
 

 

 
 

 

 

SUNY360 Usage Guide 

Overview and Planning 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUNY Leadership Institute 
SUNYLI.suny.edu  

S U N Y  L e a d e r s h i p  I n s t i t u t e  



SUNY360 Usage Guide 

http://SUNYLI.suny.edu  Page 2 of 44 

 

 
 

TABLE OF CONTENTS 

1. Overview of SUNY360 Skills Inventory 3 

1.1 Overview 3 

1.2 Confidential Feedback 4 

1.3 SUNY360 Workshops 4 

2. Selecting College Items 5 

3. The SUNY360 Project Overview 6 

3.1 Assignment of Participants to the Project 6 

3.2 Assignment of Observer Names and Email Addresses 6 

3.3 Automatic Monitoring Schedule 6 

3.4 Typical Timeline 7 

3.5 Research Implications for Administering the SUNY360 8 

4. Setting up a new SUNY360 College and Administrator 9 

4.1 College Information 9 

4.2 Verifying Email Delivery 9 

5. Preparing participants for the SUNY360 10 

6. Preparing a SUNY360 Project 11 

6.1 Project Information 11 

6.2 Managing the Project 11 

6.3 Accessing the SUNY360 System 12 

6.4 Adding Participants 13 

7. Participant Process 16 

8. Observer Process 18 

Appendix A. SUNY360 Competency Items 20 

Appendix B. Sample E-Mails Sent by the SUNY360 System 33 

Appendix C. Invitation Letter to Participants 40 

Appendix D. Research on Impact and Effectiveness of the 360s 42 

Appendix E. Bibliography 44 



SUNY360 Usage Guide 

http://SUNYLI.suny.edu  Page 3 of 44 

 

1. Overview of SUNY360 Skills Inventory 

1.1 Overview 

The SUNY360 Leadership Skills Inventory is designed to help college professionals gain greater 
understanding about their current leadership competencies. It comprises 42 statements about 
skills that are specific to the college sector, many of which are common to all leadership 
positions. The selected skills are based on the college leadership competencies developed, after 
extensive research, by the American Association of Community Colleges [1]. A list of the 
SUNY360 competencies is included in Appendix A.  

The SUNY360 Leadership Skills Inventory includes skills in four major categories:  

 Leading with effective decisions.  

 Leading by developing others. 

 Leading by advocating and developing the college.  

 Leading by building effective relationships.  

SUNYLI refers to the SUNY360 as a “skills inventory,” in contrast with instruments designed to 
assess performance. The SUNY360 Leadership Skills Inventory addresses the full range of 
competencies common to college leadership; it does not designate which skills may be more or 
less important to specific positions within the college. For this reason the SUNY360 is not 
designed to assess performance in any specific position within the college and is not 
recommended for use as a performance appraisal instrument. The SUNY360 is intended for use 
in professional leadership development.  

The SUNY360 Leadership Skills Inventory builds individual and organizational capacity within the 
college by focusing on personal leadership skills that are known to be the key skills contributing 
to effective leadership across the college. In addition, the SUNY360 provides each college with 
the opportunity to add 9 custom items to the inventory, items that can help the college focus on 
and then address specific needs.  

The SUNY360 provides an inventory of individual capacities in order to help individuals gauge 
their readiness to lead in their college. In so doing, the inventory will examine and reveal the 
relationships between skills and behaviors and how they are perceived by three to four different 
categories of co-workers, namely: peers, bosses, direct reports, and others. Each participant 
rates himself and names up to 20 “observers” to rate him by completing the same online 
inventory. 

The responses are then combined in a report that maintains the anonymity of the ratings by 
aggregating the responses from all of the observers in each category. Each report is 
accompanied by suggestions for ways to use the results in building a personal development 
plan. The suggestions include action steps that draw on the participant’s identified strengths to 
help develop skills they wish to enhance.  

Procedures for taking the SUNY360 are provided when the college registers.  

The SUNY360 provides an inventory of the organization’s capacity by combining the individual 
rating summaries within a single institution, or within districts, or across college systems. This 
summary report enables the college to compare current proficiencies with a desired set of skills 
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needed to meet organizational goals. It can also assist the college in identifying the overall 
strengths among those who have taken the inventory as well as the challenges they wish to 
include in future development efforts. The college can use the summary report’s findings to 
identify action steps that build on the group’s current strengths to further develop its leadership 
capacity. 

1.2 Confidential Feedback 

The SUNY360 provides a full circle of confidential feedback from those who observe the 
participant’s skills as a peer, a direct report, a boss, or an external observer (i.e., “other”). With 
the increased focus on group work in today’s world, it is helpful for employees to receive 
feedback from a full circle of sources with multiple perspectives.  

The observers are chosen by the participant, not the college. The identity of the observers is 
known only to the participant who selects them and not to the college. Observers are told that 
their feedback will not be used by the college to judge performance or influence compensation. 
Accordingly, summary reports are sent directly to participants, not to the college.  

The ratings are aggregated by category of observer. There must be a minimum of three observer 
ratings in any category for the rating to be included in the report. Only the self-rating and boss-
rating are reported as single ratings. All other observers are assured of anonymity, increasing 
the likelihood that they will provide frank and thoughtful feedback. 

1.3 SUNY360 Workshops 

To assure that the SUNY360 is a valuable part of a leadership development program, SUNYLI has 
developed two SUNY360 workshops.   

The Orientation Workshop is scheduled prior to the SUNY360. This workshop takes the mystery 
out of the process and prepares participants to select observers and to apply the feedback they 
will receive from the SUNY360. 

The Feedback Workshop is scheduled soon after the SUNY360 is completed.  This workshop 
helps participants to read their personal report and start applying the feedback they have 
received from their observers. 

A guide and a set of slides provided by SUNYLI enable a facilitator at the college to present these 
workshops.  If more practical, the college may engage SUNYLI to conduct them.  

SUNYLI can also provide coaching sessions by telephone for individual participants or campus 
facilitators.  

Both the workshops and the coaching sessions include a step-by-step process for interpreting 
and using the feedback from observers, along with options for incorporating the feedback in 
individualized professional development plans.  
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2. Selecting College Items 
The SUNY360 allows colleges to select 9 targeted competency items to be highlighted in each 
participant’s Individual Report.  Each targeted item can come from the 42 standard SUNY360 
items or can be selected from additional items that have been designed for specific needs. 
These items will be interspersed with the 42 standard SUNY360 items so observers will give 
them the same thoughtful and honest consideration as they give to all other items.  You should 
take advantage of these items to establish a baseline on skills specifically important to your 
college or to the participants in the project. 

Items may be selected by the college senior staff, by the project leader, or by the participants as 
a group.  Whoever is selecting the items, SUNYLI recommends that you: 

1. Consider and list the goals of this development project.   

2. Select two or three goals for specific targeting.   

3. Review the competency items in Appendix A and select those which match your goals. 

4. Share with a SUNYLI consultant any of your goals for which no matching items are available.  
We may have additional items recommended for your goals or may be able to help create 
new items for you. 

5. If more than nine (9) items have been selected, then you will need to reduce the number to 
just 9. 
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3. The SUNY360 Project Overview 
When you decide to offer a SUNY360 inventory to a group of participants at your college, 
SUNYLI calls this a Project. You will see this word through the documentation for the SUNY360 
and you will find that this offering requires all of the planning and preparation of any project 
you work on. We think you will find that the SUNY360 system allows you to complete this 
project with a minimum of difficulty. 

In this section, you will get an overview of the SUNY360 Project. 

A project consists of a predetermined number of 360 inventories that are made available to the 
college on the SUNY360 website.  Each SUNY360 project has a leader who is usually the 
facilitator for the specific cohort completing the SUNY360. Often, the college’s designated 
SUNY360 administrator will lead the first project, but you may find that another person is more 
appropriate.  SUNYLI will provide detailed instructions and information to the college.  

Upon receipt of a purchase order and completed registration form from the college, SUNYLI will 
set up the project. Both the college administrator and the project leader will receive emails 
when the setup is completed.  

These messages will include instructions to establish a log-in and password to the SUNY360 
website. The rest of the tasks needed to complete the SUNY360 project will be performed on 
the website. 

3.1 Assignment of Participants to the Project 

The project will begin once the project leader has entered the names and email addresses of the 
participants and clicked the “Submit” button on the “Add Participants” screen. The project 
leader can confirm the dates of the summary report and feedback workshop on the same screen 
prior to submitting the participants' names and beginning the project. The project leader can 
also change the report date and feedback workshop date during the process.  

Note:  Any change in the report date will automatically be reflected in future reminders 
sent to the participants and observers.  

3.2 Assignment of Observer Names and Email Addresses 

Email notices to the participants are automatically generated by the website. Once notification 
letters are sent to the participants, the project will proceed according to schedule. If the college 
changes the report date, then subsequent email reminders will include the new dates. If the 
college purchases additional inventories, the project screen will be amended to permit the entry 
of additional names and email addresses. Additional participants will need to comply with the 
established timeframe and final report dates and, if added more than one to two weeks into the 
program, might not have sufficient time to obtain the number of observer ratings required to 
provide a summary report. 

3.3 Automatic Monitoring Schedule 

The SUNY360 system will automatically send weekly emails. The content of the emails will be 
based on the calendar and final report date set by the college. The following table illustrates a 
sample schedule.  
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3.4 Typical Timeline 

 

Prior to 
the start 
of project: 

The college administrator completes the college registration form and provides it 
to SUNYLI. SUNYLI sets up the college. The college administrator receives an email 
with log-in information. The college administrator should confirm receipt of the 
email or should inform SUNYLI that the email was not delivered. 

Day 1: The college administrator provides SUNYLI with the project registration form and a 
purchase order to cover the cost of the SUNY360 project. The college administrator 
should confirm with SUNYLI that a SUNY360 project should be started.  

Day 1: SUNYLI sets up a project. The project leader receives an email with instructions. 

Day 2: The project leader and the participants attend the Orientation Workshop. This is a 
good time to verify participant email addresses. 

Days 1-7:  The project leader logs into the SUNY360 site and enters names and email 
addresses of the participants, and clicks the “Submit” button. 

Day 8: Each participant receives an email message with instructions to establish a log-in 
consisting of their email address and private password. The participant is informed 
of the final summary report date. It is necessary for all observers to be invited and 
for the participant and the observers to complete the SUNY360 inventory prior to 
this report date. 

Days 8-14: The participant logs into the SUNY360 site and enters the names and email 
addresses of his or her desired observers and clicks the “Submit” button. 

Days 8-14: The participant completes their self-inventory. 

 Day 15: All observers receive the first email message, asking them to complete the 
confidential inventory. Often, an observer will be asked to complete the inventory 
for two or more participants.  

Day 22: Observers who have not completed the inventory receive a reminder to do so and 
are told the final deadline.  

Day 22: The participant receives an email message reporting the number of completed 
observations and stating the final report date. 

Day 29: Reminders are sent again to observers and participants. 

Day 29: The project lead receives an email advisory about any participants who have not 
started their self-inventories. 

Day 36 The participant receives an email message stating that their confidential summary 
report is available on the website.  

Day 36: The project leader receives an email message informing them that the project has 
been completed. If a project report has been purchased, it is available on the 
website.  
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3.5 Research Implications for Administering the SUNY360 

Appendix A summarizes the research that has been completed on 360 tools. Based on this 
research, SUNYLI makes the following recommendations concerning the administration of the 
SUNY360.  

 Participants should have a clear understanding of the purpose for giving SUNY360 
feedback, in terms that are meaningful to the college and the participant. 

 The college should identify a target population and indicate why it has been chosen.  

 The college should choose an appropriate set of competencies to include in the SUNY360.  

 The college should explain the purpose and process of the SUNY360 to participants’ 
supervisors. 

 It is essential to schedule time for support and careful analysis and interpretation of the 
data. 

 It is important to include time for creation and support of a development plan following 
administration of the SUNY360. 

 Participants benefit from additional support such as that offered in the full SUNY College 
Leaders Program.  
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4. Setting up a new SUNY360 College and Administrator 
Once you begin seriously considering the use of the SUNY360, SUNYLI should be asked to set up 
an administrator for your college. The college administrator will have access to additional 
documentation posted on secure pages of the SUNY360 web site and will be able to request that 
SUNYLI set up one or more projects to use the SUNY360. 

There are two steps to setting up a college administrator: providing SUNYLI with information 
about your college; and working with your IT department to ensure that emails are delivered to 
all users of the system. 

4.1 College Information 

The first step to setting up a SUNY360 is to establish a college administrator with SUNYLI.  Each 
college should select a single person to be the point of contact between SUNYLI and the college. 

The college administrator should then collect and provide the following information to SUNYLI 
using the email address sunyli@suny.edu. 

1. College name and address. 

2. The name and email address of the college administrator. 

3. Name and email address of the college IT contact. The IT contact will be included in the pre-
test of the system email to assure that the college email filters do not block the messages 
sent directly from the SUNY360 system.  

4.2 Verifying Email Delivery 

All invitations and reminders provided by the SUNY360 system are sent by email. Due to 
problems with spam email, some colleges may filter messages from unknown senders, thereby 
preventing these reminders from being delivered. To ensure that this is not a problem at your 
college, as soon as SUNYLI registers you as a college administrator, you will receive an email 
confirmation of your registration. If you do not receive this email you should follow these steps: 

1. Check the email address you provided to SUNYLI for any inadvertent errors. 

2. Check your personal spam or junk email folder. If the email is found, then contact your IT 
department to determine the best way to prevent future emails from going to your spam 
folder.  Often, you can simply mark the email as “not spam.” Make a note of changes you 
have made to avoid your junk email folder so that you can inform participants in the 
SUNY360 of the steps required. 

3. Call (315-214-2440) or email (SUNYLI@suny.edu) to verify that the email was sent to you. 

4. Work with SUNYLI and your IT contact to determine the cause of the missing email. SUNYLI 
will send a test message to both you and the IT Contact to assist in the diagnosis. After 
corrective action has been taken, SUNYLI will again send a test message to both you and 
the IT Contact to verify that messages are now being received. 

mailto:sunyli@suny.edu
mailto:SUNYLI@suny.edu
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5. Preparing participants for the SUNY360 
The SUNY College Leaders Program’s Orientation Workshop is designed to prepare participants 
to get the most out of the SUNY360. In addition to reviewing the mechanics of the SUNY360, the 
workshop will review a sample report and will give participants an opportunity to ask questions 
and understand the goals of the SUNY360. 

Prior to the Orientation Workshop, the project leader should copy the letter in Appendix A 
below onto a standard form. The information will need to be edited to fit the specific college 
process (look for square brackets). This letter also refers to subsequent aspects of the full SUNY 
College Leaders Program. If your campus has not scheduled the full program, then you will need 
to remove these references. This letter can be sent through email or campus mail. 
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6. Preparing a SUNY360 Project 
When you decide to offer a SUNY360 on your campus, SUNYLI will help you set up the project.  
Use this checklist to ensure you have all of the necessary information. 

 Ask SUNYLI to set up a College Administrator. See the previous section of this 
document. 

 Select a Project Leader. Often, you will have this role in addition to being the 
College Administrator. 

 Send advance information to all participants and inform them they will need Adobe 
8.0 or higher in order to read their Individual Reports at the conclusion of the 
SUNY360 process. See “Precautions and Preparations,” below. 

 Schedule a coaching session or feedback workshop with SUNYLI. 

 Select the nine college items you wish to include in the Skills Inventory for this 
project.  See “Selecting College Items,” above. You may wish to work with the 
Project Leader, the participants, and SUNYLI on this task. 

 Collect correct spellings of all participants’ names and email addresses.   

Note: It is best to use the college email address because the college has taken steps to 
assure the email messages are not blocked by spam filters.   

6.1 Project Information 

The college administrator provides SUNYLI with additional information each time a new project 
is started. This information includes: 

1. Preferred name of the project (should not be the college name and should not include the 
word “project”). 

2. The number of participants the college wishes to accommodate. 

3. The name and email address of the Project Leader. This can be the same as the College 
Administrator. This person will enter the participants’ names and email addresses. 

4. The date that participants should receive their first invitation from the SUNY360 site. This 
should be shortly after the orientation workshop. 

5. The date that observers should get their first invitation from the SUNY360 site. This can be 
set up so invitations go out as soon as participants enter the email addresses. 

6. The date that all participants and observers will be finished with the inventories. This is the 
day that reports are generated. Participants and observers have until midnight, the night 
prior to this date, to complete the inventories. 

7. Date of the college feedback workshop or coaching session. This date is not included in any 
of the email messages. It is intended only to remind the college to schedule such a session. 
The email notices simply tell participants that the college will notify them separately about 
plans for interpreting and using the SUNY360.  

8. Up to 9 additional items in the recommended format for a 1–to–5 rating scale. (See Section 
2, “Selecting College Items.”) 

6.2 Managing the Project 

SUNY LI will enter the information you have provided into the system. The Project Leader will 
receive an email message with instructions on how to enter the website, set up a log-in 
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password, and enter the participants' names. Follow the instructions in that email and the Help 
pages on the SUNY360 system to invite the participants.  

Precautions and Preparations 

Once the participants' names have been entered by the project leader, the college cannot 
reduce the number of participants. This is because the system has automatically and instantly 
prepared an email message to the participants to start the process.  

As part of setting up the College Administrator, the IT department has enabled the SUNY360 
email messages to pass the school's spam filters. Participants with email addresses outside the 
college system must be responsible for any filters that prevent them from receiving these 
emails. It may help to add the address administrator@sunyli.suny.edu to any address book 
connected to your email, since the SUNY360 email messages will come from that address. 

The college will be responsible for sending advance information to its participants (see sample 
letter, Appendix A below) and providing them with the document “Q&A for Observers” to use as 
needed when soliciting observer raters. The Project Leader should send this information by 
email and verify that the email addresses used are correct and that the emails were received. 

6.3 Accessing the SUNY360 System 

Follow the instructions in your invitation email to log into the SUNY360 system. 

 All entry to the website is controlled by password. User names are always the email 
addresses of the users. Initial passwords are selected by the system and sent to the user by 
email.  The password consists of ten random numbers and letters without any punctuation. 
The first time the user logs in, the password must be changed to a permanent password 
chosen by the user. It is important that the user remember the password.  

 If the password doesn’t work, or if the user forgets their password, they can always reset 
the password by clicking the “I forgot my password” link. The user will receive an email 
message containing a new password within 2-to-10 minutes. When entering the password 
from this email, remember that the temporary password consists of letters and numbers 
with no punctuation or spaces. The password must be entered exactly as provided in the 
email. Once the user selects a permanent password, the temporary one in the email will no 
longer work. 

mailto:administrator@sunyli.suny.edu
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Illustration 1 Project Leader Welcome screen 

6.4 Adding Participants 

The Project Leader can add the names of participants to the project by clicking on the link on the 
To Do List. 

 

Illustration 2 Add Participants screen 

The project leader may change the Report Date on the Add Participants page if the length of the 
project must change. The Report Date must be prior to the Feedback Session Date. 
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If the college is responsible for the Feedback Session, then the Project Leader can also change 
the date of that session. (If the college has arranged the Feedback Session with SUNYLI, then the 
date can be changed by contacting SUNYLI). This date must occur after the Report Date.    

The Project Leader can return to the Add Participants screen at any time to enter participant 
names up to the limit the college has purchased from SUNYLI. 

 The participant names entered by the Project Leader can be corrected by participants when 
they log in. The participant’s name will be used in all email reminders and will appear in the 
participant’s final report.  

 When possible, failed email messages for participants will be forwarded to the Project 
Leader.  
Note: Failed messages for observers will be forwarded to the participant only. 

The status of a project can be seen on the Project List page. This page is available to both the 
College Administrator and the Project Leader, and shows whether participants are setting 
passwords, entering observer names, and completing their surveys.   

Note: For confidentiality, SUNYLI will not share observer names with the College 
Administrator, nor will SUNYLI associate the numbers of observers who have 
completed or not completed their ratings with specific participants. SUNYLI cannot 
provide more information than is seen on the Project List page. 

Note: Use the “Started” count to determine if participants and observers have 
successfully accessed the SUNY360 system. Do not be concerned about whether 
observers are finished with the survey since observers may choose to leave some 
questions blank but forget to mark them as “No Answer.” 

The Project Leader may return to the Add Participants page at any time during the project to 
enter the names of the project participants and to verify that the project is proceeding 
smoothly.   Check the status of the participants on this page to determine if anyone is having 
trouble completing the SUNY360 inventory. The possible statuses are: 

Status Meaning 

Complete The participant has logged in and completed their self-inventory. 

Started The participant has logged in and started their self-inventory. The participant will want to 
return to the system and complete the inventory. 

Valid The participant has logged in but has not started their self-inventory. Unless the self-
inventory is started before the Report Date, the participant will not receive an Individual 
Report. 

No 
response 

The participant has not logged in. If there has been time to read the invitation, then you 
can assume that the invitation was not received. First, check the email address. You may 
modify the name and email address until the participant responds. You may also talk to 
the participant to see if the email has been received (check the junk folder) and if there 
are any other issues. 

When the Project Leader clicks the “Submit” button after entering the names and email 
addresses of participants, the system will automatically prepare an email message for each 
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participant initiating the SUNY360 survey. This email is sent immediately, unless the project has 
been set up with a participant invitation date in the future. 

Note: Be sure to click the Submit button after entering the names and emails of 
participants. Otherwise, they will not be saved! 
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7. Participant Process 
The participant will receive an email inviting them to begin their survey. It will contain 
information about the survey including the important dates, instructions to add participants and 
the importance of double-checking the email addresses being used.  See B.4 in the appendix for 
a sample email. 

After becoming acquainted with the procedures described in the email, the participant is 
directed to go to the log-in screen, provide requested demographic information (required only 
the first time they log in), and complete the Select Observers screen depicted in Illustration 3, 
below. 

Note:   The participants assigned password has the form of four letters, four numbers 
and two letters. Copying the password will be easier if they know this format.  
When they log in, the system will require that they pick a new password. This new 
password can have any format the participant wants. 

The participant selects the relationship for each observer by using a drop-down menu with 
preselected choices. This is the relationship of the observer to the participant. If a participant 
asks their boss to be an observer, the relationship Boss should be selected. Most participants 
will have a single boss, but several direct reports or peers. 

The participant can return to this screen at any time during the project and add more observers.  

Participants may refer to the SUNY360 Observer Information Sheet when asking their colleagues 
to complete the SUNY360 as observers.  
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Illustration 3 Select Observers screen 

The participant is responsible for entering the names of their observers. The participant should 
also complete their own self-inventory. This can be accessed at any time from the To Do List. 

 

Illustration 4  The participant’s To Do List 
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8. Observer Process 
Those invited to be observers will receive email messages after the participant enters and 
submits their names to the system. See illustration 4 below. The observer invitation email 
contains information about the confidentiality of all responses and a list of all inventories that 
the observer has been asked to complete. The observer should make a note of the due date for 
each inventory.  

Participants and observers complete the same inventory. This is the basis of the final report. See 
illustrations 5 and 6 below. 

Illustration 5 Observer email 

An initial email and a weekly reminder are sent to each person asked to complete an inventory.  
Clicking the web address in the email will take the observer directly to the inventory.  

 

Hi David, 

Thank you for agreeing to complete a  SUNY360 Skills Inventory for  Mary Lamb.   

 The inventory is administered from a confidential website contracted by SUNYLI to manage the inventory process 

and to protect the confidentiality of the responses. You will start the survey by clicking on the website URL in the 

table below. 

The ratings you provide are confidential and reported in aggregate in an individual report as described more fully in 

the SUNY360 brochure available from your college or SUNYLI. 

The summary report is sent only to the participant you are rating, not to the college and not to SUNYLI. 

Sincerely, 

The SUNY360 Team 

PS. The following table shows all of the inventories you have been asked to complete at this time. For each 

inventory, please click on the column marked click here to complete your inventories. If you have questions, click on 

the participant's name in the table below to send an email, or talk to that person directly.  Please note that you will 

not be able to complete an inventory after the due date shown. 

Inventory 
for 

Click here 
Questions 
answered 

Due date 

Nancy 
Jones  

http://sunyli.suny.edu:80/360/Inventory/Skills.aspx?oid=775e14d8-2820-
4867-822d-b455h3dadcff  

0 of 53 7/10/2013 

Mary 
Lamb  

http://sunyli.suny.edu:80/360/Inventory/Skills.aspx?oid=940b36kd-ca01-
4376-aef8-b345aa6c9483  

0 of 53 7/10/2013 

 

mailto:rowledge@canton.edu
mailto:rowledge@canton.edu
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=775e14d8-2820-4867-822d-b455h3dadcff
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=775e14d8-2820-4867-822d-b455h3dadcff
mailto:rowleya@canton.edu
mailto:rowleya@canton.edu
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=940b36kd-ca01-4376-aef8-b345aa6c9483
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=940b36kd-ca01-4376-aef8-b345aa6c9483
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Illustration 6 Skills Inventory screen (Participant and Observer) 

Observers complete the inventory in their browsers. They should indicate their best estimate for 
each question. If additional comments are appropriate, the observer may click on the comments 
button and type in specific comments. After completing each set of questions, the observer will 
press NEXT to proceed to the next set of five questions. 

 

 

Illustration 7 Confirmation screen 

Following the final questions, you will see a confirmation page. If you have not answered all 
questions, you may return later using the email link or the “List My Surveys” link on your To Do 
List.   



SUNY360 Usage Guide 

http://SUNYLI.suny.edu  Page 20 of 44 

 

Appendix A. SUNY360 Competency Items 

A.1 SUNY360 Skills Inventory Competencies 22 

A.1.1. Leading with Effective Decisions 22 

A.1.2. Leading by Developing Others 22 

A.1.3. Leading by Advocating and Developing the College 22 

A.1.4. Leading by Building Effective Relationships 23 

A.2 Targeted Items for Specific Groups of Participants 24 

A.2.1. For Chief Business Officers 24 

A.2.2. For Business Office Staff 24 

A.2.3. For Senior IT Leaders 25 

A.3 Leadership Wheel 26 

A.3.1. Knowledge 26 

A.3.2. Relationships 26 

A.3.3. Vision 26 

A.3.4. Action 27 

A.3.5. Personal Mastery 27 

A.4 Targeted Items for Specific College Missions and Goals 28 

A.4.1. To Improve Our Customer Service 28 

A.4.2. To Improve Our Succession Planning 28 

A.4.3. To Encourage and Develop Teamwork 28 

A.4.4. To Foster Entrepreneurial Leadership 28 

A.5 Deactivated SUNY360 Items 30 

A.5.1. Leading with Effective Decisions 30 

A.5.2. Leading by Developing Others 30 

A.5.3. Leading by Advocating and Developing the College 31 

A.5.4. SUNY360 Skill: Leading by Building Effective Relationships 32 

B.1 Emails Sent to All Users 33 

B.1.1. Forgotten Password 33 

B.1.2. Pre Registration 33 

B.2.1. Test E-mail 34 

B.2.2. Changed College Contact 34 

B.2.3. New College Contact 35 

B.3.1. New Project Leader 35 

B.3.2. Report Available 36 

B.4.1. Participant’s Invitation E-mail 37 

B.4.2. Weekly Reminder E-mail 38 

B.4.3. Participant Report 38 

B.5.1. Invitation 39 



SUNY360 Usage Guide 

http://SUNYLI.suny.edu  Page 21 of 44 

 

The SUNY360 Skills Inventory provides flexibility to meet the needs of the participants at each 
college while providing reliable and valid results. When a SUNY360 project is set up at a college, 
two choices should be made to customize the inventory. 
1. For the participants expected to complete the SUNY360, should the items use the word 

“college” or, instead, “university”?  (Items, such as “Effectively helps others support 
{college} policies” are worded so that “college” can be replaced by “university”.) 

2. Are there up to nine items of special interest to this group of participants? These nine items 
will be highlighted on a targeted report with the participant’s individual report. The 
targeted items may be selected from the 42 SUNY360 items or may be selected from any of 
the other items in the lists in this appendix. 

Note: The items below each have a unique tag created when the item was created. 
These tags are used to help you communicate with SUNYLI. The text of the items 
will appear in reports to the participants. The unique tags will not be used in those 
reports. 
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A.1 SUNY360 Skills Inventory Competencies  

A.1.1. Leading with Effective Decisions  

Effective decisions meeting both long and short term goals occur when leaders collect and use 
data and understand and use their resources effectively. 

DEC01 Aligns goals and resources in order to support {college} priorities. 

DEC02 Effectively helps others support {college} policies. 

DEC03 Ensures accountability through accurate and timely reporting. 

DEC04 Establishes information gathering processes to inform decisions. 

DEC05 Fosters professional development for everyone. 

DEC06 Initiates a budgeting strategy to guide effective use of staff and resources in support of 
program goals. 

DEC07 Maintains a {college}-wide systems perspective when solving problems. 

DEC08 Maximizes use of {college} resources such as personnel time, budgeted funds, and 
other assets. 

DEC09 Uses time effectively, employing skills such as planning and delegating. 

DEC10 Weighs short-term needs with long-term goals. 

A.1.2. Leading by Developing Others  

A college leader must always support a learning environment that values and promotes the 
diversity within the college community. 

DVO01 Builds consensus on ways to work toward the common good. 

DVO02 Considerate of individual differences such as cultures, values and styles. 

DVO03 Helps others align their goals with the primary teaching and learning goals of the 
{college}. 

DVO04 Integrates knowledge of others’ cultures in daily performance. 

DVO05 Promotes a lifelong learning environment for everyone in the {college}. 

DVO06 Seeks input from people who differ by gender, ethnicity, or nationality. 

A.1.3. Leading by Advocating and Developing the College  

A college leader needs to have a real passion for the mission of the college and must be able to 
clearly express the vision, culture and values of the organization. Successful development 
requires networking with the community to develop that vision.  

INS01 Demonstrates ability to explain the role of {community colleges} within higher 
education. 

INS02 Demonstrates deep knowledge of the {community college}, such as its history and 
culture. 

INS03 Expresses {college} values clearly. 

INS04 Finds ways to fund new programs. 

INS05 Helps improve the {college} by developing one’s own professional knowledge. 
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INS06 Helps others understand the {community college}'s mission and goals so they can in 
turn do the same. 

INS07 Networks and establishes partnerships that help achieve the {college}’s goals. 

INS08 Persistently pursues ways to further the {college} mission. 

INS09 Takes action to improve the quality of the {college}. 

INS10 Works effectively with stakeholders across the community. 

A.1.4. Leading by Building Effective Relationships  

Relationship skills are required to build a strong team. They incorporate ways of addressing 
differing perspectives and positive problem solving to order to achieve change and successful 
outcomes. These skills include active listening, clear oral and written communication, and 
collaboration along with honest, tactful and ethical personal expressions. Relationships are 
strengthened when the leader takes steps to demonstrate personal responsibility for her actions 
and serves as a role model for the team. 

REL01 Accepts responsibility for taking risks and making difficult decisions. 

REL02 Combines personal transparency with an awareness of others. 

REL03 Conveys ideas clearly in writing. 

REL04 Conveys ideas clearly when speaking. 

REL05 Develops and sustains teamwork and cooperation. 

REL06 Develops open communication about priorities and expectations. 

REL07 Effectively manages personal stress. 

REL08 Is honest and ethical in all actions. 

REL09 Listens carefully and recognizes others’ perspectives. 

REL10 Manages conflict and change by relating well with different viewpoints. 

REL11 Responds to others with tact and composure, and avoids defensiveness. 

REL12 Seeks feedback on one’s own performance and adjusts behavior. 

REL13 Seeks ways to involve others in problem solving and making decisions. 

REL14 Shares a vision and sense of purpose. 

REL15 Shows respect for others. 

REL16 Uses influence wisely to create a positive working climate. 
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A.2 Targeted Items for Specific Groups of Participants 

A.2.1. For Chief Business Officers 

The following list of items is based on the top competencies published by NACUBO [2].  These 
items expand on the SUNY360 items using language appropriate for College Business Officers. 

Leadership 

BO001 Adheres to ethical business practices and promotes ethical behavior. 

BO003 Fosters an environment of mutual trust including personal credibility and trust 
between and among stakeholders. 

BO004 Possesses business ethics principles. 

BO007 Works well with governing bodies and advisory committees (e.g., board of trustees, 
visiting committees). 

Technical 

BO002 Has budget models and techniques.  

Organizational 

BO005 Demonstrates effective interpersonal relations (e.g., integrity, trust, diplomacy, 
negotiation skills). 

BO006 Demonstrates effective written and oral communication and presentation skills. 

A.2.2. For Business Office Staff 

The following list of items is also based on the top competencies for Business Office Staff as 
published by NACUBO [2].   

Technical 

BO012 Is familiar with accounting reporting standards (e.g., FASB, GAAP, GASB). 

BO019 Knows how to use spreadsheets (e.g., advanced functions—filtering, macros). 

BO016 Presents financial information effectively. 

BO015 Understands financial reporting concepts (e.g., cash vs. accrual basis, fixed assets). 

BO013 Understands internal control procedures (e.g., separation of duties, fraud prevention, 
risk assessment). 

BO011 Uses desktop applications (e.g., database, spreadsheets, query tools). 

Leadership 

BO018 Communicates effectively with diverse individuals and groups. 

BO014 Demonstrates and models ethical behavior, integrity, and trust. 

Organizational 

BO017 Applies various communications techniques (e.g., listening skills, written 
communication, group interaction, presentations). 
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A.2.3. For Senior IT Leaders 

The following items address the targeted results that Senior IT Leaders expect from a Leadership 
Development program (EDUCAUSE, 2012).  By targeting some of these items you can provide 
participants with a baseline valuable to their goals.   

Collaborate and Negotiate 

IT002 Seeks to identify areas of mutual interest. 

IT003 Successfully negotiates agreements when conflict arises. 

Develop Leadership Skills 

DEC05 Fosters professional development for everyone. 

INS05 Helps improve the {college} by developing one’s own professional knowledge. 

IT001 Understands and continues to develop personal skill strengths. 

Teamwork 

TM001 Brings team members together working toward common goals. 

REL05 Develops and sustains teamwork and cooperation. 

TM002 Helps resolve team conflicts through conversation and understanding. 

TM003 Navigates group members toward consensus while understanding differences. 

TM004 Seeks to identify common goals. 

TM005 Taps the strengths of each group member. 

Explore Leadership Roles 

REL13 Seeks ways to involve others in problem solving and making decisions. 

Open Channels of Communication 

REL06 Develops open communication about priorities and expectations. 

Plan For and Initiate Change 

REL10 Manages conflict and change by relating well with different viewpoints. 

IT004 Plans timetables and critical paths for new projects. 

Self-awareness 

REL12 Seeks feedback on one’s own performance and adjusts behavior. 

System-wide Initiatives 

DEC07 Maintains a {college}-wide systems perspective when solving problems. 
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A.3 Leadership Wheel 
The Johnson Leadership competencies, as described within the Johnson Leadership Model 
(Johnson Graduate School of Management, 2012), define five key leadership components based 
on benchmarks of Fortune 100 firms.  The following lists help to connect the Johnson Leadership 
Model with the SUNY360 Skills Inventory. 

A.3.1. Knowledge 

Knowledge skills cover subject matter, critical thinking, and integrative problem solving. 

DEC04 Establishes information gathering processes to inform decisions. 

DEC06 Initiates a budgeting strategy to guide effective use of staff and resources in support of 
program goals. 

DEC09 Uses time effectively, employing skills such as planning and delegating. 

A.3.2. Relationships  

Relationship skills cover empathy and trust, collaboration, communication, conflict 
management, development of others, and inclusion. 

Empathy and Trust 

DVO02 Considerate of individual differences such as cultures, values and styles. 

DVO06 Seeks input from people who differ by gender, ethnicity, or nationality. 

Conflict Management 

REL10 Manages conflict and change by relating well with different viewpoints. 

Collaboration 

DVO01 Builds consensus on ways to work toward the common good. 

INS07 Networks and establishes partnerships that help achieve the {college}’s goals. 

REL13 Seeks ways to involve others in problem solving and making decisions. 

INS10 Works effectively with stakeholders across the community. 

Relationships - Other 

REL05 Develops and sustains teamwork and cooperation. 

REL06 Develops open communication about priorities and expectations. 

A.3.3. Vision 

Vision skills include change catalyst, direction and purpose, systems thinking, and judgment.  

INS01 Demonstrates ability to explain the role of {community colleges} within higher 
education. 

INS02 Demonstrates deep knowledge of the {community college}, such as its history and 
culture. 
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DVO03 Helps others align their goals with the primary teaching and learning goals of the 
{college}. 

DEC08 Maximizes use of {college} resources such as personnel time, budgeted funds, and 
other assets. 

INS08 Persistently pursues ways to further the {college} mission. 

DEC10 Weighs short-term needs with long-term goals. 

A.3.4. Action 

Action skills include personal drive, role model, decisiveness, commitment, and influence. 

REL01 Accepts responsibility for taking risks and making difficult decisions. 

DEC02 Effectively helps others support {college} policies. 

A.3.5. Personal Mastery 

The Johnson Leadership Model highlights the primacy of personal mastery as the foundation of 
all leadership success.  Personal Mastery skills include self-awareness, self-development, 
authenticity, composure and balance, integrity, and presence. 

REL07 Effectively manages personal stress. 

DVO05 Promotes a lifelong learning environment for everyone in the {college}. 

REL12 Seeks feedback on one’s own performance and adjusts behavior. 
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A.4 Targeted Items for Specific College Missions and Goals 

A.4.1. To Improve Our Customer Service  

CS001 Actively serves others in the college who are pursuing student success 

CS002 Considers ways in which job goals affect overall student success 

CS003 Finds ways to recommend improvements in areas affecting student success.   

CS004 Finds ways to understand the ways in which his/her job affects student success. 

CS005 For every activity, considers effect on student success.  

CS006 Initiates interaction with students to develop better understanding of student needs 

CS007 Listens carefully to student feedback in order to recommend better ways.  

CS008 Maintains focus on student success not just task completion.  

A.4.2. To Improve Our Succession Planning      

SP001 Seeks to understand relationship of own task and the tasks of those above her/him in 
the organization.   

SP002 Shares her/his job duties and responsibilities with direct reports to help them develop 
broader understandings of the college.  

SP003 Shows interest in expanding contributions to the college 

SP004 Takes ownership of tasks by seeking and using feedback on ways to meet college 
needs.  

SP005 Tries to understand connection between own tasks and intersection with other areas 
of the college.  

A.4.3. To Encourage and Develop Teamwork 

TM001 Brings team members together working toward common goals 

REL05 Develops and sustains teamwork and cooperation. 

TM002 Helps resolve team conflicts through conversation and understanding 

TM003 Navigates group members toward consensus while understanding differences 

TM004 Seeks to identify common goals  

TM005 Taps the strengths of each group member 

A.4.4. To Foster Entrepreneurial Leadership 

EL001 Agile in solving unstructured problems. 

EL002 Embraces change as healthy way to respond to future needs. 

EL003 Encourages others who introduce new ideas. 

EL004 Fosters testing new ideas. 

EL005 Helps team build on each other’s ideas and solutions.  

EL006 Identifies and explores resistance and concerns about change. 

EL007 Identifies and takes risks while sharing pros and cons of the actions.  

EL008 Identifies the positive aspects of change. 
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EL009 Is agile in responding to new opportunities for organization. 

EL010 Is willing to explore a new idea when others are saying it won’t work. 

REL10 Manages conflict and change by relating well with different viewpoints. 

EL011 Sees future potentials for organization. 

EL012 Supports entrepreneurial activities such as fundraising, incubation, forming strategic 
alliances and training in entrepreneurship. 

EL013 Supports wide participation in making change. 

EL014 Suspends judgment while new ideas are explored. 
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A.5 Deactivated SUNY360 Items 
The following items have been used in past SUNY360 Skills Inventories and have been 
discontinued as SUNY Leadership Institute continues to improve this tool.  Each of these items 
have been replaced by one or more of the current SUNY360 standard items.  You may select to 
include some of these items in your Inventory. 

A.5.1. Leading with Effective Decisions 

CCM06 Disseminates and supports policies and strategies. 

CCM06B Explains {college} strategies clearly and frequently. 

CPR02 Weighs short-term and long-term goals in decision-making. 

CPR02B Weighs short term needs with long term goals. 

ORG01 Aligns organizational mission, structures and resources with the {college} master plan. 

ORG01B Aligns own work plan with {college} plan. 

ORG03 Identifies and solves problems using a systems perspective. 

ORG03B Uses knowledge of {college} wide systems to solve problems. 

ORG05 Uses data and best practices to solve problems and to plan strategically. 

ORG05B Uses data to inform decision making process. 

ORG06 Maintains and grows {college} personnel, fiscal resources and assets. 

ORG06B Finds ways to maximize use of time and other resources. 

RDV01 Ensures accountability through accurate and timely reporting. 

RDV01B Demonstrates accountability for own work by summarizing work progress. 

RDV02 Implements performance management systems and fosters professional development 
and advancement of faculty and staff. 

RDV02B Seeks development opportunities for self and others by finding new challenges. 

RDV03 Initiates budgeting strategies for effective support of programs, staff and facilities. 

RDV03B Effectively prioritizes use of resources such as staff time, facilities, and equipment. 

RDV04 Supports operational decisions by managing information resources. 

RDV07 Plans and manages resources consistent with {college} priorities and local, state, and 
national policies. 

RDV07B Considers {college} goals when planning own work. 

RDV08 Uses time management, planning, delegation, and organizational skills. 

RDV08B Effectively manages time and work tasks. 

A.5.2. Leading by Developing Others 

ADV01 Advances life-long learning and supports a learner-centered and learning-centered 
environment. 

ADV01B Treats all situations as an opportunity to learn something. 

ADV05 Promotes teaching, learning, equity, open access, and innovation as primary goals for 
the {college}. 

ADV05B Urges others to consider ways to include {college} goals in work plans. 



SUNY360 Usage Guide 

http://SUNYLI.suny.edu  Page 31 of 44 

 

ADV06 Values and promotes diversity, inclusion, equity, and academic excellence. 

ADV06B Includes people with diverse perspectives when making plans. 

CCL02 Embraces and employs differences in individuals, cultures, values, and communication 
styles. 

CCL02B Considerate of others values . 

CCL03 Invites faculty, staff, students, and the community to work for the common good. 

CCL04 Demonstrates cultural competence reflective of a global society. 

CCL04B Integrates knowledge of other's cultures in daily performance. 

CPR05 Understands the impact of culturally-based perceptions on self and others. 

CPR06 Supports lifelong learning for self and others. 

CPR06B Treats all situations as learning opportunities. 

A.5.3. Leading by Advocating and Developing the College 

ADV02 Advocates the {community college} mission to all constituents and empowers them to 
do the same. 

ADV02B Helps others understand our {college} mission and goals. 

ADV03 Demonstrates a passion and commitment to the mission of {community colleges}. 

ADV03 Demonstrates a passion and commitment to the mission of higher education. 

ADV03B Persistently pursues ways to further the {college} mission. 

ADV04 Presents the {community college} in a variety of settings as integral to higher 
education. 

ADV04B Demonstrates ability to explain the role of {community colleges} within higher 
education. 

CCL05 Works effectively and diplomatically with legislators, board members, business 
leaders, and accrediting associations. 

CCL05B Works effectively with community stakeholders. 

CCL07 Establishes networks and partnerships to advance the mission of the {community 
college}. 

CCL07B Seeks ways to work with others across the {college}. 

CCM04 Effectively communicates {college} mission and values to varied audiences. 

CCM04B Expresses {college} values clearly. 

CPR03 Contributes to improvement in {community college} leadership through participation 
in local and national professional organizations. 

CPR03B Helps improve {college} by developing own professional knowledge. 

CPR09 Understands and endorses the history, philosophy, and culture of the {community 
college}. 

CPR09B Demonstrates deep knowledge of {community college} culture. 

ORG04 Regularly takes action toward continuous improvement of the quality of the {college}. 

ORG04B Regularly takes action to improve the quality of the {college}. 

RDV05 Seeks new and ethical funding mechanisms. 
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A.5.4. SUNY360 Skill: Leading by Building Effective Relationships 

CCL01 Facilitates shared problem-solving and decision-making. 

CCL06 Develops, enhances, and sustains teamwork and cooperation. 

CCL06B Develops and sustains teamwork and cooperation. 

CCL08B Manages conflict and change by building and maintaining productive relationships. 

CCM01 Effectively conveys ideas and information to all constituents. 

CCM01B Conveys ideas clearly, both orally and in writing. 

CCM02 Listens actively to understand, comprehend, analyze, engage, and act. 

CCM02B Listens by asking clarifying questions. 

CCM03B Develops open communication about effective use of time and other resources. 

CCM05 Projects confidence and responds responsibly and tactfully. 

CCM05B Responds to others in responsible and tactful manner. 

CPR01 Uses influence and power wisely in facilitating the teaching-learning process and the 
exchange of knowledge. 

CPR01B Uses influence wisely to create positive working climate. 

CPR07 Assesses own performance and sets goals using feedback, reflection, and evaluation. 

CPR07B Actively reflects on own performance and adjusts behavior. 

CPR08 Demonstrates the courage to take risks, make difficult decisions, and accept 
responsibility. 

CPR08B Demonstrates the courage to take risks, make difficult decisions, and accept 
responsibility. 

CPR10 Manages personal stress. 

CPR10B Manages stress during unexpected events. 

CPR11 Demonstrates leadership that incorporates authenticity, awareness of other 
perspectives, creative processes, and vision. 

CPR11B Combines personal authenticity with awareness of others. 

ORG02B Encourages a positive environment that supports innovation, teamwork, and 
successful outcomes. 

RDV06 Manages conflict and change in ways that contribute to the long-term viability of the 
{college}. 

RDV06B Deals effectively with different viewpoints in order to assure success. 
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Appendix B. Sample E-Mails Sent by the SUNY360 System 
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B.1 Emails Sent to All Users 

B.1.1. Forgotten Password 

Hi  Sally, 

This email confirms that a password reset was requested for your SUNY360 Skills Inventory user 
account.  

abcd9876zy 

Be sure to enter this password over top of any password your browser may have remembered 
from previous attempts to sign in. 

To log in with your updated password, click here or enter the address 
http://sunyli.suny.edu/360 in your browser. Use the email: 

sbrown@universitycollege.edu 

After you log in, you will be required to enter a new password of your choice. Please remember 
your new password for future logins. 

If you feel this message has been sent to you in error, please contact the SUNY Leadership 
Institute at support@sunyli.suny.edu or contact your college contact for the SUNY360 program. 

B.1.2. Pre Registration 

Hi Sally Brown, 
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Welcome to the SUNY SUNY360 program.   

Thank you for pre-registering. In the future you will hear from a leader at your college or from 
one of your colleagues.  Because you have pre-registered, the system will be able to assure your 
colleagues that they have the correct email address for you.  To complete this pre-registration, it 
is therefore important to log into the SUNY360 website to confirm your email. 

Please browse to  http://sunyli.suny.edu/360 using your favorite browser on your computer. 

Please login using your email address  

sbrown@universitycollege.edu 

and your password 

abcd9876zy 

After you log in the first time, you will be required to set a new password for future use. You will 
want to remember the password you set. 

Click here to login using the email address above (enter the password exactly as shown).  We 
find it easiest to double click on the password and copy it.  Then paste it into the password box. 

Again, thank you for pre-registering. 

Sincerely, 

The SUNY360 Team 

B.2 Emails Sent to the College Administrator 

B.2.1. Test E-mail 

Welcome. Your college has contracted with SUNYLI for a Skills Inventory Project.  The Inventory 
is taken at http://sunyli. suny.edu/360. 

In order to communicate with participants and their observers, the SUNYLI360 site will be 
sending emails to addresses at your college.  This message is being sent to you to test that email 
will get through your college spam and junk mail filters. 

Two people will be receiving this email - your "College Contact" and your "IT Contact".  

If you are the IT Contact, you will receive this message in an email sent from 
administrator@sunyli.suny.edu.  This is how the SUNYLI360.com site will contact users directly - 
most commonly in response to a forgotten password. 

If you are the College Contact, you should also receive this message (from 
administrator@sunyli.suny.edu). 

Please contact SUNYLI about any problems receiving these emails. It is important that emails can 
be received at your college before you begin the SUNY360 project. 

This email is actually sent to {ETO} from {ESENDER} on behalf of {EFROM}. 

B.2.2. Changed College Contact 

Hi Sally, 
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You are receiving this email because the college contact at {COLLEGENAME} for the SUNY360 
Skills Inventory program has been changed. You now have this responsibility. 

You may log in at http://sunyli.suny.edu/360. Use the email: 

sbrown@universitycollege.edu 

and password 

abcd9876zy 

If you forget your password, click on “Forgot my password” and you will receive another 
temporary email that allows you to reset your password. 

Your login will provide access to the college contact screens. 

Click here to use the login screen.  

B.2.3. New College Contact 

Hi Sally Brown, 

Welcome to the SUNY360 Skills Inventory program. We are glad your college has chosen to 
participate in the SUNY360 program. 

This email is coming to you because you are a college contact for this program at University 
College. 

An account has been created for you from which you may manage your projects.  Click here to 
login with the email address below, enter the temporary password, then follow the directions to 
set your personal password. If this link does not work, please enter http://sunyli.suny.edu/360 
into your browser address line. 

Use the email: 

sbrown@universitycollege.edu 

and  password: 

abcd9876zy 

After you set your new personal password, please remember that password for future use. You 
will use this email address and password to access the college administrator screens. 

For support with the SUNY360 Program, please contact support@sunyli.suny.edu or reply to this 
email. 

Click here to use the login screen and proceed. 

B.3 Emails for the Leader of a SUNY360 Project 

B.3.1. New Project Leader 

Hi Sally Brown, 

You are receiving this email because you are the new project leader for a SUNY360 project. You 
will be managing a SUNY360 project called Future Leaders for your college. 

http://www.loginlink.com/
http://www.loginlink.com/
http://www.loginlink.com/


SUNY360 Usage Guide 

http://SUNYLI.suny.edu  Page 36 of 44 

 

This email contains your instructions for implementing this project.  If you are taking over for 
another project leader, some of these steps may be complete.   If you have received this email 
by mistake, please reply to this email and we will correct the issue. 

Please read this entire email then click on the link at the end of this message and proceed.  We 
suggest you print this message for easy access. 

As the project leader, you will have access to add participants to this project.   

You will begin by establishing your login and entering your personal information. 

Next you will select an "Add Participant" task from the 'To Do list' on your home page.  This will 
take you to a page where you will enter all participant names and email addresses.  Participants 
can correct the names you enter. However, you will want to double check the email addresses 
as you enter them. Often you will receive an email if the address you enter is incorrect and you 
can correct email addresses on the same Add Participant page. However, sometimes emails will 
be delivered to a junk mail folder and participants will not read the message.  You should check 
back to the Add Participant page to see if all participants have started to invite their observers. 

Sometimes you will notice a dropdown arrow next to the email address.  This occurs when you 
enter a participant who has pre-registered on the SUNY360 website or is known for another 
reason.  You may click on the dropdown arrow and select an address - However, it is up to you 
to select the correct email since many email addresses are similar. 

Participants automatically receive email instructions within a few minutes unless your project 
has been setup with an invitation date set for the future.   Reminders are sent to participants on 
a regular basis during the project. We anticipate participants will need 7 days to enter the 
names of their own observers and to complete their self inventory. Reminders will be sent to 
observers and include the final date for completing the inventory.  Reminder letters to 
participants include the number of observers who have completed the inventory so they can 
choose to add additional observers at any time before the final date. To preserve confidentiality, 
the participants will not know the names of the observers who have completed the inventory. 

You may adjust the report date on the Add Participant page. 

Please click here to proceed to the login screen and begin your project. 

Use the email: 

sbrown@universitycollege.edu 

and  password: 

abcd9876zy 

B.3.2. Report Available 

As a project leader for a SUNY360 project, you are entitled to a summary report now that your 
project is complete. 

You may log in and download this report at any time. This report is an aggregate summary of all 
the individual reports for participants in this project and does not contain any confidential 
information about the specific individuals. It does provide you with an overview of the skill 
levels, in aggregate, of the participants. 

We recommend that you print this report prior to meeting with the project participants. 
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B.4 E-mails for the Participants 

B.4.1. Participant’s Invitation E-mail 

Hi Sally Brown, 

Welcome to the SUNY360 program. 

You are receiving this email because you have been selected by your college to participate in the 
SUNY360 Skills Inventory.  We hope you will find participation in this project to be beneficial. 

Please read this entire email, then use the link at the bottom to proceed with your inventory.  If 
you have questions please contact Fred Smith at Fred.Smith@universitycollege.edu. 

The inventory is administered from a confidential website contracted by SUNYLI to manage the 
process and protect the confidentiality of the responses. 

From your web browser, you will enter the names of the people you have chosen to rate your 
leadership skills. These people are called your observers. Their names will not be shared with 
anyone. Each observer will be sent an invitation to complete your inventory.   

Please enter the names and email addresses of your observers within 7 days. Since the 
computer system uses the email you provide to notify each observer with instructions for 
completing the inventory, double check each email address. Sometimes an email fails to reach 
an observer, so check your list of observers occasionally and correct any email addresses you 
may have mistyped. You may need to ask some of your observers to look in their junk email 
folder for messages about this inventory. If you receive a "bounced" email message, double 
check the address you have entered. 

Sometimes you will notice a dropdown arrow next to the email address.  This occurs when you 
enter a participant who has pre-registered on the SUNY360 website or is known for another 
reason.  You may click on the dropdown arrow and select an address - However, it is up to you 
to select the correct email since many email addresses are similar. 

Observers who have not completed the inventory will receive weekly reminders until the final 
report date.  You will receive a weekly status email telling you the number of observers who 
have completed the inventory.  This is a good time to check for incorrect email addresses. You 
will note that you will not learn the names of observers who have completed the inventory in 
order to preserve the confidentiality of their responses. 

The report date, June 25, 2013, is the day when all of the ratings will be combined to provide 
your summary report. You will need Adobe Reader version 8.0 or higher for the report to print 
successfully. Please check now that you have the proper version. 

The report date will be included in reminder emails so that you will know how much time 
remains to obtain observer ratings. On the report date, the system will send you an email asking 
that you download your individual feedback report summarizing the observer ratings. Note, this 
report is not shared with anyone else and will be available for a month on the website.  You 
must print your own copy.  

Your college will notify you separately about plans for interpreting and using your SUNY360 
results. You should bring a copy of your report to the feedback session. 

Login at http://sunyli.suny.edu/360.  Use the email: 

http://www.loginlink.com/
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sbrown@universitycollege.edu 

and  password: 

abcd9876zy 

After you log in the first time, you will be required to set a new password for future use. You will 
want to remember the password you set. 

Click here to login using the email address above (enter the password exactly as shown), and 
complete your leadership Skills Inventory. 

This email was sent by the SUNY360 administrator. 

Sincerely, 

The SUNY360 Team 

B.4.2. Weekly Reminder E-mail 

Hello Sally, 

Thank you for participating in a SUNY360 project.  You will occasionally receive an email like this 
when you have tasks to complete. Additional information concerning the SUNY360 Inventory is 
available on the website. 

Please read this entire message for information about your tasks. These tasks are also listed on 
your To Do list when you login at the SUNY360 website using your email address: 

sbrown@universitycollege.edu 

And password: 

abcd9876zy. 

 

{REMINDERBODY} 

Please click here or paste the link http://sunyli.suny.edu/360 into your browser if you wish to go 
to your login screen. Login using your email address sbrown@universitycollege.edu and 
abcd9876zy. 

Thank you again for your interest in the SUNY360. 

Sincerely, 

The SUNY360 Team 

B.4.3. Participant Report  

Your confidential SUNY360 individual report is ready to be printed. Please download and print 
the report as soon as possible. You will need Adobe Reader version 8.0 or higher for the report 
to print successfully. 

You are the only person receiving this email and your summary report is available only to you. 
This report will be available for one month. 

Your college will notify you separately about plans for interpreting and using your SUNY360 
results. 
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B.5 Observer E-mails 

B.5.1. Invitation 

Hi Sally, 

Thank you for agreeing to complete a SUNY360 Skills Inventory for Frank Brown. 

This inventory is administered from a confidential website contracted by SUNY to manage the 
inventory process and to protect the confidentiality of the responses. You will start the survey 
by clicking on the website URL in the table below. 

The ratings you provide are confidential and reported in aggregate in an individual report as 
described more fully in the SUNY360 brochure available from your college or SUNYLI. 

The summary report is sent only to the participant you are rating, not to the college and not to 
SUNYLI. 

Sincerely, 

The SUNY360 Team 

PS. The following table shows all of the inventories you have been asked to complete at this 
time. For each inventory, please click on the column marked click here to complete your 
inventories. If you have questions, click on the participant's name in the table below to send an 
email, or talk to that person directly.  Please note that you will not be able to complete an 
inventory after the due date shown. 

Inventory 
for 

Click here 
Questions 
answered 

Due date 

Nancy 
Jones  

http://sunyli.suny.edu:80/360/Inventory/Skills.aspx?oid=775e14d8-2820-4867-
822d-b455h3dadcff  

0 of 53 8/10/2013 

Mary 
Lamb  

http://sunyli.suny.edu:80/360/Inventory/Skills.aspx?oid=940b36kd-ca01-4376-
aef8-b345aa6c9483  

0 of 53 8/10/2013 

 

 

mailto:rowledge@canton.edu
mailto:rowledge@canton.edu
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=775e14d8-2820-4867-822d-b455h3dadcff
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=775e14d8-2820-4867-822d-b455h3dadcff
mailto:rowleya@canton.edu
mailto:rowleya@canton.edu
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=940b36kd-ca01-4376-aef8-b345aa6c9483
http://sunyli.suny.edu/360/Inventory/Skills.aspx?oid=940b36kd-ca01-4376-aef8-b345aa6c9483
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Appendix C. Invitation Letter to Participants 
 [Opening salutation and dates, etc.] 

We’re glad you are participating in the [program name]. The purpose of this letter is to provide 
more detail about the program and outline topics you will want to consider prior to our 
orientation meeting on [date]. We have included the names of all the participants in case you 
would like to share your thoughts with others prior to the orientation.  

The meeting will include the following topics: 

 Program overview and schedule: dates, times, and locations 

 Shared meanings of leadership and initial thoughts about a program name 

 The SUNY360 Leadership Skills Inventory: goals, benefits, preparation, specific questions 

 The role of the supervisor 

 Participants’ questions and concerns 

About the SUNY360 Leadership Skills Inventory 

During the orientation, you will have an opportunity to become more familiar with the SUNY360 
inventory tool and ways it can facilitate your professional growth. This tool will provide you with 
an initial inventory and ratings of your leadership skills. You will be able to refer to this inventory 
throughout the program as you work on specific skills. 

The SUNY360 provides you with ratings from your colleagues so that you have a more complete 
picture of your skills.  To create this inventory, the SUNY360 requires that you identify and 
contact approximately 10 to 12 people – up to a maximum of 20 – who have had an opportunity 
to observe you at work and can complete the inventory, providing ratings of your leadership 
skills. The inventory will be administered online to each observer you choose.  

You will be the only person who knows who you have asked to complete the inventory, and you 
will be the only party who receives the summary report of their responses. With the exception 
of your boss's responses, individual observer ratings are not shown on the summary report. If 
you list more than one boss, their scores will be averaged.  

Prior to the orientation meeting, we suggest that you consider who you will ask to be your 
observers.  This will allow you to contact them in a timely manner.  You will want your observers 
to give you honest, accurate, and up-to-date ratings from a variety of perspectives. Ideally, you 
should include peers, people who report to you, people senior to you, external colleagues, and 
your boss. It is best if you consider the kind of feedback that would be helpful to your growth 
and identify people most likely to give you accurate ratings. You will want to consider the 
various perspectives your associates can contribute, and attempt to assemble multiple 
viewpoints, not just positive or critical ones. Most of us perform differently in different contexts, 
and you will want to choose people who have witnessed your behavior and accomplishments in 
many ways. 

At the orientation meeting, you can pick up copies of a handout, Q & A for Observers in the 
SUNY360, that you can share with your observers. 
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The Role of Your Boss 

This program is designed to develop your leadership skills.  Your college will benefit from your 
enhanced skills and the skills that your colleagues learn from you. 

Feedback from your boss is a valuable part of your skills inventory. The SUNY360 is designed to 
accept feedback from your boss and provide those ratings separately from the other ratings. 
You will want to ask your boss to take part in your SUNY360, and your invitation should explicitly 
mention that boss ratings will be shown separately and identified in your report. You will be 
asking for honest, objective feedback which will not be anonymous and will be shown side-by-
side with the aggregated feedback from other observers.  

Experience tells us that many bosses appreciate knowing about the program and hearing your 
observations on a periodic basis. You are not required to share the summary feedback from the 
SUNY360 with your boss although you will likely want to share some aspects of your responses 
and observations. It is a good opportunity to gather additional views regarding your results.  

Your SUNY360 Inventory Report 

Some who have participated in a SUNY360-style inventory say they were anxious about 
receiving the feedback, comparing it to opening a report card or SAT scores, or receiving a 
decision on an employment application. Most of us care about how others see us, so such 
feelings are entirely understandable. In the orientation meeting, we will discuss ways to ease 
these anxieties and manage your SUNY360 experience to best effect. 

In the Feedback Workshop, scheduled immediately following receipt of your Individual Report, 
you will acquire strategies for evaluating and optimizing the information contained in the 
SUNY360’s summary reports, relating the findings to your professional goals, and crafting 
personalized development plans. 

About Other Aspects of the Program 

You likely have other questions about future aspects of the program. We will take time to 
discuss your questions at the orientation, so we encourage you to keep track of your concerns 
as they arise and, if you have time, send us a note so we can make sure to incorporate them in 
the orientation.  

[closing and signature] 

 



SUNY360 Usage Guide 

http://SUNYLI.suny.edu  Page 42 of 44 

 

Appendix D. Research on Impact and Effectiveness of the 360s 
A 360 survey is a well-established tool.  We have collected some summary findings from 
research on the impact of 360 inventories below and have drawn implications for the Campus 
Based Leadership Development Program.  

Finding: Those who used a 360 inventory had more targeted development goals, focused 
primarily on skills with lower ratings [4].  

Implication: This provides good reasons for focusing on strengths since these are important 
to current and future success. Participants need to find a balance, get feedback, 
and keep the total picture in mind.  

Finding:  Subordinate feedback is the most important – more so than that of supervisors. 
This is understandable since managers must achieve their goals through the 
people who work for them and, hence, must develop skills that make them better 
managers [4]. 

Implications: Since subordinate feedback is important, it must be honest. Subordinates will 
need to know the uses of the results in order to be honest. Will the results be used 
for development only? Or will they be used for performance appraisal? 
Compensation? Layoff identification? 

Finding:  It is important to align individual competencies with organizational goals as well 
as individual goals [4]. 

Implication: Should ask organizations to identify goals and associated competencies for use 
in the feedback loop. 

Finding:  Higher-level managers don't use feedback as much as lower-level managers [4]. 

Implication: Include participants from all parts of the organization, mainly those who are 
motivated to attend. If higher-level managers are not interested, consider other 
forms of development such as individual coaching.  

Finding:  Organizations using 360-degree assessments see their systems as having a 
superior impact on workplace behavior, compared with more traditional 
supervisor-only feedback [5]. Moreover, the 360 has effects on organizational 
context, e.g., employees' perceptions regarding support and achievement culture, 
and their perceptions of the communication and performance appraisal system in 
the organization [6]. 

Implication: Use of a 360 may increase positive attitudes in the workplace, e.g., “My 
employer is interested in my growth and development.” It is important that 
employees know how the 360 will be used if the positive effect is desired.  

Finding:  A follow-up of 65 low- to mid-management level employees who participated in a 
360-degree feedback found that participants improved skills in “relating to 
people….organizing work…thinking and deciding…and personal impact.” No 
improvement was found in “effort to improve…and participation in development 
activities” [7]. 
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Implications: The 360 is more effective if it is given to those who want to take it and use it 
to improve their skills, and if support is provided for improving those skills through 
developmental activities.  

Finding:  Managers who met with direct reports to discuss their development plans 
improved more than managers who did not [8]. 

Implications: Incorporate a process for those involved in creating the development plan. 
Consider including mentors as well as direct reports. 

Finding:  There is more changed behavior following a 360 assessment when the participant 
receives input from coworkers in framing a development plan, reviews the plan 
regularly, and receives ongoing coaching and feedback [9]. 

Implication: For optimum results, the SUNY360 should be accompanied by the full Campus 
Based Leadership Development program: the workshops, seminars, mentoring, 
and development projects. 
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