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A. Getting Started  

Welcome to Fairsail.  This document describes how to use Fairsail.  It is available online at 

help.fairsail.com or as a printable PDF. Suggested starting points are listed below: 

New Users 

Accessing Fairsail 

Team Member Profile 

Performance Management 

Talent Management 

Training and Development 

HR Manager 

HR Manager Setup and Administration 

Further Advice 

Tips for Success 

http://help.fairsail.com/
http://help.fairsail.com/fairsail.pdf
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Accessing Fairsail  

Fairsail is a web-ōŀǎŜŘ ǎȅǎǘŜƳΦ  ¸ƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ƛƴǎǘŀƭƭ ŀƴȅǘƘƛƴƎ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǘƻ ǳǎŜ 

Fairsail.  All you need is your regular web browser: Internet Explorer, Netscape, Safari or Firefox 

(other browsers may work too).  

To login to Fairsail you must first have received a user id and password in an introduction email.  

If you have not received this please email support@fairsail.com.  It is worth checking your spam 

inbox before doing this, as it sometimes goes there. 

For your first login, click on the link in that introduction email.  You must enter a new password 

and give a memorable question and answer. 

Thereafter, login at the following website (or one given to you by your system administrator):- 

https://fairsail.force.com/login 

Enter your user id and password. 

LŦ ȅƻǳ ŀǊŜ ǳǎƛƴƎ ŀ ŎƻƳǇǳǘŜǊ ǘƘŀǘ ƘŀǎƴΩǘ ōŜŜƴ ǳǎŜŘ ǘƻ ŎƻƴƴŜŎǘ ǘƻ CŀƛǊǎŀƛƭ ōŜŦƻǊŜΣ ȅƻǳ Ƴŀȅ ōŜ 

ǊŜǉǳŜǎǘŜŘ ǘƻ άŀǳǘƘŜƴǘƛŎŀǘŜ ǘƘƛǎ ŎƻƳǇǳǘŜǊέΦ    /ƭƛŎƪƛƴƎ ǘƘŜ ōǳǘǘƻƴ ƻŦŦŜǊŜŘ ǿƛƭƭ ǎŜƴŘ ŀƴ 

authentication email to your registered email address.  You must click on the link in that email 

before you can use that computer to login.   This is a security procedure to prevent hackers from 

attempting to login. 

https://fairsail.force.com/login
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Team Member Profile  

When you log into Fairsail your profile page appears, similar to this one. 

On the left is your position within your company: your manager, your colleagues (reporting to 

the same manager), and your direct reports. Click on any of these to see their profile pages. 

On the right are all the details relating to your role within your company. This will fill up as you 

and your manager use Fairsail.  Which sections you see will depend on your companies HR 

policies. 

bƻǘŜΥ LŦ ȅƻǳ ŘƻƴΩǘ ƭƛƪŜ ȅƻǳǊ ǇƛŎǘǳǊŜ ŎƭƛŎƪ ά9Řƛǘέ ƛƴ ǘƘŜ ŘŜǘŀƛƭǎ ǎŜŎǘƛon to change it. 
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B. Performance Management  

άTo ensure the organizationΩǎ ŀƴŘ ƳŀƴŀƎŜǊΩǎ Ǿƛǎƛƻƴ ƛǎ ŎƻƳƳǳƴƛŎŀǘŜŘ ǘƻ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊǎέ. 

The Fairsail Performance Management module consists of a set of tools for the manager and the 

team member to define and agree a set of objectives, targets (if the team member has sales 

responsibilities) and a job description.   The objectives and targets are reviewed during the year 

and at the end of the year.  Finally a performance review takes a look at the overall performance 

of the team member as a lead-in to the Talent Management and Training and Development 

sections of Fairsail. 

This whole process loops every year.  This year is normally based either on the company financial 

or calendar year or on the anniversary of the start date of the team member.  Talk to your HR 

manager for company policy on this. 

Tips for Success 

Creating Objectives 

Writing Job Descriptions 

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 are SMART ς 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 that has a purely financial goal (e.g. sell $1M worth of product) is better entered as 

a target. 

Each Team Member will have, typically, between two and six objectives to be achieved over the 

course of a year.  However, some types of job might have quite different norms: for example 

those that are project based.  Use whatever is most appropriate for the job. 

The Actions  page will 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 Objectives 

Objectives Section of Team Member Profile  

The objectives section of your Team Member profile page shows your current objectives.  If you 

view the profile page of any of your direct reports (or reports further down below them) you can 

see all their current objectives.   You can also view the non-private objectives of anybody in your 

company by navigating to their Team Member profile.  

Objectives Profile  

The objectives profile is reached bȅ ŎƭƛŎƪƛƴƎ ƻƴ ά±ƛŜǿέ ƻƴ ǘƘŜ ǘƻǇ ƭƛƴŜ ƻŦ ǘƘŜ ƻōƧŜŎǘƛǾŜǎ ǎŜŎǘƛƻƴ ƻŦ 

the Team Member profile.   The objectives profile shows recently closed and current objective.  

Lǘ ŀƭǎƻ ǎƘƻǿǎ ƳƻǊŜ ŘŜǘŀƛƭǎ ƻƴ ŀƭƭ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ƻōƧŜŎǘƛǾŜǎΦ  This is the best place 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. 

Objectives Team Profile  

¢ƘŜ ƻōƧŜŎǘƛǾŜǎ ǘŜŀƳ ǇǊƻŦƛƭŜ ƛǎ ǊŜŀŎƘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά¢ŜŀƳέ ƻƴ ǘƘŜ ǘƻǇ ƭƛƴŜ ƻŦ ǘƘŜ ƻōƧŜŎǘƛǾŜǎ 

section of the Team Member profile.   The objectives team profile shows all of the current 

objectives for a whole team. 

New Objective  

Managers or team members can create a new objective.  Either: 

a. Press the άbŜǿέ button on the Team Member profile for the appropriate team member 

at the start of ǘƘŜ άhōƧŜŎǘƛǾŜǎέ ǎŜŎǘƛƻƴΦ 

b. tǊŜǎǎ ǘƘŜ άbŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ objectives profile for the appropriate team member. 
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Enter the details for the objective (exactly what details are needed will depend on your 

companies HR policies): 

Name A short description/name of the objective. 

Description A longer and specific description of what is to be achieved. For 
advice on this see Tips for Success: Creating SMART Objectives. 

Measure Details of how the manager and team member will know that the 
objective has been achieved. For advice on this see Tips for Success: 
Creating SMART Objectives. 

Start Date The date the Team 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. 

Strategic 
Objective 

The company-wide strategic objective to which this objective is part. 

Contributes To ¢ƘŜ ƳŀƴŀƎŜǊΩǎ ƻōƧŜŎǘƛǾŜ ǘƻ which this objective is part. 

Priority High, medium and low.  Use low for stretch or development 
objectives. 

Required for 
Bonus 

Will this objective be considered as part of an annual performance 
bonus? 

Weight What weighting for importance/degree of difficulty is put on this 
objective?  This is expressed as a percentage (i.e. out of 100).  The 
weights of all the current objectives for a team member should add 
up to 100%. 

Private Check this if you wish to keep this objective private to the team 
member with the objective and their manager. 

 

{ŀǾŜ ǘƘŜ ƻōƧŜŎǘƛǾŜ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ   LŦ ǘƘŜ ƳŀƴŀƎŜǊ ŎǊŜŀǘŜǎ ǘƘŜ ƻōƧŜŎǘƛǾŜ ƛǘ ǿƛƭƭ be 

set to status άManager DraftέΦ  LŦ ǘƘŜ ǘŜŀƳ member creates the objective it will be in status 

άTeam Member DraftέΦ    If the team member is not a Fairsail registered user (see manager only 

ƳƻŘŜύ ǘƘŜƴ ǘƘŜ ƻōƧŜŎǘƛǾŜ ǿƛƭƭ Ǝƻ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ ǎǘŀǘǳǎ άActiveέΦ 
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Objective Setting Overview  

Manager 

  

Team Member 

Team Member Draft Objective  

hōƧŜŎǘƛǾŜǎ ƛƴ ά¢ŜŀƳ aŜƳōŜǊ 5ǊŀŦǘέ ƘŀǾŜ ŜƛǘƘŜǊ ōŜŜƴ ƴŜǿƭȅ ŜƴǘŜǊŜŘ ōȅ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊ ƻǊ 

amended by the team member from an original entered by the manager.  They are waiting for 

the manager to look at them. 

The manager has two choices: 

1. Accept the objective as entered or amended by the team member.  The manager does this 

by pressing the ά!ǇǇǊƻǾŜέ button on the objective detail view.  The objective will change to 

status άActiveέΦ 

2. aŀƪŜ ŀƳŜƴŘƳŜƴǘǎ ǘƻ ǘƘŜ ƻōƧŜŎǘƛǾŜΦ  ¢ƘŜ ƳŀƴŀƎŜǊ ŘƻŜǎ ǘƘƛǎ ōȅ ǇǊŜǎǎƛƴƎ ά9Řƛǘέ ƻƴ the 

objective detail view, making the ŎƘŀƴƎŜΣ ŀƴŘ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ  The objective will 

change to status άManager DraftέΦ 

Manager Draft Objective  

hōƧŜŎǘƛǾŜǎ ƛƴ άaŀƴŀƎŜǊ 5ǊŀŦǘέ ƘŀǾŜ ŜƛǘƘŜǊ ōŜŜƴ ƴŜǿƭȅ ŜƴǘŜǊŜŘ ōȅ ǘƘŜ ƳŀƴŀƎŜǊ ƻǊ ŀƳŜƴŘŜŘ ōȅ 

the manager from an original entered by the team member.  They are waiting for the team 

member to look at them. 

The team member has two choices: 

1. Accept the objective as entered or amended by the manager.  The team member does this 

by pressing the ά/ƻƴŦƛǊƳέ button on the objective detail view.  The objective will change to 

status άActiveέΦ 

2. aŀƪŜ ŀƳŜƴŘƳŜƴǘǎ ǘƻ ǘƘŜ ƻōƧŜŎǘƛǾŜΦ  ¢ƘŜ ǘŜŀƳ ƳŜƳōŜǊ ŘƻŜǎ ǘƘƛǎ ōȅ ǇǊŜǎǎƛƴƎ ά9Řƛǘέ ƻƴ ǘƘŜ 

ƻōƧŜŎǘƛǾŜ ŘŜǘŀƛƭ ǾƛŜǿΣ ƳŀƪƛƴƎ ǘƘŜ ŎƘŀƴƎŜΣ ŀƴŘ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ  The objective will 

change to status άTeam Member DraftέΦ 

Enter 
Objective

Modify 
Objective

Agree 
Objective
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The manager may also intervene by: 

3. Deciding that the objective is non-negotiable by the team member.  The manager does this 

ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ άSave without Confirmέ ōǳǘǘƻƴ on the objective detail view.  The objective 

will change to status άActiveέΦ 

Active Objective  

hōƧŜŎǘƛǾŜǎ ƛƴ ά!ŎǘƛǾŜέ ƘŀǾŜ ōŜŜƴ ŀƎǊŜŜŘ ōȅ ǘƘŜ ƳŀƴŀƎŜǊ ŀƴŘ ǘŜŀƳ ƳŜƳōŜǊ ƻǊ ǊŜǉǳƛǊŜŘ ōȅ ǘƘŜ 

manager.  Active objectives cannot be edited (except as part of the review described below). 

After the Next Review Date the objective will be flagged as requiring a review.  This flag shows as 

άwŜǾƛŜǿέ ŀǇǇŜŀǊƛƴƎ ƻƴ ǘƘŜ Team Summary home page.  Objectives can also be reviewed before 

the Next Review Date is reached if desired. 

hōƧŜŎǘƛǾŜǎ ŀǊŜ ǊŜǾƛŜǿŜŘ ōȅ ŜƛǘƘŜǊ ǘƘŜ ƳŀƴŀƎŜǊ ƻǊ ǘŜŀƳ ƳŜƳōŜǊ ǇǊŜǎǎƛƴƎ ǘƘŜ άwŜǾƛŜǿέ ōǳǘǘƻƴ 

on the objective detail view.  What they then enter for the review differs: 

Team member objective review  

Continuing, Closed or Completed Objective 

The team member enters a text comment giving their view of the progress they have made 

towards the objective.  The team member can see their last comment and the most recent 

comment by the manager. 

Manager  objective review  

Continuing Objective 

The manager eƴǘŜǊǎ ŀ ǇǊƻƎǊŜǎǎ ǎǘŀǘǳǎ ŦƻǊ ǘƘŜ ƻōƧŜŎǘƛǾŜ ƻŦ ŜƛǘƘŜǊ άhƴ ¢ǊŀŎƪέ ƻǊ ά!ōƻǾŜ ¢ǊŀŎƪέ 

ƻǊ ά.Ŝƭƻǿ ¢ǊŀŎƪέΦ    !ƭǎƻ ŜƴǘŜǊǎ ŀ ǘŜȄǘ ŎƻƳƳŜƴǘ ƎƛǾƛƴƎ ǘƘŜƛǊ ǾƛŜǿ ƻŦ ǘƘŜ ǇǊƻƎǊŜǎǎ the team 

member has made towards the objective.  Finally, the manager enters a date for the next 

review of this objective.  If the new Next Review Date is after the End Date for the objective 

then the objective is extended to the new date. 

Closed or Completed Objective 

The manager enters a final progress status for the objecǘƛǾŜ ƻŦ ŜƛǘƘŜǊ ά/ƭƻǎŜŘΥ /ƻƳǇƭŜǘŜŘέΣ 

ά/ƭƻǎŜŘΥ 9ȄŎŜŜŘŜŘέΣ ά/ƭƻǎŜŘΥ bƻǘ ŀŎƘƛŜǾŜŘέΣ ƻǊ ά/ƭƻǎŜŘΥ /ŀƴŎŜƭƭŜŘέΦ  !ƭǎƻ ŜƴǘŜǊǎ ŀ ǘŜȄǘ 

comment giving their view of the final progress the team member has made on the 

objective.   The objective then goes to status άClosedέΦ 

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 overall Performance Review. 

Objectives can be ǊŜǇŜŀǘŜŘ ōȅ ǇǊŜǎǎƛƴƎ ά/ƭƻƴŜέ ƻƴ ǘƘŜ ŎƭƻǎŜŘ ƻōƧŜŎǘƛǾŜ ŘŜǘŀƛƭ ǾƛŜǿΦ  ¢Ƙƛǎ ŎǊŜŀǘŜǎ 

a new objective with the same initial details as the previous objective.  
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Targets  

This records 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, monitors 

actuals during the active period, and records comments by managers and team members on 

success or lack of success. 

Targets Section of Team Member Profile  

The targets section of your Team Member profile shows your current targets.  If you view the 

profile page of any of your direct reports (or reports further down below them) you can see all 

their current targets.   You can also view the non-private targets of anybody in your company by 

navigating to their Team Member profile.  

New Target  

Only managers can create a new targetΦ   tǊŜǎǎ ǘƘŜ άbŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ Team Members Profile 

of the appropriate team member. 

Enter the details for the target: 

Name A short description/name of the target. 

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 Quarter 4 The amount to be achieved by the end of the fourth quarter. 

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

Private Check this if you wish to keep this target private to the team member 
with the target and their manager. 

 

Save the target ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ   The target ǿƛƭƭ ōŜ ǎŜǘ ǘƻ ǎǘŀǘǳǎ άDraftέΦ  LŦ ǘƘŜ 

team member is not a Fairsail registered user (see manager only mode) then the target will go 

ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ ǎǘŀǘǳǎ άActiveέΦ 

Draft Target  

Targets in status άDraftέ ƘŀǾŜ ŜƛǘƘŜǊ ōŜŜƴ ƴŜǿƭȅ ŜƴǘŜǊŜŘ ōȅ ǘƘŜ ƳŀƴŀƎŜǊ ƻǊ ŀƳŜƴŘŜŘ ōȅ ǘƘŜ 

manager ǿƘƛƭǎǘ άActiveέ.  They are waiting for the team member to confirm that they have seen 

and acknowledged the target. 

The team member confirms the target ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά/ƻƴŦƛǊƳέ ōǳǘǘƻƴ ƻƴ ǘƘŜ target detail 

view.  The target ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ǎǘŀǘǳǎ άActiveέΦ 

Active Target  

Targets in status ά!ŎǘƛǾŜέ ƘŀǾŜ ōŜŜƴ entered by the manager and confirmed by the team 

member.  Active targets can only be edited by the manager (except as part of the review 

described below).  /ƘŀƴƎŜŘ ǘŀǊƎŜǘǎ ǊŜǘǳǊƴ ǘƻ ǘƘŜ άDraftέ ǎǘŀǘǳǎΦ 
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Entering Actuals  

ά!Ŏǘǳŀƭǎέ ŀǊŜ ǘƘŜ actual amounts made by the team member in pursuit of a target.   In 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 automatically (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 computed by Fairsail from the closed opportunities from the Salesforce 

part of the system.  To compute Salesforce actuals a team member must be a registered Fairsail 

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 

Targets can be reviewed at any time by either the team member or manager.  Targets are 

ǊŜǾƛŜǿŜŘ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ άwŜǾƛŜǿέ ōǳǘǘƻƴ ƻƴ ǘƘŜ target detail view.  What team members and 

managers enter for the review differs: 

Team member target  review 

Continuing or Closed Target 

The team member enters a text comment giving their view of the progress they have made 

towards the target.  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 status for the target ƻŦ ŜƛǘƘŜǊ άhƴ ¢ǊŀŎƪέ ƻǊ ά!ōƻǾŜ ¢ǊŀŎƪέ ƻǊ 

ά.Ŝƭƻǿ ¢ǊŀŎƪέΦ    !ƭǎƻ ŜƴǘŜǊǎ ŀ ǘŜȄǘ ŎƻƳƳŜƴǘ ƎƛǾƛƴƎ ǘƘŜƛǊ ǾƛŜǿ ƻŦ ǘƘŜ ǇǊƻƎǊŜǎǎ ǘƘŜ ǘŜŀƳ 

member has made towards the target. 

Closed Target 

The manager enters a text comment giving their view of the final progress the team member 

has made on the target.   The target ǘƘŜƴ ƎƻŜǎ ǘƻ ǎǘŀǘǳǎ άClosedέΦ 

Closed Target  

Closed targets remain on the team member summary so they can be considered as part of an 

overall Performance Review. 

Targetǎ Ŏŀƴ ōŜ ǊŜǇŜŀǘŜŘ ōȅ ǇǊŜǎǎƛƴƎ ά/ƭƻƴŜέ ƻƴ ǘƘŜ ŎƭƻǎŜŘ target detail view.  This creates a new 

target with the same initial amounts as the previous target.  
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Job Description  

This section 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 good practice, having an up-to-date and agreed job description for all 

employees is a requirement of meeting Sarbanes-Oxley legislation that applies to any company 

operating in the USA. 

Each team member has a job description.  This consists of: job title, grade, and key 

responsibilities. 

Tips for Success 

Writing Job Descriptions 

Job Description  Section of Team Member Profile  

The job description section of your Team Member profile shows your current job description.  

This is the best place for a team member to view and amend their own job description, or for a 

manager to view and work on the job description for just one team member. 

New Job Description  

If a team member has a new job or if their existing job description needs amending create a new 

job description to define and record what the job entails.  /ƭƛŎƪ ƻƴ άbŜǿέ ƛƴ ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ 

section of the Team Member profile. 

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 from 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 job description. 

If the team member has a job description already entered in eithŜǊ άaŀƴŀƎŜǊ 5ǊŀŦǘέ ƻǊ ά¢ŜŀƳ 

aŜƳōŜǊ 5ǊŀŦǘέ ǎǘŀǘǳǎ ǘƘŜƴ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŀǘ ŘǊŀŦǘΦ  ! ǘŜŀƳ ƳŜƳōŜǊ Ŏŀƴƴƻǘ ƘŀǾŜ 

two job descriptions in draft. 

Enter the details for the job description: 

Job Title A short job title. 

Grade The job grade. 

Key 
Responsibilities 

Details of the job responsibilities. For advice on this see Tips for 
Success: Writing Job Descriptions 

 

{ŀǾŜ ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ   LŦ ǘƘŜ ƳŀƴŀƎŜǊ ŎǊŜŀǘŜǎ ǘƘŜ Ƨƻō 

ŘŜǎŎǊƛǇǘƛƻƴ ƛǘ ǿƛƭƭ ōŜ ǎŜǘ ǘƻ ǎǘŀǘǳǎ άManager DraftέΦ  LŦ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊ ŎǊŜŀǘŜǎ ǘƘŜ Ƨƻō 

ŘŜǎŎǊƛǇǘƛƻƴ ƛǘ ǿƛƭƭ ōŜ ƛƴ ǎǘŀǘǳǎ άTeam Member DraftέΦ    LŦ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊ ƛǎ ƴƻǘ ŀ Fairsail 
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registered user (see manager only mode) then the job description will go directly to the status 

άActiveέΦ 

Team Member Draft Job Description  

! Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ƛƴ ά¢ŜŀƳ aŜƳōŜǊ 5ǊŀŦǘέ Ƙŀǎ either been newly entered by the team member 

or amended by the team member from an original entered by the manager.  It is waiting for the 

manager to look at it. 

The manager has two choices: 

1. Accept the job description as entered or amended by the team member.  The manager does 

this ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά!ǇǇǊƻǾŜέ ōǳǘǘƻƴ ƻƴ ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ŘŜǘŀƛƭ ǾƛŜǿΦ  ¢ƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ 

ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ǎǘŀǘǳǎ άActiveέΦ 

2. aŀƪŜ ŀƳŜƴŘƳŜƴǘǎ ǘƻ ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴΦ  ¢ƘŜ ƳŀƴŀƎŜǊ ŘƻŜǎ ǘƘƛǎ ōȅ ǇǊŜǎǎƛƴƎ ά9Řƛǘέ ƻƴ ǘƘŜ 

job descriǇǘƛƻƴ ŘŜǘŀƛƭ ǾƛŜǿΣ ƳŀƪƛƴƎ ǘƘŜ ŎƘŀƴƎŜΣ ŀƴŘ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ  ¢ƘŜ Ƨƻō 

ŘŜǎŎǊƛǇǘƛƻƴ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ǎǘŀǘǳǎ άManager DraftέΦ 

Manager Draft Job Description  

! Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ƛƴ άaŀƴŀƎŜǊ 5ǊŀŦǘέ Ƙŀǎ either been newly entered by the manager or amended 

by the manager from an original entered by the team member.  It is waiting for the team 

member to look at it. 

The team member has two choices: 

1. Accept the job description as entered or amended by the manager.  The team member does 

ǘƘƛǎ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά/ƻƴŦƛǊƳέ ōǳǘǘƻƴ ƻƴ ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ŘŜǘŀƛƭ ǾƛŜǿΦ  ¢ƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ 

ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ǎǘŀǘǳǎ άActiveέΦ 

2. aŀƪŜ ŀƳŜƴŘƳŜƴǘǎ ǘƻ ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴΦ  ¢ƘŜ ǘŜŀƳ ƳŜƳōŜǊ ŘƻŜǎ ǘƘƛǎ ōȅ ǇǊŜǎǎƛƴƎ ά9Řƛǘέ ƻƴ 

ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ŘŜǘŀƛƭ ǾƛŜǿΣ ƳŀƪƛƴƎ ǘƘŜ ŎƘŀƴƎŜΣ ŀƴŘ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ  ¢ƘŜ Ƨƻō 

ŘŜǎŎǊƛǇǘƛƻƴ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ǎǘŀǘǳǎ άTeam Member DraftέΦ 

Active Job Description  

A job description ƛƴ ά!ŎǘƛǾŜέ status has been agreed by the manager and team member.  Active 

job description cannot be edited.  When circumstances change a new job description must be 

created. 

Closed Job Description 

! Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ ǘƻ ά/ƭƻǎŜŘέ ǎǘŀǘǳǎ ǿƘŜƴ ŀ ƴŜǿ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ƛǎ ŀƎǊŜŜŘ ŦƻǊ 

a team member. 
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Performance Review  

Implements a performance review of a team member.  This review is completed annually (or 

sometimes bi-annually).  It is 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 planning.  It is also used for pay and bonus planning.  

The crucial part of the performance review is the review meeting between manager and team 

member. All parts of the performance review of a team member - preparation, approval by HR, 

and comments after the meeting - are recorded in the system by the manager.  The team 

member can enter comments, and the review may optionally also include a self performance 

review entered by the team member about themselves.  A self performance review cannot be 

created except as part of a performance review.  

Tips for Success 

Using the Performance Rating Scale 

Writing Performance Review Comments 

Writing Your Self Performance Review 

Receiving Feedback during a Performance Review 

Performance Review Section of Team Member Profile  

The Performance Review section of your Team Member profile shows your current Performance 

Review.  

New Performance Review  

Managers can create a new performance review by ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άbŜǿέ ōǳǘǘƻƴ ƛƴ ǘƘŜ 

performance review section of the Team Member profile for the appropriate team member. 

LŦ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊ Ƙŀǎ ŀ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ŀƭǊŜŀŘȅ ŜƴǘŜǊŜŘ ƛƴ ŜƛǘƘŜǊ ά5ǊŀŦǘέ, έ!ǇǇǊƻǾŜŘέΣ ƻǊ 

άwŜǾŜŀƭŜŘέ  status then you will be taken directly to that performance review.  A team member 

cannot have two performance reviews ongoing at the same time. 

Enter the details for the performance review: 

Rating The overall performance rating for this team member.  This will take 
into account all objectives, targets, personal development etc 
achieved by that team member during the year.  For advice on this 
see Tips for Success: Using The Performance Rating Scale 

Manager Review A written description expanding on the performance rating.  For 
advice on this see Tips for Success: Writing Performance Review 
Comments 

Manager Review 
Only 

If checked then the self performance review will not be created.  
Only the manager will participate in the performance review.  Note 
that for the team member to participate they must be a registered 
user of Fairsail. 
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{ŀǾŜ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ   LŦ ǘƘŜ performance review 

approvals are required ƛǘ ǿƛƭƭ ōŜ ǎŜǘ ǘƻ ǎǘŀǘǳǎ άDraftέΦ 

LŦ άaŀƴŀƎŜǊ wŜǾƛŜǿ hƴƭȅέ ƛǎ not checked and the team member is a registered user of Fairsail 

then the Self Performance Review is created for the team member. 

Draft Performance Review 

Performance reviews in ά5raftέ ǎǘŀǘǳǎ have been 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.  Before it can 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. {ǳōƳƛǘ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ŦƻǊ ŀǇǇǊƻǾŀƭΦ  tǊŜǎǎ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 

ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ŘŜǘŀƛƭ ǾƛŜǿΦ  ¢ƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ǿƛƭƭ ǊŜƳŀƛƴ ƛƴ ά5ǊŀŦǘέ ǎǘŀǘǳǎ 

ǳƴǘƛƭ ǎŜǘ ōȅ ǘƘŜ Iw ƳŀƴŀƎŜǊ ǘƻ άApprovedέ ǎǘŀǘus. 

2. Reveal the performance review to the team member.  tǊŜǎǎ ǘƘŜ άwŜǾŜŀƭέ ōǳǘǘƻƴ ƻƴ ǘƘŜ 

performance review detail view. 

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 review the rating and review comments.  They can do one of the following: 

1. Approve the performance review.   The performance rating and review comments may 

be altered directly by the HR administrator prior to doing this.  The performance review 

ƛǎ ǎŜǘ ǘƻ άApprovedέ ǎǘŀǘǳǎΦ 

2. Reject the performance review.  The performance review passes back to the manager for 

ŀƳŜƴŘƳŜƴǘ ōŜŦƻǊŜ ōŜƛƴƎ ǊŜǎǳōƳƛǘǘŜŘΦ  Lǘ ǊŜƳŀƛƴǎ ƛƴ ǘƘŜ ά5ǊŀŦǘέ ǎǘŀǘǳǎΦ 

Appro ved Performance Review  

tŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿǎ ƛƴ ά!ǇǇǊƻǾŜŘέ ǎǘŀǘǳǎ ƘŀǾŜ ōŜŜƴ ŜƴǘŜǊŜŘ ōȅ ǘƘŜ ƳŀƴŀƎŜǊ ŀƴŘ ŀǇǇǊƻǾŜŘ ōȅ 

HR.  They are ready to be revealed to the team member. 

The manager can reveal the performance review to the team member as soon as it is approved.   

The manager might wait until during or after the performance review meeting with the team 

member.  This would be appropriate if, for example, the review contained bad news.  If in doubt 

consult your HR manager. 

The manager reveals the performance review to the team member by pressing ǘƘŜ άwŜǾŜŀƭέ 

button on the performance review detail view.  ¢ƘŜ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ǘƻ άRevealedέΦ 

Self Performance Review  

A self performance review is created as part of a performance review by the manager.  It is an 

opportunity for the team member to comment on their own performance during the year. 
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The self performance review details page is reached by clicking on the active performance 

review in the performance review section of your Team Member profile.   You can only do this 

once your manager has started the review process. 

¢ƘŜ ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ǎǘŀǊǘǎ ƛƴ άDraftέ ǎǘŀǘǳǎΦ 

Tips for Success 

Writing Your Self Performance Review 

Receiving Feedback during a Performance Review 

Draft Self Performance Review  

A self performance ǊŜǾƛŜǿ ƛƴ ά5ǊŀŦǘέ ǎǘŀǘǳǎ ƛǎ ǊŜŀŘȅ ŦƻǊ ŀ ǘŜŀƳ ƳŜƳōŜǊ ǘƻ ŜƴǘŜǊ ǘƘŜƛǊ ǎŜƭŦ ǊŜǾƛŜǿ 

or after these comments have been entered prior to revealing them to the manager. 

CǊƻƳ ǘƘŜ ŘŜǘŀƛƭǎ ǇŀƎŜ ǇǊŜǎǎ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ǘƻ ŜƴǘŜǊ ǘƘŜ ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿΦ 

The self performance review is a text comment.   This will take into account all objectives targets, 

personal development etc done by that team member during the year. 

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 performance review meeting. 

wŜǾŜŀƭ ǘƘŜ ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ άwŜǾŜŀƭέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ 

ǊŜǾƛŜǿ ŘŜǘŀƛƭǎ ǇŀƎŜΦ  ¢ƘŜ ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ǿƛƭƭ ƳƻǾŜ ǘƻ ǘƘŜ άRevealedέ ǎǘŀǘǳǎΦ 

Tips for 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 entered a self performance review then this meeting will include 

discussion of the reviews entered by both the manager and team member.  Allow time for the 

team member to write their self performance review before holding 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 

ǿƻǊƪ ǿŜƭƭ ŀǎ ŀƴ άŀƳōǳǎƘέΦ  IƻǿŜǾŜǊΣ ƛǘ ƛǎ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǿƛǘƘƘƻƭŘ ǘƘŜ ŎƻƳƳŜƴǘǎ ƛŦΣ ŦƻǊ ŜȄŀƳǇƭŜΣ 

they are bad news.  Such information is always best delivered face-to-face. 

The performance review meeting is the most important part of the performance review process.  

The rest of the performance review process is simply a preparation for the meeting. 

Tips for Success 

Receiving Feedback during a Performance Review. 
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Revealed Self Performance Review  

! ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ƛƴ άwŜǾŜŀƭŜŘέ ǎǘŀǘǳǎ ƛǎ ƻƴŜ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘ ŀƴŘ ǊŜǾŜŀƭŜŘ ōȅ ǘƘŜ 

team member.  You are now ready for the performance review meeting with your manager.  This 

review meeting is the most important part of the performance review process.  By making your 

own notes you will be well prepared for it. 

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

signing must be done before the manager can sign the performance review.  You are not 

necessarily signing that you agree with 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 been put in the performance review. 

Sign the self performance review ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ƛƎƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ 

details page.  The team member will be asked to make a final comment on the performance 

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

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

hƴŎŜ ǘƘŜ Ŧƛƴŀƭ ŎƻƳƳŜƴǘǎ ŀǊŜ ŜƴǘŜǊŜŘ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊ ǇǊŜǎǎŜǎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ  ¢ƘŜ ǎŜƭŦ 

ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ƎƻŜǎ ǘƻ ǘƘŜ άCompletedέ ǎǘŀǘǳǎΦ  

Tips for Success 

Receiving Feedback during a Performance Review. 

Revealed Performance Review  

tŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿǎ ƛƴ άwŜǾŜŀƭŜŘέ ǎǘŀǘǳǎ ƘŀǾŜ ōŜŜƴ ŜƴǘŜǊŜŘ ōȅ ǘƘŜ ƳŀƴŀƎŜǊΣ Ǉƻǎǎƛōƭȅ ǎŜƴǘ ŦƻǊ 

approval by HR, and revealed to the team member.  

The manager now holds the performance review meeting with the team member.  After the 

meeting the performance review is signed by the manager.   If there is a self 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 been signed by the team member. 

After the above conditions are met then the manager signs the performance review.  Do this by 

ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ƛƎƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǊŜǾƛŜǿ ŘŜǘŀƛƭ ǾƛŜǿΦ  ¢ƘŜ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ǘƻ άCompletedέΦ 

Completed Self Performance Review  

! ǎŜƭŦ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ƛƴ ά/ƻƳǇƭŜǘŜŘέ ǎǘŀǘǳǎ ƛǎ ƻƴŜ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘΣ ǊŜǾŜŀƭŜŘ ŀƴŘ 

signed by the team member.  This releases the linked performance review for signing by the 

manager. 

! ά/ƻƳǇƭŜǘŜŘέ ǎŜƭŦ ǇŜǊŦormance review cannot be edited by anyone. 
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Completed  Performance Review  

! ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ƛƴ ά/ƻƳǇƭŜǘŜŘέ ǎǘŀǘǳǎ ƛǎ ƻƴŜ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘΣ ǊŜǾŜŀƭŜŘ ŀƴŘ ǎƛƎƴŜŘ 

by the manager.  If a self performance review was included then this must have been completed 

too. 

! ά/ƻƳǇƭŜǘŜŘέ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ Ŏŀƴƴƻǘ ōŜ ŜŘƛǘŜŘ ōȅ ŀƴȅƻƴŜΦ 
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C. Talent  Management  

ά¢ƻ ensure you have the right people for both existing and future needs.έ 

The Fairsail Talent Management module consists of a tool for the manager and the team 

member to specify the technical skills of the team member.  It also provides tools for the 

manager to take a strategic view of the successors available for key positions and to define and 

utilise key parameters to manage the talent pool. 

The Talent Management processes are not necessarily tied to business cycles, unlike the 

processes in Performance Management or Development.   However it is important that they be 

consistently 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 Your Organization 

Managing Key Talent in Your Organization 
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Skills  

ά{ƪƛƭƭǎέ ǿƛǘƘƛƴ CŀƛǊǎŀƛƭ ŀǊŜ ǘƘŜ ǘŜŎhnical abilities or knowledge required to perform a job.  This 

covers a broad area and will differ wildly from company to 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 Section of Team Member Profile  

The skills section of your Team Member profile shows your current skills.  This is the best place 

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 one team member. 

New Skill  

/ƭƛŎƪ ƻƴ άbŜǿέ ƛƴ ǘƘŜ ǎƪƛƭƭǎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ Team Member profile. 

Enter the details for the skill: 

Skill A skill selected from the skill library. 

Experience A text description summarising the experience that the team 
member has with this skill. 

Proficiency (or 
score). 

The degree of proficiency of the team member with this skill. 

 

{ŀǾŜ ǘƘŜ ǎƪƛƭƭ ōȅ ǇǊŜǎǎƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ 






























































































