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A. Getting Started

Welcome to Fairsail. This document describes how to use Faitdaihvailable online at
help.fairsail.conor as aprintable PDFSuggested starting points are listed below:

New users

Accessing Fairsail
Navigating Around

Team Member Summary
Focus

Talent

Development

Team Managers

Team Summary
¢SIY aSYoSN magl ISNRa { dz

HR Manager

HR Manager Setup and Administration

Further Advice

Tips for Success
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Accessing Fairsalil
Fairsail is awebasedorRS Yl yR ae8aidSyo , 2dz R2 yduiicomp&&SG R (2 A\
to use Fairsail. All you need is your regular web browser: Internet Explorer, Netscape, Safari or
Firefox (other browsers may work too).

Navigate tohttps://www.fairsail.com/loginhtml (you can also find this off theww.fairsail.com
YIE@AIFGA2Y YSydz dzy BaeiNbud uselzil (ndrdayNauf endillagtéess)dand
password.

The first time you use the system you Wil asked to change your password and to give some
details that you can use to reset your password if you forget it.

The first page you will see is ydusme page What you seen thatdepends on what type of
user you ae.



https://www.fairsail.com/login.html
http://www.fairsail.com/

Y

—

FAIRSAIL USER GUIDE: Empower Your TFairsail
Fairsail User Types (or Profiles)

There are thregrimarytypes(or profile)of user in the Fairsail application: the manager, their
team members anthuman resourcesHR manager In addition there is a system administrator
that controls security.

Team Manager Profile

Managers must be registered userfsFairsail This gives them access to the Fairsail application
to manage their team. The core of the application is the ThEmbershome pagewhich lists

all their team members.

Team Member Profile

Team members may begistered uses. If not then themanagercompletesthe management
side of the HR processesthout the team membetaking an active partAll the Fairsalil
processes adapt to this managenly mode. Although this gives the manageramy of the key
benefits of this systent doesmiss out on involving the team member.

Normally managers are also team members (in the next level up the organisation). Anyone
registered for managdevel access is automatically registered as a team mefopeheir
manager.

HR Manager Profile
HRmanagersare given privileged access to the system. They are redperisr managing
processes, authorising certain activities and produsingtegic management reports.

An HRmanagemay participate as either gam member, manager or both.

HR Administrator Profile / System Administrator Profile

This is an HR manager with additional access to set up the system, including security
administration. For a standlone Fairsail system the HR and system administraieshe

same. If Fairsail is part of a full Salesforce implementation then the system administrator will
have additional access to the sales andtomer relationship managementRN) parts of the
system.
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Navigating Around

Exactly what you see when yaust log in will depend on how your system administrator has
configured your home page, applications tabs and profile. A typical home page is shown below
identifying the main parts.

ﬁ Setup- Help-Logout g har [Team ansger =]
F'é_'l Focus - Talent - Development &)pﬁ'xt NZE [Team Manager
airsai

Team Summary | Targets | Performance Reviews | Skills | Talent Plans | Successors | Development Needs | »

Janet Jackson at Fairsail, Ltd.
_ _ App mend
4

Custom Links My Tasks Tabs [averaue 3|
e ADN Developer Network
website
+ AppExchange Directory You have no open tasks scheduled for this period.
& ADN Blog
Recent Ttems. A I items To Approve [ Manage all| ttems To Approve Help &)
Phil Symmonds
% Phil Symmonds Action Related To Type Most Recent Approver Date Submitted
Operations
Reassian | Approve | Refect 2007.12#74 Performance Review Cooper, Colin 01/12/2007 10:15
Development
Deliveries
Dashboard [ Refre<h | Cuslomize Page

Production
Manufacturin As 0f 021272007 18:28

Engineering
T Managers and # Team Members Performan  Rating Competencies

% Dannie Alcocke L1: Name Record Count [
A 20071274 Abilene Saltser

Bridger Runl
Brooks Auman

Caedmon Iseman

Charmian Shea

=
8 . . g
Albert Sommer 9 Main view o 5 A
T recrciosn Allie Bratton 2 i
e Alma Wallace 8 1 £
Andy Newbern 8 E
Arleen Jewell a 2 g» Managi
Arlie Blessig E Record Count (Hundreds) ':4
Sidebar Bradford Law 9 £
9 <]
9
8
8
9

Cherish Flickinger

Main page partsApp meny Tabs SidebarMain view

App Menu
¢CKS Gl LI) YSyYydz O2YyGNRBf a ¢ KA QKdSadsforgdicnsydifok y | LILIKE
both) that you are viewing. The Fairsail apps are:

Team Member App

For all Fairsail information and processes about yourself (you as a team merBgeatfault this
contains the followindabs Your Summary, Objectives, Targets, Performance Reviews, Job
Descriptions, Skills, Competency Assest#s) and Development Needs.

Team Manager App

For all Fairsail information and processes about your team (you as a team manager). This also
gives HR managers access to team information when acting on behalf of antaeager. By

default this contains théollowingtabs Team Summan@bjectives, Targets, Performance
Reviews, Job Descriptions, Skilaccessors, Talent Pla@gmpetency Assessments, and
Development Needs.

HR Manager App

For all Fairsail information and processesdnrHR manager. This includes configuration and
management views and reportBy default this contains the followirtgbs Team Members,

Team Managers, Departments, Policies, Job Description Library, Job Profiles, Scales, rgkill Libra
Competency Library, Reports.
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Team Member Tabs
Your Summary

Objectives

Targets

Performance Reviews

Job Descriptions

Skills

Competency Assessments

Development Needs

Team Manager Tabs
TeamSummary

Objectives
Targets
Performance Reviews

Job Descriptions

Skills

Successors

Talent Plans

Competency Assessments

Developmen Needs

A summary of all your personal Fairsail informattorour
dTeam Member Summagy

A view of albbjectivesthat you have permission to see,
including your own.

A view of altargetsthat you have permission to see,
including your own.

A view of alperformance reviewshat you have
permission to see, including your own.

A view of allob descriptionghat you have permission to
see, including your own.

A view of alkkillsthat you have prmission to see,
including your own.

A view of alcompetency assessmgsthat you have
permission to see, including your own.

A view of aldevelopmentneedsthat you have permission
to see, including your own.

A summary of youteam members (including cross
reports) flagging where action is required by yau a
manager or by the team memberé 2 dZ¥dmdSummagy
/| £tAO01 2y lyeé GSIY YSnéanSND
aSYOoSNJ al yIFIgmmNa { dzYYl NE
A view of albbjectivesthat you have permission to see
A view of altargetsthat you have permission to see.

A view of alperformance reviewshat you have
permission to see.

A view of allob descriptionghat you have permission to
see.

A view of alkkillsthat you have permission to see.

A view of albuccessorthat you have permissiorotsee.

A view of altalent plansthat you have permission to see.
A view of alcompetency assessmgsthat you have
permission to see.

A view of aldevelopment needshat you have permission
to see.




Y
FAIRSAIL USER GUIDE: Empower Your TFairsail
HR Manager Tabs

TeamMembers A view of all theeam members You can view informatior
on all team members but camnly edit information for
team members in your department$his ontrols who are
the managers and cross reporting managers. Also links
team members to registered Fairsail users.

Team Managers A view of dlteam members that have other team
members repating to them (i.eteammanager¥. You can
only view managers in your departments.

Departments Views all thedepartments This ontrols who the HR
managers are for each department.
Policies View all thepolicies
Job Description Library View alljob descriptions
Job Profiles View alljob profiles
Scales View allrating scalegor skills or competency indicators.
Skill Library View allskillsin the library.
Competency Library View allcompetencies and indicatois the library.
Reports View al reports
Sidebar

The sidebar column that appears on the left side of nkstsailpages provides convenient
access to the following linksxd commands:

Search

The View Personal Tags drdpwn list

The Create New dregown list

A Calendar shortcut tooyr last used calendar view
The Recent Items list

Messages and Alerts

Custom Links

A shortcut to the Recycle Bin

OB OB OB ST ST OB Ol O

The options in your sidebar may vary if your administrator has customized your hajae pa
layout. For more informatioseeCustomizing Home Pageayouts.

If your administrator has enabled the collapsible sidebar, you have the choice to show or hide
the sidebar as needed. Click tedge of the sidebar or pregd T+30 open or close the sidebar
as needed. Opening the sidebar uskgr+%utomaticaly places your cursor in the Search box.

Main view

The main viewantains the main item(s) being viewed.
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Team Summary

The team summary tab brings up the team summaeyv. This lists all of the team members for

a single manager. If you go to this pdoyeclicking on the tab then ghows your own team
members. Iffou go to this view by clickiran a manager on th&eam Managertab then it

shows the team members for that manageklongside each team member are labdlligags

showing the next step that is required to be completed by the manager and/or team member for
a given Fairsail process.

¢KS YIFylFr3aSNRa ylIYST RSLINIYSyd FyR GKS YIFylF3aSN
summary view.

The second section in tHeam summary view contains a table. Each team member is listed on
each row of the table. Across the topthe tableare listed all the active Fairsail processes:
objectives targets performance reviewgob description skills succession plaralent plan
competency assessmerevelopment plan

Flags and labels appear in each cell of the table. The flag shows if there is an action to be done
by either the manager or team member for the given Fairsail process:

¥ showsthat there is an action for the manager.

¥ showsthat there is an action for the team member.

If there are actions for both the manager and team member only the manager flag appears.
Alongside the flag is a brief label stating the action that is expaeted / € A O1 2y GKS (S|
YyIEYS G2 32 G2 GKS GSIFY YSYOSNI YFEyEFISNDE &adzYYl N
For a detailed description of all actions messages and the conditions that trigger them see the

Actionschapter.

Both direct report team members and cross reporting team members appear in the list. If there

FNE Fye ONRaa NBLR2NIA Ay apkedrs dsiha secoidic@wnn of & RA NB
the table. If there is a check mark in this column then the team member is a direct report.

Company policies will dictate how much cross reporting managers will be involved in the

processes for a given team member. liyare a cross reporting manager and not sure if an

action relates to you then ask your HR manager.




N\

FAIRSAIL USER GUIDE: Empower Your TFairsail
Team Member MAT ACAO6 0O 3011 AOU
¢KS GSFY YSYOSNI YIFylF3ISNDa adzyYFNE @GASg tAada |
for a team member from all active processes. It is reached by a manager or HR manager clicking
2y F GSIFY YSYO0SNDa vy udisg: thedBnyvsundtanihedistzif reeadntr OSa Ay
items in thesidebar and various detail views and reports containing team members.

¢KS GSIFY YSYOSNRA yIF YSE RSLI NI Yhsvielv. BeldiRthay I y | 3 S N,
are three suktabs. These each show data from one of the three primary areas of Fa&imaik
TalentandDevelopment The suliab thatwas most recently used by a manager is the one that

appears first. Click on any stdb to view data from that primary area of Fairsail.

Exactly which sutabs appear and what information appears on those tabs depends on policies

set by the HR managerrfthe department that the team member is in. If something is missing

from your summary ask the HR manager.

/I tA01 2y GKS G+ASg |[ffé¢ DY 2YS Yi@ SinalRifg al S F ldZ& & S N.
history. Tl summary view is the best place to work on current information and process.

AAAT - AT AAO - AT A FAcOLsbtab O | AOU

Objectives Shows the draft, current and recently clossiectivesfor
the team member. Shows the statyspgress and key
dates for each objective. Click on an objective name to
thedetaibb / £ AO1 2y abSgé¢ G2 C
this team member.

Targets Shows the draft, current and recently clogedgetsfor the
teammember. Shows the status, progress and key date
foreachtarget ¢ KS & OKAS@SYSy ¢ |
target progress. A red bar shows the proportion of the
target that has been achieved. A green bar (always 10C
shows that the target has been refzed (and may have
been exceeded)Click ora targetname to see the detasl
/| £t A01 2y ab S giargeiif@ thiOtsdnl G S
member.

Performance Review Shows the current active (unsigngeirformance revievif
there is one otherwise shows the most recently complet:
performance review.Click on the review name to see the
RSGFAT &a® /| ftA01 2y GbSg¢e
for this team member. If there is already a review in
LINEINBaa odzyBd @y SRHE Of AD]

Current Job Description Shows the current active (unsigndgdb descriptionif there
is one otherwise shows the most recently completed job
description. Click on the job description namesée the
RSGFAT &a®D /| £t A01 2y AabSg¢é
this team member. If there is already a job description i
LINPINBaa 6dzyO2y FANNSR | yR
go to that job description.
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4 AAT - AT ARO - Al ACTAléndsb-tabO1 | AOU

Skills

Successors

Succession

Talent Plan

Shows theskillsset for the team member. Shows the skil
and level of skill that the team member currently hdhe
bar chart shows the level of skill as a proportion of the
maximum level for that skill. Click onlallsname to see
GKS RSGFIAfa® I £tA01 2y ab
member.

Shows the potentiauccessord 2 NJ 4§ KS G S| Y
Shows the successors and their degree of readiness for
job. Cli& on a successor number to see the details. Clic
2y GbSgé G2 FRR Fy20KSNI L
member.

Shows the jobs where this team member is considered :
potential successar Shows the team membeurrently in
that job and the degree of readiness that this team
member is to replace the listed team member. Click on
GbSgé¢ G2 FRR Fy20KSNJ LGS
team member.Note that successors and succession shc
different sides othe same information.

Shows the most recenélent planinformation for this
team member. Shows all of the key factors of the plan.
Click on the talent plan number to view details. Click on
GbSgé¢ (G2 QaebtpanS || ySg

4 AAT - AT ARO - Al A Diwelopdenssid -tabA O U

Competency Assessment

Either. Assessments

Or. Ranked Competencies

Shows the current active (unsignesimpetency
assessmenif there is oneotherwise shows the most
recently completeccompetencyassessment Click on the
competency assessmentimberto see the details. Click
2y abSgé¢ ( 2ompelehcNadssessmefiibtidis
team member. If there is alreadycampetency
assessmenin progressncompletedd Of A O] A Y =
go to thatcompetency assessment

If the competency assessmigis still open then a section
dassessments | LILIS | NE @ Li akKz2g.
contributing to the full competency assessment and the
status of those assessmisn/ f A O1 2y abSg
assessor.

If the competency assessment is closed and complete ti
I aSO0GA2Yy aNly{SR 0O2YLISGS
competencieghat were assessed and the scoshieved.
It compares the self score and the average of all the oth
assessorboth numerically and in a bar chart. The
competencies appear in order of descending strength (i.
GKS aidNry3asSaaG d GKS (2L
shows the numbeof responses of each possible questiol
response by the assessors that make up the average (a
but self). This gives an idea of the spread of responses.
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Team Member Summary

The team member summary view lists a summary of all current or active Fairsail data for a team
member from all active processes. It is reached taam memberclicking oni KS & , 2 dzNJ
{ dzY Y| NE ¢ TeamdMerkhbér afipk S

¢KS GSIFY YSYoSNR&a ylIYST RSLINIYSYyd FyR YIFylF3aSN
are three suktabs. These each show data from one of the three primary areas of Fa&iaik

Talentand Development The sultab that was most recently used bytgam memberis the

one that appears first. Click on any gab to view data from that primary area of Fairsail.

/| £t A01 2y GKS &=+ Af@lér versibriofthed $14(i Yi 2 WS Yi@ Sindlkig aBS (0 | A f &
history. The summary view is the best place to work on current information and process.

Exactly which sutabs appear and what information appears on thosestalepends on policies
set by the HR manager for the department that the team member is in. If something is missing
from your summary ask the HR manager.

Team Member Summary Focus sub-tab

Objectives Shows the draft, current and recently closgiectivesfor
the team member. Shows the status, progress and key
dates for each objective. Click on an objective name to
GKS RSGFAfTad /fAO1 2y abs
this team member.

Targets Shows the draft, currerand recently closethrgetsfor the
team member. Shows the status, progress and key dat¢
for eachtarget ¢ KS &l OKAS@SYSy e |
target progress. A red bar shows the proportion of the
target that has been achved. A green bar (always 100%
shows that the target has been reached (and may have
been exceeded)Click ora targetname to see the detasl

Performance Review Shows the current active (unsignguirformance revia if
there is one otherwise shows the most recently complett
performance review. Click on the review name to see tf
details.

Current Job Description Shows the current active (unsigngdb descriptionif there
is oneotherwise shows the most recently completed job
description. Click on the job description name to see the
RSGIFIATao® I tA01 2y abSg¢
this team member. If there is already a job description il
progress (unconfirmed and UnLJLINE @S RO Of A
go to that job description.

Team Member Summary Talent sub -tab

Skills Shows theskillsset for the team member. Shows the skil
and level of skill that the team member currently has. TI
bar chart siows the level of skill as a proportion of the
maximum level for that skill. Click on a skill name to see
GKS RSGIAfa®D /| £tAO01 2y ab
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member.

Team Member Summary Development sub -tab

Competency Assessment

Either Assessments

Or. Ranked Competencies

Development Needs

Shows the curretnactive (unsigned¢ompetency
assessmernif there is oneotherwise shows the most
recently completeccompetency assessmentClick on the
competency assessmentimberto see the details. Click
2y abSg ¢ neivBompetehcNdssessmefur this
team member. If there is alreadycampetency
assessmenin progressfncompletedd Of A O A Yy =
go to thatcompetency assessment

If the competency assessmigis still open then a section
dassessments | LILIS | NE @ Li aKz2g:
contributing to the full competency assessment and the
status of those assessments.f A O] 2y abSg
assessor.

If the competency assessment issd and complete then
I aSO00iA2y aNIyl1SR O02YLISGS
competencieghat were assessed and the scores achieve
It compares the self score and the average of all the oth
assessors both numericallyéim a bar chart. The
competencies appear in order of descending strength (i.
GKS adNry3asaaG 4 GKS (2L
shows the number of responses of each possible questi
response by the assessors that make up the average (a
but self). This gives an idea of the spread of responses.
Shows thedevelopment need&entified for the team
member. Shows the skill or competency where the neet
and the current score, the required¢are and the
calculated gap between those two. A negative gap
indicates that the team member has more
skillcompetence than required for the current job. This
then shown graphically. The bar chart show green whe
the assessed level and need matat where there is a
shortfall, and yellow if there is more skill/lcompetence th¢
NEB lj dzZA NE R @ /| £tA01 abSge (2
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Team Member Details

The team member details view contains a more detailed set of information than that contained
onthei SI'Y YSY56 SN YI yortBeSehdriemBedsvnyhtatyiBw. It contains all
information held by the team member to which you have read access. This includes historical
information not necessarily shown on the summary views. Exceptcmessindpistorical
information it is almost always easier to view and work on information in the summary view.

¢KS GSIY YSYOSNI RSGFIAfa OASs Aa Nbet@awSR o6& Of A
member summary view.

HR managers can use the team member details view to edit team member data if they have edit

I 00Saao /| ftAO01 2y GKS G9RAGE odzitGz2y 2y GKS RS

HR maagerswho have administration rights can alter what information appean the team
member view. Note that the department policy does not affect which Fairsail processes appear
on the details view, only the summary views.
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Team Managers

The team managers view shotesm members that have other team members reporting to
themi.e. the team managers.

The team managers view is reached by clicking on the Team Managers talHiRrttanager

app.

¢tKS OASg Oz2yarada 2F | dGFroftS 6A0GK I NRg F2NI St
name, how manyther team members report to that manager and the department that the

manager is in.

Click on the name of a manager to go to tkem summaryiew for that team manager.

HR managers can only sexords formanagers to whonthey have read or edit access. Those
are managers in departments where the HR manager is listed.

Note that it is possible for an HR manager to be able tarfeemation aboutthe manager but

not be able to view the information for the team members theport to that manager. This

occurs if the manager and team members are in different departments and the HR manager only
has access to one of those departments.
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B. Focus
GTo ensure the orgaraionQ Ay R Y I yI 3SNR&A @ArAaizy Aa O2YYdzy AOF

& C 2 Qoasists of set of tools for the manager and the team member to define and agree a
set ofobjectives targets(if the team member has sales responsibilities) anobadescription

The objectives and targets are reviewed during the year and at the end of the year. Finally a
performance reviewakes a look at the overall performance of the team member as ailesul
the TalentandDevelopmentsections of Fairsail.

This whole process loops every year. This year is norbesBdeither on the company financial
or calendaryearor on the anniversary of thstart dae of the team memberTalk to your HR
managerfor company policyn this.

Tips for Success

Creating Objectives
Writing Job Descrifns
Effective Performance Review
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Objectives

An objective is something that a manager and a team member agree that the team member will
accomplish. Good objectives BMART, Specific, Measurable, Achievable, Relevant and Time
Bound. Fairsail will enable you to agree such objectives, monitor progress and then review how
well they have been achieved.

An objective thahas a purely financial goal (egell$1M worth ofproduct) is better entered as
atarget.

Each Team Maber will have, typically, between two arsik objectivego be achéved over the
course of a year. divever, sometypes of job night have quite different normgor example
those that are project bagsk Use whatever is most appropriate fowetjoh

TheTeam Summarkiome pagewill show team members that do not have any current
objectives and objectives that need to be reviewed.

Tips for Success

Creating Objectives

SMART Objectives

Aligned Objectives

Objective Formula

Examples of SMART Obijectives

Objectives Home

The objectives home is reached by clicking on the objectives tab. On thianea@er own
objectivesand objectives from all team members in your team and crepsrting teams. Use
the view type dropdown menu to see various views on those objectives. Click on the column
headings to sort objectives into different orders. Click on an objective name to go to the
objectivedetailsview page for that objective.

Objectives Section of Team Member Summary

Draft, current and recent objectives for a single team member are listed on the Focus tab of the
Team Member Summaignd¢ SI'Y aSY o6 SNJ al VpageS Nsis thedestpe NE
for a team member to view and work on their own objectives in one place, or for a manager to
view and work on the objectives for just one team member.

New Objective

Managers and team members careate a new objective
1. Manager:
a. Pressthed b S Bugton on theTeam Member | v I ISBrdiagpageat the startof
iKS dhoe2SOuA@Saé aSOlAzyo
b. Selectt b Sg ho2SOGABSeE Ay GKS ySg AGSY as
c. t NBaasSoKSodhlizy 2y (UKS 202S00A@Sa K2YS

GAz2y

2. Team Menber:
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a. t NBaa (KS db SEmamMedtieliS2nymaageatithié Startof the
Gho280iAPSaes a80GA2y®
b. Selecti b$6 ho62S8S0GABSE Ay (KS ySs AGSY aSOGAzY
c. t NBaaSokKSodzid2zy 2yoméKS 202S0GA@Sa K

Enter the details for the objective:

Name Ashort description/name of the objective.

Description Alongerand specifidescription of what is to be achieveldor
advice on this see Tips for Succ&a®atingSMART Objectives

Measure Details of how the manager and team member will know that the

objective has been achievedor advice on this see Tips for Succes
Creating SMART Obijectives

Start Date The date theTeam Member will/did start work on the objective.
Next Review Date The date the objective will next be reviewed.

End Date The date the objective is to be achieved by.

Required for Will this objective be considered as part of an annual performanc
Bonus bonus?

Weight Whatweighting forimportance/degree of difficulty is put on this

objective? This is expressed as a percentage (i.e. out of 100). T
weights of all the current objectives for a team member should ac
up to 100%.

Save the objective by\S & a Ay 3 GKS a{ I @S¢ odzit2y @ he¥ GKS Y
set to statusiManager Draff @ L F meaimKe® creét&sheYobjective it will be in status

oTeam Menber Draft dif the team member is not a Fairsail registered user (see manager only
Y2RS0 GKSy GKS 2062SO0A@&iveb®tf 32 RANBOGEE G2

Team Member Draft Objective

ho2SOGAG@BSa Ay ac¢ S kitier keéhYienfy HdteBetiby Thé teamKnendb8r or
amended by the team member from an original entered by the managkey are waiting for
the manager to look at them.

The manager has two choices:

1. Accept the objective as entered or amended by th@m membe. The managedoesthis
by pressinghe & ! LILINGRt@rSoé the objective detail viewThe objetive will change to
statusdActivee @

2.al18 YSYRYSyGa (2 (KS 20280GABSDdthe¢KS YI yl 3¢
objective detail view, makinthe OK I y3S 3 | Yy R LINB & A Phe/ abjecivié ®ill a { | 0S¢
change to statusManager Draff ®

Manager Draft Objective

ho2aSOUA@®Sa Ay dGal ylF 3SNIJ 5N Tih&EmakaheP® anteddddoys NJ 6 SSy
the manager from an original entered by the team membE&hey are waiting for the team
member to look at them.

The team member has two choices:
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1. Accept the objective as entered or amended by the manager. The team meioesthis

by pressinghe & / 2 y uittbidos the objective detail viewThe objetive will change to
statusoActivee P

2.alk1S 'YSYyRYSyila G2 GdKS 202S00GAQS® ¢KS GSIy »
objective detail viewy' I 1Ay 3 G KS OKI y3aS> | yRhdoh&evawvily 3 G KS
change to statusTeam Member Draft @

The manager may also intervene by:

3. Deciding that the objective is nemegotiable by the team member. The maeragdoes this
08 LINBaaAiy3a ( KodthéabjéchvdaetdiBiew. oTHelbibjeeyill change to
statusoActivee @

Active Objective
ho2aSOlA@®Sa Ay a! O0A@PSe KI @S 6SSy | Idm&éhe oe (KS
manager. Active objectives cannot be edited (except as part of the review described below).

After the Next Review Dathe objective will be flagged aesquiringa review. Thiflagshows as
GwS @A Ssé | LIM&in Binyhahore/page Kifectives caralsobe reviewed before
the Next Review Date is reached if desired.

ho2aSOlA®Sa I NB NBPASHESR o0& SAGKSNI GKS YFylF3ISNI
on the objective detail view. Whéhey thenenter forthe review differs:

Team member objective review

Continuing, Closed or Completed Objective
The team member mersa text comment giving their view of the progress they have made
towards the objective The team member can see their last comment and thetrmecent
comment by the manager.

Manager objective review

Continuing Objective
The manager¢ i SNB | LINPINBaa adalkadza F2N GKS 2625010
2NJ a. St26 ¢NIF Olé o lfa2 SyGdSNa thetaaBEG O2 YY!
member hagnade towards the objective. Finally, the manager enters a date for the next
review of this objectivelf the new Next Review Date is after the End Date for the objective
then the objective is extended to the new date.

Closed or Completd Objective
The managermtersa¥ A y I £ LINPINBaa adliddza F2N) G6KS 2062S0i
4/ ft2aSRY 9EOSSRSRé¢z a4/ t2aSRY b2iG I OKASOSRET
comment giving their view of the final progrets®e team membehasmade on the

objective. The objective then goes to statd€losed ®

Closed Objective

Once an objective is closed by the manager it cannot be reopened. It remains so it can be

considered as part of an over&erformance Review
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ho2S0GiA@Sa Oy 0SS NBLISIFGSR o0& LINBaaay3a alft2z2ySé
anew objectivewith the same initial details as the previous objective.
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Targets

This ecords a set of financial targets (or quotas) that a manager wants a team member to
achieve over a specified period. This system implements the process of setting targets, snonitor
actuals during the active perigdnd records comments by magers and team membem

success or lack of success.

Targets Home

Thetargetshome is reached by clicking on tte¥getstab. On this page are your owargets
andtargetsfrom all team members in your team and crasporting teams. Use the view typ
drop down menu to see various views on thaarmgets Click on the column headings to sort
targetsinto different orders. Click ontargetname to go to theargetdetailsview page for
that target.

Targets Section of Team Member Summary

Draft, current and recentargets for a single team member are listed on the Focus tab of the
Team Member Summaand¢ ST Y aSYo SNJ al ypageS NKsis thedestplader
for a teammember to view and work on their owtargets in one place, or for a manager to view
and work on theargets for just one team member.

New Target
Only managers can create a nearget

a. t NBaa (KS dab Skin Merdbéra B y | ASHrivndhEpSge at the start of

0 KPargg ¢ aSOGA2Yy D
b. { St SOJargeth Sy (KS ySég AGSY aSOtAzy 2F (GKS S
c. t NBaa (KS abStargetsbodzé. G2y 2y GKS

Enter the details for théarget:

Name Ashort description/name of théarget

Target Quarter 1 | The amount to be achieved by the end of the first quarter

Target Quarter 2 | The amount to be achieved by the end of the second quarter

Target Quarter 3 | The amount to be achieved by the end of the third quarter

Target Quarted | The amount to be achieved by the end of the fourth quarter

Start Date The date the Team Member will/did start work on ttaeget. This
must be the beginning of the year.

Save thdargeto & LINBaaAy 3 ( Kie tademlill BeSsét toGtdzdzZAraig o LT GKS
team member is not a Fairsail registered user (see manager only mode) th&rgeéwill go

RANBOGt & A&veidkS aidlt Gdza «a

Draft Target

Targes instatuséDraftt KIF @S SAGKSNI 6SSy ySgte SyidSNBR oeé
managers K A fAciivig. They are waitig for the team member to confirthat they have seen

and acknowledged the targe
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The team membeconfirms the targedb @ LINBaaAy 3 G KS datdargeyddtall N ¢ 6 dzi G -
view. Theargetg A £ £ OK LI yABveid® aidl Gdza a

Active Target

Targes instatusa ! O A @S ¢ enketedd$ thednBusageand confirmed by theteam
member. Activetargets can onlpe editedby the managefexcept as part of the review
described below)/ KI y 3SR & NB Shiraftt NS iildaNgza @d 2 G KS «a

Entering Actuals
G! Ol dzl f & fual andEnts in&dS by lth® téam member in pursuit of a target.Fairsail
there are two types: entered actuals and Salesforce actuals.

Entered actuals are entered by the manager or HR manager. They can also be linked to a finance
system and imported autoatically (if this option is configured). Either way they are the

definitive real amount made by the team member. They are used as the actuals for the bar
charts on the target home, the team member summary and in reports.

Salesforce actuals are compdtby Fairsail from the closed opportunities from the Salesforce

part of the system.To compute Salesforce actuals a team member must be a registered Fairsalil
and a registered Salesforce user. Further, that team member must have entered opportunities
into the Salesforce system and closed those opportunities during the appropriate quarter for the
Fairsail target. Salesforce actuals are computed whenever any user views the target detail view
for a given target.

Target Review

Targes can be reviewedt any tme by either the team member or managerarges are

NEOASSGSR 068 LINB&aAY 3 taipét GetaibivieB. Wh&teamh méntmisiagdy 2y (0 K
managersenter for the review differs:

Team member target review

Continuing or ClosedTarget
The team member mters a text comment giving their view of the progress they have made
towards thetarget The team member can see their last comment and the most recent
comment by the manager.

Manager target review

Continuing Target
The manager enters a progress statosthetarget2 ¥ SAGKSNJ dhy ¢ NI O1 ¢ 2 NJ
6. St26 ¢NI O1¢0 lfaz2 SyGgSNBR || GSEG O02YYSyi
member has made towards tharget.

ClosedTarget

The manager enters a text comment giving their view of thd finagress the team member
has made on théarget Thetargetii KSy 32 S&Cloge@ ®a (i I (1 dza «a
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Closed Target
Closed targets remain on the team member summary so taeybe considered as part of an

overallPerformance Review
Targeh Ol'y 6S NBLISI SR o6& UagBtdetalvwed. Thid cdedtesi®sy 2y G K¢
targetwith the same initial amountas the previougarget
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Job Description

This gction records the written specification of the roles and responsibilities of a job. It
implements the process of entering and agreeing the job description by the manager and team
member.

As well as being goqaractice, having an ufp-date and agreed jo description for all
employees is a requirement of meeting Sarbafedey legislation that applies to any company
operating in the USA.

Each team member has a job description. This consists of: job tdlge,gand key
responsibilities.

Tipsfor Success

Writing Job Descriptions

Job Descriptions Home

The job descriptions home is reached by clicking on the job descriptions tab. On this page is
your own job description anpbb descriptions from all team members in your team and cross
reporting teams. Use the view type drop down menu to see various views on those job
descriptions. Click on the column headings to sort job descriptions into different orders. Click
on ajob title to go to the job descriptiodetailsview page for that job description.

Job Description Section of Team Member Summary

The draft orcurrent job description for a single team membeglisted on the Focus tab of the
Team Member Summagnd¢ ST Y aSYo SNJ al VvpageS Nisis thedestplade
for a team member to viewwnd amendheir own job description, or for a manager to view and
work on the job description foupt one team member.

New Job Description
If a team member has a new job or if their existing job description needs amensiigeate a
new job description talefine and record what thgob entails

Managers and team members can create a new job desonipt

1. Manager:
a. t NBaa 0KS ab Seeéam Medtied P y I ASEidinEpSge at the start of
0KS aw2o 5SaONRLIIAZ2YE aSOlAz2yd
b. { St SOG abSé W20 5SAONALIIAZ2YE AY GKS ySg AGS
c. Presstb abSgé¢ odzitzy 2y (GKS 220 RSAONARLIIAZ2YE K

a t NBaa (KS db SeeamMedtiedSngmagdy I6KEG G(KS adk NI 27F
5SAO0ONRLIIAR2YE aSOiAzyo®

b. { St SOG abSé W20 5S3&O0ONA Liheldtgcteenipsheli KS ySg AGS

c. t NBaa (KS abSé¢ odzilizy 2y GKS 2206 RSaONALIIA
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You will be asked if you want to base the new job description on one of the following:

1. The most recent job description for the team member (if there is one).

2. A job description frm the job description library (entered by the HR manager). You will
see a list of all job descriptions in the library. If the team member has a job grade
assigned then this will be limited to just the job descriptions with a matching job grade.

3. A blank @b description.

LF G4KS G4SFY YSYOSNIKIF& | 2206 RSAONARLIGAZ2Y | f NBI
aSYOSNI SN Fiié¢ &adlddza GKSy @2dz gAfft 6S Gl 1Sy RA
two job descriptions in draft.
Enter the details fothe job description:

Job Title Ashort job title

Grade The job grade

Key Details ofthe job responsibilitiesFor advice on this see Tips for

Responsibilities = Successivriting Job Descriptions

Savethejob8a ONR LIi A2y o6& LINBaaiAy3a GGKS a{l @S¢ odziliz2y
RSAONRALIGAZ2Y Al MénagerfDra®h ® a6d& GEKSaGBG¥AYEYOSNI ONB
RSAONRALIGIA2Y ATéamdvierhberDeSd Ay AT (@RS aiSIY YSYo SN
registered user (see manager only mode) then the job description will go directly to the status

OActiveé ®

Team Member Draft Job Description

I 220 RSAONALIIAZ2Y A dithal Beénlndivly areved 1§/ Mk BailnEmbér K &
or amended by the team member from an originatered by the manager. Itigaiting for the
manager to look at it

The manager has two choices:

1. Accept the job desgstion as entered or amended by the team member. The manager does
GKA&a o0& LINBaaAy3d (GKS a! LIINR@Se odzidz2y 2y GKS
gAtf OKI yASBveis® adl Gdza «a

2. Make amendments to the joR S & ONJR LJi A 2 y @ ¢KS YIFylF3aSNI R2Sa i
220 RSAONALIIAZ2Y RSGIFIAT GASHI YIF{1Ay3a GKS OKL y:
RSAONRLIGAZ2Y ¢ AMahag@dRrely® S G2 aidl Gdza a

Manager Draft Job Description

I 220 RSaONX LI A 2 yeitheybeen aelly én@rsd\ay theNdafaget or d&rierdided
by the manager from an original entered by the team memberswaiting forthe team
member to look at it
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The team member has two choices:

1. Accept the job description as entered or amended by the manager. The team member does
GKAE o0& LINBaaiaAy3ad (GKS a/ 2y FANXYE odzitz2zy 2y GKS
gAtt OKLIyAdSveid® adGl Gdza a

2. MakeameRYSyia (2 (GKS 2206 RSAONALIIAZ2Yy ® ¢CKS GSIY
GKS 220 RSAONARLIIAZ2Y RSOGFAfT OASS>Y YI1Ay3d (GKS
RSAONRARLIIA2Y ¢ ATedm Mekbeytaft§ @G 2 adl Gdza a

Active Job Description

A job descriptiorh Yy & ! s@iilisihgdseén agreed by the manager and team membéctive
job descriptioncannot be edited.When circumstances changaaw job descriptiormust be
created.

Closed Job Description
Il 220 RSAONALIIAZ2Y A& Fdzi2YlFIGAOFffe asSid G2 a/f 2
a team member.
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Performance Review

Implements a performance review of a team member. This review is completed annually (or
someimes biannually). Itis a summary of the overall performance of a team member over the
review period.

A key output is the performance rating for the team member. This is used in other processes
such as talent management and succession planningalkasused for pay and bonus planning.

The crucial part of the performance review is the review meeting between manager and team
member.All parts of theperformance review of a team membepreparation, approval by HR,
and comments after the meetingare recorded in the systerny the manager. Theteam

member can enter comments, and theviewmay optionally also include a self performance
review entered by the team member about themselves. A self performance review cannot be
created except as part @ performance review.

Tipsfor Success

Using he Performance Rating Scale

Writing Performance Review Comments

Writing Your Self Perforamce Review

Receiving Feedback during a Performance Review

Performance Reviews Home

The performance reviews home is reached by clicking on the performance reviews tab. On this
page are performance reviews froafl team members in your team and cregporting teams.

Use the view type drop down menu to see various views on those performance reviews. Click on
the column headings to sort performance reviews into different orders. Click on a performance
review number to go to the performance review details view page for that performance review.

Your Performance Reviews Home

The performance reviews home is reached by clicking on the performance reviews tab. On this
page are your self performance reviews.selthe view type drop down menu to see various

views on those performance reviews. Click on the column headings to sort performance reviews
into different orders. Click on a performance review number to go to the performance review
details view page fathat performance review.

Performance Review Section of Team Member Summary

The draft or current performance review (and matching self performance review) for a single
team member is listed on the Focus tab of t(eamMember Summanand Team Member

al y I 3S NI apadesizThislisNide best place for a team member to view and amend their
own self performance review or for a manager to view and work on the performance review for
just one team member.
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New Performance Review

Managers can create a new performance revisw

pd

Baa GdKS &b SEeéam Medwied B y | 2S¥rdinEpSge at the start of
i K Berfarmance Reviedv 4 SOG A2y @
f

a. t

SJ@/lﬁPerfarmanceReva Ay GKS ySg AGSY aSOGAz2y 27
Ba GKS abSgé¢ odzilizy 2y GKS LISNF2NXYIFyOS N

[ e Wl e N
Z »

b.
c

LF GKS G4SFY YSYOSNI KIF& | LISNF2NYELY QEINRDBERE & 121N
G wS @S btdtuS Reén you wilbe taken directlyto that performance review A team member
cannot have two performance reviemngoing at the same time

Enter the details for the performance review:

Rating The overall performance rating for this team member. This will te
into account all objectives, targets, personal development etc
achievedoy that team member during the year. For advice on thit
see Tips for Succeddsing The Performance Rating Scale

Manager Review A written description eganding on the performance rating. For
advice on this see Tips for Succé§siting Performance Review

Comments
Manager Review  If checked then the self performance review will not be created.
Only Only the maager will participate in the performance review. Note

that for the team member to participate they must be a registered
user of Fairsail.

{I @S GKS LISNF2NXIyYyOS NBGASH perormadbSeviewh y 3 (G KS a{
approvals are requiredwA £ f 0SS aait ¢é2 adl (dza a

LF¥ dal yl 35S NJ netsddk& dandhhy eainémerfib@r is a registered user of Fairsail
then the Self Performance Reviaw created fothe team member.

Draft Performance Review

Performance reviews iat Bafté & (thavé lwén newly entered by the manager. The team
member will not yet be able to see what has been entered. For them to do so the performance
review must be revealed. Befoitecan be revealed there may be a requirement that the
performance review is approved by HR. This requirement is set by the HR manager in the HR
policies for the department.

There will be one or two steps available to the manager:

1. Submit the performanceS @A S ¢ F2 NJ | LILINR @I f ® t NBaa (KS a-
LISNF2NXIFyOS NBOASS RSGIAET OAS6d ¢KS LISNF2N
dzy GAf &S0 oe& Agwbved walll yHzASNI (2 a

2. Reveal the performare review to the team membet NS aa GKS awS@SIFfé¢ od
performance review detail view.
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The manager will no longer be able to edit the performance review after having submitted or

revealing it.

HR Approval of Performance Review
HR Managers will réaw the rating and review comments. They can do one of the following:

1. Approve the performance reviewThe performance ratingnd review comments may
be altered directly by the HR adnistrator prior to doing this. The performance review
Aa  aApprovéd? &Gl G dza @
2. Reject the performance review. The performance review passes back to the manager for
' YSYRYSyld 0ST2NB5 0SAy3a NBadzoYAIGGSRO LG NBY

Approved Performance Review

PerformancNB @A Sga Ay a! LILINRPPSRe aidl ddza KIF @S 0SSy Sy
HR. They are ready to be revealed to the team member.

The manager can reveal the performance review to the team meradsioon as it is approved.
The managemight wait untilduring or after theperformance review meetingith the team
member. This would be appropriate if, for example, the review contained bad riéwmsdoubt
consult your HR manager.

The manageraveabthe performance review to the team member bygssngli KS awS @S| ¢
button on the performance review detail viewt. KS & (I ( dzaBRev@Kel w3 Sa G2 «

Self Performance Review

A self performance review is created as pdragerformance review by the manager. Itis an
opportunity for the team member to comment on their own performance during the year.

The self performance review details page is reached by:

a. Click on the link on théeamMember SummaryJ- 38 Ay (GKS dat SNF2NXYI yO
section.
b. /tAO] 2y GKS fAy] 2y G(GKS &, 2dNJt SNF2NXIyOS

¢CKS &St F LISNF2N¥DraftOSa NB@deS® a0 NIa Ay a
Tipsfor Success

Writing Your Self Performance Review
Receiving Feedback during a Performance Review

Draft Self Performance Review

' AStF LISNF2NXYI YOS NBGDASEG AYy a5NI Firselfraview 0 dza A &
or after these comments have been entered prior to revealing them to the manager.

CNRY (K& RSGFAfA LI IS LINBaa (GKS GORAGE odzitizy

The self performance review astext comment. This will take into accourtll objectives targets,
personal development etc done by that team member during the year
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When the review has been entered the self performance review is ready to be revealed. The

team member may elect to delay this to during or after the performanegere meeting.

wS@SIf GKS &aStF LISNF2NXIyOS NBEGASs o0& LINBaaAy3d
NEGASs RSGFIATE LI 3ISo ¢ KS & SRewealdd)S NIz Ndxay»OS NB G

Tipsfor Success

Writing Your Self Performance Review

Performance Review Meeting

The manager is now ready to hold the performance review meeting with the team member. If
the team member has enteredself performance reviewthen this meeting will include

discussion of the reviews entered by both the manager and team member. Allow time for the
team member to write theiself performance reviewefore holdng the meeting.

Neither the manager nor team member is obliged to reveal their comments or the rating before

the performance review meeting but it is much better if they both do so. The meeting will not

g2N)] o6Stft a |y al Yo daiekodwithholdithe coRdedtsli, forexamplea | LILIN.
they are very bad news. Such information is always best delivereddédeee.

The performance review meeting is the most important part of the performance review process.
The rest of the performance reviegvocess is simply a preparation for the meeting.

Tips for Success

Receiving Feedback during a Performance Review

Revealed Self Performance Review

I aStF LISNF2NXI YOS NBOASSH AeyfenteredSadévéadby thes ( | (i dza
team member.You are now ready for theerformance review meeting/ith your manager. This

review meeting is the most important parf the performance review proces8By makingour

own notes you will be well prepared for it.

After the meeting the self performance review mug signed by the team member. This

signing must be done before the manager can sign the performance revYieware not
necessarily signing that you agreéh you manager, although that is preferable. You are signing
to acknowledge that the performance review has taken place. You do have an opportunity to
put a final comment before you sign. The manager cannot make any comments beyond what
has already en put in the performance review.

{A3dy GKS aAStF LISNF2NXIyYyOS NBGASs o6& LINBaarAy3d i
details page. The team member will be asked to make a final comment on the performance

review. This comment is anything thithe team member wishes to be taken into account in the

review that has not already been entered by them or the manager.

hyOS GKS FAylFt 02YYSyidia N6 SyGdSNBR GKS GSIFY Y
LISNF2NXYI yOS NBE@hSeted 3288 104 d0KS a
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Tips for Success

Receiving Feedback during a Performance Review

Revealed Performance Review

t SNF2NXIyOS NBGASsa Ay awSgS| f &yétépossiblylsdntdon Kl 39S
approval by HR, and revealed to the team member.
The manager now holds thgerformance review meetingith the team member. After the

meeting the performance review is signed by the mger. If there is aelf performance review
then the performance review cannot be signed by the manager until:

1. The self performance review has been revealed to the manager
2. The self performance review has beegred by the team member.

After the above conditions are met then the manager signs the performance review. Do this by
LINBaaAy3d GKS a{A3dye odzidz2y 2y OKCEmMpNEdEIRSs RSOl A

Completed Self Performance Review

I A4St F LISNF2NXIYyOS NBGASG Ay &/ 2YLX SGSRe¢ adl ddz
signed by the team member. This releases the linked performance revieigfong by te

manager

I &4/ 2YLX SGSR¢ aStF LISNF2NXIyOS NBGASs OFlyyz2i o

Completed Performance Review

I LISNF2NXYIF YOS NBOASSG Ay a/ 2YLX SGSR¢ adl Gddza Aa
by the manager. If a self performance review was ireilithen this must have been completed
too.

I G/ 2YLX SGSRE LISNF2NXIyOS NBOASEs OFyyz2id 6S SRA
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C. Talent

a ¢edsureyou have the right people for both existing and future needs.

Ge¢lftSytég O2yaraita 2F I G222t 7T2iNihétécBnicatkilgof 3 SNJI | y
the team member. It also provides tools for the manager to take a strategic view of the
successoravailable for key positions and to define and utilise key parameters ttagethe

talent pool
The talentprocesses are not necessarily tied to business cycles, unlike the proceBses sor

Development However it is important that they beonsistently reviewed and refreshed when
changes occur.Fairsail will prompt the manager and team member to do this.

Tips for Success

Assessing Skills
Managing Succession in Y@ganization

Managing Key Talent in Your Organization
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Skills

G{1Affaé¢d G6AGKAY CIANBRIAf NS GKS GSOKYAOFf | 0A
covers a broad area and will differ wildly from compan company. The skills required by a

company are defined in the Skill Library by the HR manager. Managers and team members set

the level of ability of team members against skills selected from the Skill Library.

Skills Home

The skills home is reacheg blicking on the skills tab. On this page are your own skills and skills
from all team members in your team and crasporting teams. Use the view type drop down
menu to see various views on those skills. Click on the column headings to saritskills

different orders. Click on a skill name to go to the skill details view page for that skKill.

Skill Section of Team Member Summary

Draft, current and recent targets for a single team member are listed on the Talent tab of the
Team Member Summagnd¢ ST Y aSYod SNJ al yvpageS Nhisiis thedestplade®
for a team member to review their own skills in one place or for a manager to view and work on
the skills for just ne team member.

New Skill
Managers and team members can add a new skill:

1. Manager:
d t NBada (KS dab SEeémMedied Ry I 3¥idinEpSge at the start of
GKS a{1Afftaé¢g asSoOtrzyo
e. { St SOG &b S g w itein bdction of theyleft Scieéh pah&l.
f. t NBada GKS abSg¢ odzitz2y 2y GKS a{iAftta K2YSo

2. Team Member:

d t NBaa (GKS db SkeamMedtiediSAngma®dy IGKEG GKS adk NI 27
section.

e. { St SOU da b S gew {temsdction of the/left ckeén panel.

f. t NBaa GKS 4bSgé odaitizy 2y GKS &1Atf K2YS®

Enter the details for the skill:

Skill Askill selected from the skill library.
Experience A text description summarising the experience that the team
member has with tis skill.

Proficiency (or The degree of proficiency of the team member with this skill.
score).

{1 §8 G(KS al1Aftf o0& LINBaaAyd GKS a{l g8¢ oddilizyo
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Successors

For each team member there is a list of successors (other team members). This is entered by the
manager or HR administrator. This is not seen by the team member. Against each successor
there is areadiness ratingS A § KSNJ ay2¢6¢ 3 GgAGKAY | &SI NE 2NJ d¢

Successors Home

The successors home is reached by clicking on the successorsrtahis gage are successors

from all team members in your team and crasporting teams. Use the view type drop down

menu to see various views on those successors. Click on the column headings to sort successors
into different orders. Click on a sessomumberto go to the successor details view page for

that successor.

Successors Section of Team Member Summary

All entered successors foteam member are listed on th€alenttab of theTeam Member

a | v I 3 Svdargpadesiz This is the best place for a manager to view and work on the
successors for just one team member.

New Successor

OnIy managers can create a new Successor:

a. t NBaa (KS db SEeém MediiellahggdNIdmniakpSge at the start of

GKS a{dz00S&aa2NEé¢ aSOlGAzZ2y o
b. {5t 500 abds {dOOSaa2NE Ay (GKS yS&s AGSY 2800
c. t NBaa G(KS abSgé odditizy 2y (KS adzO00834a2NE K2

Enter the details for the successor:

Team Member Link to the team member ctently doing the job.

Successor Link to the team member that is the potential successor.

Readiness Rating Rating of how soon the successor will be ready to realistically
LISNF2NY (GKS LRIOGSYlGAlLf 2200 a
.SENEE @

(V)

Savetlt a4dz00S&da2NJ o0& LINBaaiaAy3d GKS a{l @S¢ odzitzy
SuccessionReports

Asuccessiomeport listsall team memberstotalling the number of successors and the highest
readiness of those successors. This is sorted by the ascending number of successors and then
the descending highest readiness. elimost critical people for whoro find successors are at

the top of the list. This report will also contain data from the talent plan: risk of leaving and
potential.







