-60 direct reports
minutes. see each other.
Conduct the Discuss the

Supervisors should send to uet |
their direct reports, via meeting in- present year’s

email, the SAMPLE RED person, via performance and
form complete with their TEAMS, or toward the end

narrative comments and WebEx Of the meeting
ratings at least 24 hours Meetings. discuss next

before the scheduled year’s goals.
meeting.
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Additional Resources

HR Services Representatives

Karen Crowley Marian Saia

718-990-1502

718-990-2445

crowleyk@stjohns.edu saiam@stjohns.edu

HR Services’ web page

Resources for Telework Success
Employee Assistance Program (EAP)
LinkedIn Learning

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

e Training & Development web page

e 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/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/training-and-development#linkedin-learning
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#certificate-programs
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#certificate-programs

Employee Starts RED Process
June 2, 2025




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

ST. JOHN’S
N4 UNIVERSITY
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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.

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.

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
recelve from HR and
Formstack.

RED 2023

B

B

RED 2024

B

RED 2025




Click on the RED Form link. You will be asked to provide a
How You Can Prepare for RED two-factor authentication code

» Sof objectives: Establizshing clear expectations and accountability are key i n O rd e r to a CceSS t h e R E D I:O r m R

components when crafting your objectives. Now is the perfect ime to start
thinking about your objectives for the new cycle (6/1/25-5/31/26); review
competencies and miszion/values,; and develop a professional plan.

Attend RED fraining: We strongly encourage employees (especially those who C | i C k O n Se n d COd e, e nte r t h e

are new) and supervisors to attend HR fraining on the RED process. Training . °
zeszsions include an overview of the performance review process and COd e a n d C | | C k O n Ve rlfy.
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 UI5 Experience to

attend training offered either in person or as a webinar: New UlS Experience s
Tile *Employee Resource Card>Register for HR Training. To register for a

program, please follow the registration instructions. An insfructional video is

available.

i
Lo

;onnect ng 1o [ formstack

FPermormance Management Training for Ferfarmance Management Training for

Fmployees (Nonsupervisory SUpervisis
Adminisfrators and Staff)
« Wednesday, May 14, 2:30—4:30 p.m. e ST JOHN'S
« Wednesday, May 14, 9—11 a.m. {in {in person) T
person) Thurzsday, May 15, 2-11 a.m.
Thurzsday, May 15, 1-3 p.m_ {in {webinar)
person) Tuezday, May 20, 1-3 p.m_ {in @
Tuesday, May 20, 9:30-11:30 a.m. person)
(webinar) Wednesday, May 21. 9:30-11:30
Wednesday, May 28, 1-3 p.m. {in a.m. {webinar) e g
person}) Wednesday, May 28. 9-11 am_ {in
Thursday, May 29, 9:30—11:30 a.m. person)
(webinar)
e ™ |
New! Start your RED Evaluation Maw! If you are ready to begin your RED
evaluation, speak with your syfervisor and start the process early so you do not verily

miss the deadline. Please cljck here o 3Ccess the RED form.

Add important RED dates to your calendar. Prepare for deadlines using our
RED process timeline.




Accessing the RED Form from the HR Email

Result after you enter your W ST. JOHN'S

* UNIVERSITY

verification code: You will be
brought to the RED Form
with some of your personal - .’ 5 .
information pre-filled on R
the form. Scroll through the
form to continue to
complete the RED Form.




Accessing the RED Form from the HR Webpage

Administrators & Staff

3. Scroll down and
click on Human

. Resources within the
1. Login to the St. John’s Administration &

website via Staff menu
stjohns.edu

2 ScrO" tO Information For 4 FrOm the Payroll and HRIS

Current Students
the footer B 5 HR webpage, |
Admitted Stndents CIiCk on Recruitment

and select
Human

Faculty,
Faculty, Administrators & Resources Training and Development

Administrat stafl

Parent & Family Se rViCeS
ors & Staff o Human Resources Services

AGNUS.
g H
g g
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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 5t. John's University’s annual, cyclical, performance management program for staff and administrators. To help emplovees
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

Access the RED Form (a Formstack document)

&4 RED process for all emplovees

Formstack troubleshooting tips from the 5t. John's IT Service Desk
Beginning of cycle instructions and setting objectives (&% PDF)
S.MLART. goals template & Word)

Employee Competencies =:_|ﬂ-| PDE)

Supervisor Competencies | &% PDF)

End of ovele instructions and self-assessment :;_é, FDF)

Professional development planning (&3 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.



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.

-
I)-
-

Recogenies Excellenoe and Doevelopment CRED) Employes Information
natracticns, S on B ioan far the retevant stage ot toa pariormance e below by M more,
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Completing the RED Form in Formstack - ®

Employee’s Information

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

ST. JOHN’S
UNIVERSITY

enter the required demographic information. Note: Some of the information

will be pre-filled for you. Any field mar
enter information; otherwise, you will

Enter the following on the RED Form:
1.Your First Name, Last Name, Job Title, St. Jo

address (confirm your email address) and XID

Note: You can find your XID number on your pay

statement above your name and SSN.

2.Select your School or Department from the d

menu.

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

Date since this is the final assessment.

Ked with an asterisk requires you to
not be able to submit the form.

ST. JOHN'S
H UNIVERSITY

NUM ber ATTENTION: You Cannot Save This Form

hn's Email

Hlence and Development (RED) Emploves Information

-

LR e FmL oF

rop-down
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Completing the RED Form in Formstack -

Supervisor’s Information

-nter the following on the RED Form:
1.Your supervisor's First Name, Last
Name, and St. John’'s Email address
(confirm the email address) before you Submit RED
2.Note: It Is Important that you enter Eorm!
your supervisor's St. John's email
address because when you submit
the form, the form will be sent TO the | —
emall address of the supervisor
whose name you entered onto the

form.

Verify supervisor’'s name




Completing the RED Form in Formstack - Objectives

For tipS on how to Write the Write down the objectives (one objective per box) that
ObjeCtiveS/key reSPOnSibilitieS, reflects the major work performed during the

CliCk on the arrow |abe|ed reporting cycle. Note: You should have between 3-5
Beginning of Performance Cycle. major objectives.

. e LI T R o T . i :
Employee's Objectives/Key Responsibilities - 60% overall weighting ersitv. Enuity & Indiusion - Conduet monthi
Please enter the Objectives/Key Responsibilities set by you and your supervisor at the beginning of the “L_::_.,nfﬁ:f‘*;f'_“i__,l_ F,Iﬂ.':‘l']"““
performance cycle. fificate during the fall and spring semesters. B 3
mitify J':‘I_.%'_'_'.Il" souTees tor inclusion 1n an anti- Enter a numner fram o - 100 | Leave [ield biank otherwize

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

£4 Objective/Kev Responsibility Weighting

BEGINNING OF RATING
PERFORMAMNCE CYCLE DESCRIPTIONS (36
Ateay YR ] Ped 3 ant i

EaCh y ea r y OU a re aSked Jbjective/Key Responsibility £5 Objective/Key Responsibility Weighting
- to provide a weighting o gl e
 Objective/Key Responsibilit #2 Objectve/ Key Respansbilty Weightin that reflects the N
percentage of time you
S objective during the past o
o year. The percentages gt eganl iooN W

should total 100%. ST. JOHN’S

UNIVERSITY




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:

E . I Vi 5 I._-I |r- I ? I lr | Il-l ViC 5

'+ Demonstrates resiliency. Maintains effectiveness when faced with Provides accurate complete products and service
y 2 10 . changes in girection, priorities, schedules, and responsibilities.

2. Diversity and Inclusivity:

Demonstrates the ability to communicate across differences to create a B. FEDP|E Management:
collaborative, collegial, and caring community. Actively seeks and . 5. Collegiality and Teamwork:

considers perspectives and experiences from people different from 5 4 g Y :
oneself,

Communicates with employees to set expectations, mentor, coach,

= = = = o ey o s - [ -y
Works collaboratively and respectfully within and across departments. support. Sets direction and leads team.

3. Shared Ownership/Accountability: B B enlian: 9. Planning and Strategic Vision:

Understands and takes responsibility for individual role in achieving
department/university-wide objectives.

Note: Competencis #8 & 9 are for administrators who
supervise non-supervisory administrators and staff.

i Communicates clearly, concisely, and respectfully in all interactions. Develops plans to support business unit objectives



https://www.stjohns.edu/sites/default/files/uploads/170222_competencies_for_supervisors.pdf

Professional Development Plan

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

additiona
opportun

skills/lknowledge and abilities
during the past year. |dentify
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 so they can
enter this information on your
RED Form. Note: Also, think of

development

Ities to add to the RE

Form for the next year.

Professional Development Plan

“Naa

PROFESSIONAL
DEVELOPMENT

AGi0s
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ST. JOHN’S
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Completing the RED Form in Formstack - Self-Assessment

For tips on how to write the In the box labeled Employee’s Self-

Assessment, write how you met each

self-assessment, click on 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.

the arrow labeled End of

Performance Cycle.

Employee's Self-Assessment

......... From tal o strator
& f i LI K ¥ 0
structions, click on an icon for the relevant stage of the performance cycle below to learn m raine n a: nore pe
ntin ; g Drogr
L gral and Develop
ﬁ dadly ¢ ot iss
I ¥ 51
U Y
END OF Communication — models a direct. open, respectiul communication style both in and outside the classroom. Communicates directly with colleagues and clients to
achieve the goals of the department. Is willing to ask questions when needed to move the work projects forward, is not afraid to offer an opinion or to speak up when
PERFORMANCE CYCLE further information is needed. Communicates the priorities of the department to both the T&D assistant and the student workers. Uses email communications
effectively to achi e the work of the department.
Quality of ¥ ubmit 11 Is very mindful of the work tt part d d 1l work
i

Important: Prepare and save your self-assessment In a
Word document before copying and pasting into the
Formstack RED Form. e

ST. JOHN’S
UNIVERSITY
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Submitting the RED Form to the Supervisor

When you are finished with the

self-assessment, click on Submit Form secured by Eormstack

Form to submit the self-
assessment to your supervisor.

You will receive confirmation
from Formstack that the form
was submitted successftully.

qp ST. JOHN’S

UNIVERSITY

v

Thank You

Ihe form was submitied successinlly,



Email Notification that RED Was Sent to Supervisor 7.

Upon submission of your
D form to your
supervisor, you will recelve
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.

ECCE

AINa3
e,
RFecTI0

UNIVERSITY

Recognize Excellence and Development Fmployvea Self Assessment for Complete - &
2| | peoy ]

|=

wWitorifiow B0 6 | Date Completed: May 2. 2023 4:30 FM

Hello Ellssn, 1hank you for submnilting your Recognice Excellance and Devedopmsl (RED) Employes Ssil-Assesamant| Beaw your'll lind & copy ol pour submission for your records. Your supearvieor Lisa will sk recaive
A copry asweet | Thank you soomaech I‘-:h'-:l'"rlg yorur part over the fast yesr! Your superyisor will look over your ohjectves snd your sf-asssssmend and complete their portion of the revies. Upon completion of their
part, bBoth you snd pour SUESTISor W | receipe & FOF copy of your Hecognips Lroslsnge s [msy= b pre=ni |:II I"_-‘"rrru &t thal poard, wou AN Y our SURESraSCE should sch=dul= 8 gne=an-on= me=sfing bo sy your

evauation

Objectiveey Responsibility 217 51 2 weight of 80:

Dasign and Oelives Training Programs - Contirae to dolivar b the Linkversity Commundy angoing tralning and dewslopmant warkshops in bath in-person and webinar formats throughout the year with the goal of
achivsing an ovarall evaluation of 30% very good feecellent.

Objective'Key Responsibiity 82° ot a weight of 152

Traiming Administration - Weeky, download 1he onling Camvas completion nesults for the mancatory ralning programs [discriminstion, Acthve Shaaber Preparednedd, Emergency Resdiness, Tl IX) and the SANS
Cyhersacunty training and opioad the comphetons into Banser. RMondtor Thie new hirg sts and enroll all new hines #700 the reguined Training programs b-monthly.,

Objeciiveey Responsibiity 83° ot 3 weight of 15

Traning Aceinistrasion - Weeldy, fownload 1he onbng Canvas compieticn results for the mandabory training programs [discrimination, Acthee Shooter Preparedness, Emerpency Readiness, Trike U0 and the SANS
Cyberseoanty training and wupload the complebons inko Banner. Aontor the nesw hire lists and enroll all new hires into the requined training programs bi-monthiy

Objective’ley Responsibiity #4 ot 3 weight of 102
Strategic Planning and People Management - Manage the tranng budge to esnume program need's are met; idetify 3 way to comvest the section's paper files to a digrtal format for smplementation im By 2023
Objective'Key Responsibiity 28 ot 3 welght of 102

Custam Trareng Faclitstion - Taclitate customibsd training warkahops 48 regquested

bpluges’s Sell-dssessiment:

Chesctve 1 = Design ard Deleery of Traiming Programs - Fram Jupe 1, 2022, to Mey 31, 2023, & todal of g Faculty, adjancts, adrministrators, stafl, per deemns and students recerved tramimg m the progrems
sporisaded by Human Resmsrces. 0F ths mono trained, ooc complatad the training in Canvas, wis completad tha anlirs infremation Technnlomy training. ard the remalning were fralnad theough & combination of in-
person and webinar attendancs. Sightly more people stiended the programe wia the webinar format, supporbing the resed to conbirre o offer traning via sebmar. Durng the pest fiscal year, & res Lraiming progra
o, was develnped In antidpation of the Lindwersity redl cut of the program. For those programs faciltated by the Assackate Nirector of Training ard Develngment, The W% very poad)/eersilent rating was
mairdained

&5 pnart of the delivery of the trainirg prosrams, | respend daily to emall ard phone inquiries from learners regarding Canvas, | troubleshiook issees with Carnvas when they arise, and respond o inquiries regarding th
ooampletion status of learmers' mandatory trainng requinements.

Chgsctive A2 - Training Fecond admini=tration

With thie mese B e anline training, there has keen an ncreace in the amemind of tire devated ta tralning recard admnistratinn., A stabed in objectiee 21, the training admranistation in sippart of the delbsery o
the training programs has doubled in work due to the dual structure {in-person and webirar farmats) that we have adopted.

smcerely,
&t Johm's Unisersity Human Hesources

T1R-9%-1RR5



Email notifying employee that supervisor submitted RED

After your supervisor

completes the ratings

and suy perv'sor’s @ :: R ——_— ¥y Moty A4 i |
the form, Formstack T

sends you and your

supervisor an email that ﬁ ', ) . H » p o

the Supervisor submitted| =700 S e
their ratings anc b St A b Stmoncreias
narrative to you, their R

employee, and transmits|

a sample copy of the
RED Form in PDF
Format.
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Sample Copy of RED after Supervisor submits RED

Narrative

Recognize Excellence and Development
(RED)

Employes's Heme:  Eileen Caufela Laperwsors Neme:  Lisa Godorck
Tanke: Basetiate Direeter, Traming & Dewelogment Tithe : Directn:

Emmil: caufeleBriohns ey Ermma poicriciBrpahns ey
X M i i -

xreumse

Heman Resources Training & Development
Fusal Aisedsment Date 05385 002%

Semoed or Department:
Permidet Check ks Date:

The sample copy has the

Amoper A4

Objectives/Key Responsibilities—60% overall weighting
| Obpcties | Enting/Weight
[ 5 'l:lh-'r:d.'i'lt.l"r[ Reepznadifity
Deogr and Defver Trainng Programs - Comtmue 1o delver to the Unnernity Com mursty angoing ER
raififig b development warlahepd @ Db if-pefsan bhd sebinds fodm ot throughaul LhE pear with ‘Weighting. 0%
tha poal of achieving am overall evalustion of B very pood/wecellont
F1 Obpectwwe) ey Besponshadiby
f Training Admisdtsution » Wethly, download the anlise Cifivad somplelian fesults for the mandatary Ep
the form.

trainimg programs | dipcrimiemgtion, botye Thooter Preparednecs. Emergensy Beadinass. Trele X)) and the
SANS Cyberseouniny wrabing and uplssd the com pletans into Banmer. Moshor the new bire §as s

warall all new hires ivio the reguined training programs bismanthly

Weehting 15%

731 Obpectrve/ i ey Besponsshabrty

Diiversity, Equity & Inclemon - Condwtt mombly discussiss sessmns For the Equicy B Inelusisn cobart
memsers purtuing the Eguty B inclgpion Certificate during the f2ll and spring semecters.  Identify
seAt?y Sournes Tor MCsUSBn iR &0 anbTeclsm currcalum.

P
Weghting 15%

H‘Dh'rrﬂ.i'rl.l'lr[ Reaponasbifty

° ° farstegic Pinming 3o Peogle Maragement - Maoge the trereng budpe to ssnure program needs are EP
e rV I S O rS a r e r e I rl e d el adEnCMy & way 18 COAVERL the 3ecnar™s paper fles s 2 digial farmat for omple mermatian ia FY | Weightmg 1%
3 l I I ’ ‘ I l I p0z3 |
F4 Dbpectrve) Bey Bespongbdity: | [
Custerm Training Facil2ation - feeiltite fusbamizes fraining wafizlopd B9 fECueitod Wieghting 1%
° | 100%
to SCl I€ Ed u |€ E a I I |€ Ee Etl I Ig Overall YeAR-END RATING SCALE: DBICCTIVES & KEY RESPONSIBILITIES:
EF
ith thelr direct report
W I I r I r r r S Competencias —40% overall weighting
° _ CammpetEndies EsLnd
1. Prowide Tirscly mmd Excellent Service: | EP
O AIsSCUSS e RLC orm 2 Sy b o
— L4 3. Skared Owmerchipd &oop usiabilivg: Ep
4. Adspting te Change. | EP
5 I;'u-"-[inli'l'!l mmd Teamereork: 1 ER
6. Commemnication: ] EP
7. DOuslity of Wark: |
EP
i
SUFERYIS0R'S OHLY
H. People Manage ment: |
2 Plnneng wed Strategic Visson I
Owrerall YEAR-FMD RATING: COMPETENCIES .Ir.'n-T. JOHN"S MISSHON AND YALULS AT WORK EP

11F

iz T

ouvanga

=

ST. JO
UNIVE

%
ﬁNp
O

€

“aeectio

ay

HN’S
RSITY



After Review Meeting has been held - Employee &

ST. JOHN’S

Signature Required

After the one-on-one meeting is helqd,
supervisor signs the employee's RED
Form, and the employee receives a

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

workflow assignment requesting their
sighature on the RED.

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

o rrepy@fornsacco @ © feply | % RephAl | -3 Forwerd | | I

n| mgttick o me a0 d Bad Bare

Request 1D: g / vl 2.1
r completing your one-on-ane mesting with your supervsor and now it is your turm to counter sign your Recognize Excellence and Development (RED) form. If you have not yet d a S I . bO a rd
e e ting wlth vour = 'F""""I'"' It i h'[:l'i recommended that vou resch out to them now to schadule a maeeting and to not proc eod further, |f vou have had yvour one-on-one °
lick the link balow o login to Forr vl sign your Recognite Excellence and developmaent (RED) form. 1L is necessary Tor vou to login and countersign yvour form ta
2 inalized P o you and your supenvisor for your records

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

%

t 1D 6 | Recoenize Fucellence and Dey |'\'||'rr!r1“||'\:'|':‘ Wioarkflos: wd. 2.1

Inestrunctiios dated process can be found hers,

[4) formstack
5t John's University Human Resources

T1E-990-1865




Logging into Formstack to Sign the RED Form

Connecting to @ formstack

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
Verify.

AAAAA
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Logging into Formstack to Sign the RED Form

1.Click on Recognize Excellence and Development

Workflow.

2.Click on the Workflow # and email address that
corresponds to your RED Form.

Assigreed Tasks L} Refresh

Welcome o your Workspace!
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Logging into Formstack to Sign the RED Form

D

Before you can access the R
-orm, you may be asked to
accept Formstack’'s Terms of
Service.

1.Check the box that states,
“You have read and agree to
all of the above.”

2.Click on Proceed to your
account

Terms of Service Agreement

Please click to open and read the Formstack Formstack
Privacy Policy, Software Services Agresment, and
Acceptable Use Policy. This is required before you can
proceed to your Formstack account.

Please note that if you have a specifically negotiated
Master Services Agreement with Formstack, the
executed Agreement shall prevail.

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

While on the isidentifying the

step as the employee

screen that sighature
displays your & EEIL?Q?TT?

RED Form, click
on Open Form

to open-up the S O
ST. JOHN’S

UNIVERSITY



Logging into Formstack to Sign the RED Form Y.

Scroll through the RED Form until you arrive at the
Employee Signature section.

Note: At this point you have the option to enter /|\
R ——

additional comments if you do not agree with the
supervisor's comments or wish to provide an
additional explanation in 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 (Sighature) Result: You will receive

: . confirmation that the form was
4.Click on Submit Form. cubmitted.




Logging into Formstack to Sign the RED Form

If you have no additional
comments to make, select No In

response to the question that asks
If you would like to include

additional comments,

tecognize Excellence and Development (RED) Employee Signature

1.Enter First Name, Last Name, [ |

and Date when you complete
the form.

2.Click on Submit Form.

Ll

Result: You will receive confirmation

that the form was submitted. B

ST. JOHN’S
UNIVERSITY



Email Received Transmitting Final Copy of RED

After you sign and submit

the RED Form, RE o oSl A S bk o7 I ——
Formstack sends to both @ —oo " o
the supervisor and you,
the employee, an emall
notifying you that the

p Ffocess h as b een it e s e oty o R R A
completed and
Formstack transmits 3 s
final copy of the RED to
both you and your

sSUpervisor.
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Logging into Formstack to Sign the RED Form

Recognize Excellence and Development
(RED)

Employee's Name: supervisor's Mame: <R
Title: Tithe:
cme

In addition to sending a copy of the = =

schoal ar Departmant: Human Resourcas

=D form to the employee and e

[ ° #1 Objactive/Key Pesponsibilimy:
S Desgn and Dedvery of Traming Programs - Continge fo delver to the Uneversity Communmy angoing ER
l I e rV I S O r ‘ O I e S a r e a S O S e I I O trainmg and development workshops in Both in-person and webenar fpemats thegug hous the wear with Weaighting: 50%
p ’ tha goal of acheeving owerall evaluation ratngs of B0% very pood/ excaliant

2 Dbjectival ey Pesponsibiliny:
Traiming AQWenFtration - On 3 weskly Dasis, downioad the oniine Caneas oompleton rasuts for the

I Mandatory IrEMing programs |anaual discnmination i 3djuncts, affilianes, full-time fBouimy and a5 ]
sl snadent workess; Active Shooter fot adl adjuncts, Emergendy Readiness for aduncts and full-time Wielghiing 19%
I laculty. Title ik for #djencrs); and the SANS traiming of Core Security Traming, Relerifuation Trainmg gt

and Fil Traising an behiall of information Technology and upboad the complations into Banner. Monitor

the few hire it and neoll a8l Aew hired iild the reguirsd raRing prosrams.
A Objedtive Key Radponsibility

Srategpic Planmang and Peopls Management - Manage the training budge 10 endure program needs are EP
° met; idantily a way 10 convedt the semion's papes fkes o & dignal format for implementation in FT Weighting 10%

023
84 Dbjective/ ey Responsibility.
Diversity, Equity & Indhuimdn - pErHOpats in the Acadamic Canter For Equity & Ckidion's inthiine EF
Teaching institute; conduct monthly discussion sesgons for the Equity & inclusion Cobont membiers Weighting 153
pursuing the Eguity & mclusioa Certificate during the wantes and spring of 2022
¥5 Dbjective/Key Responsibility: EF
_Custedm Training Faciitation - faciitate customized training workshops as requested. | wreighting 10% |
100%
We recommen d T | 1at you d own |Oa d e e i S MRS N MRS
EP
a copy of the PDF RED Form and S

Competencies Rating
1. Provide Timely and Encell=nt Service: EP

g g b Z. Diversity and Inchusivity: EP
3. Shaied Ownership/actountablity. EP

° 4, Adapting o Change! EP
5, Collsgialiny and Teamwork EP
6. Communication: EF
7. Quaality of Work 8
SUPERVISOR'S DMLY
8. Peopk Managemant: EP
8. Planning and Strategic Vision: Pifd s
1|Page %Hp;
s
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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

changed, manager
Employee submits  Manager submits can edit any or all

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

employee |
@y June 27 2025) Manager signs and

( By July 25 ) pemdusdeder

C By July 30 )

@y August 1, 2025
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Thank You

Please remember to complete the
evaluation form.

HR Service Representatives:

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



mailto:crowleyk@stjohns.edu
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