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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

Accessindrairsail

Team MembeProfile
Performance Management
Talert Management
Training and Bvelopment

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 Fairsalil
Fairsailisaweb  aSR aeadSvyo ,2dz R2y Qi ySSR G2 Ayadlff
Fairsail. All you need is your regular web browser: Internet Explorer, Netscape, Safeafax
(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 doinghis, 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 websitéor one giverto you by your system administratpr

https://fairsail.force.com/login

Enter your user id and password.

L¥ @2dz FNB dzaAy3d F O2YLIWziSNI KIG KFIayQid oSSy dz
NEIjdzSaGdSR (2 Gl dzikKSyGAOFaGS GKA&A O2YLlzi SNE &
authentication email to your registered email address. You must click on the link in that emalil

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

Team Member Profile
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When you log into Resail 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 rightare 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.

b2GSY L¥

d2dz R2y Qi

A1 S

Profile Team Members ¥ Actions

& 2 dzND dhding2iit.dzNB Ot A O

Profile

Profile Team Actions

Steve Pendleton

7 Details

7 Managers

Phil
Symmonds

s Colleagues

Seargent Witherspoon

s Direct Reports

€aLg

Linda Nikola Guy
Haliwell  Krastev Smiley
<
Elaine
Triscott

Edit
Department Information Technology
Email colin@fairsail.com
Mobile Number 07740841515
+ |2 Objectives
New View

Name Status Action

Improve quality standards Active Manager

Review
Develop new products Active
Increase Regional performance by Active
25% by year End
’ . Targets
Name Progress Target

Global Sales  Ongoing: On Track GBP 3200000

+ ~/ performance Review

Team Member Sign
Action
Status Revealed
Rating Exceeds Expectations

Progress Next Review End

Ongoing:On  31Jul 2009 31 Jul 2009
Track

W Ongoing 31Dec2010 31Dec2010
Above Track

Ongoing:On  31Dec2010 31Dec2010
Track

Actual 0% 100%

GBP 1740000  '———

View

Manager Review Done a really good job this year. The new product areas have made a real difference to
our competitive position. Good sales growth
Team Member | appear to be on track regards the Revenue targets

Review
s _~ Skills
New View
Area Name Action Level 0% 100%
Business Law Contracts Manager Intermediate ——————
Approve
Business Law Intellectual Property Manager Intermediate “e——
Rights Approve
Business Law Lawsuits and Manager Fully Skilled ——
Negotiation Approve
Finance Accrual Accounting Manager Intermediate "————
Approve
Languages German Manager Intermediate —————
Approve
Management Appraising Performance Intermediate ——————
Microsoft NET Visual Studio 2008 Manager Fully Skilleq —
Core Approve
PC Software Excel Manager R
Approve

d9R
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B. Performance Management
GTo ensure the orgaraionQEyY R Y I yI 3SNR&A @ArAaAizy Aa O2YYdz AOF

The Fairsail Performance Management modwdasists of set of tools for the manager and the
team member to define and agreeset ofobjectives targets(if the team member has sales
responsibilities) and @b description The objectives and targets are reviewed during the year
and at the end of the year. Finallyparformance reviewakes a look at the overall performance
of the team member as a lead to the Talert Managementand Training and Bvelopment
sections of Fairsail.

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

Tips for Success

Creating Objectives
Writing Job Desaqrtions
Effective Performance Review




FAIRSAIHuman Capital Managemeritser Guide

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 of product) is better entered as
atarget.

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

TheActions 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 Objeet

Objectives Section of Team Member Profile

The objectives section of yolieam Member profilpage 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 theprorate objectives of anybody in your
company by nagating to their Team Member profile.

Objectives Profile

The objectiveprofileis reachedB Of AO1 Ay 3 2y a+ASgé¢ 2y GKS (2L
the Team Member profile The objective profile shows reently closed and current objective.

LG Ff&az2 akK2ga Y2NB RSOl AThisis tBepest plate fodadtdamn LIS NE 2 Y Q
member to view and work on their own objectives in one place, or for a manager to view and

work on the objectives for justre team member.

Objectives Team Profile

¢tKS 202S00A@Sa GSFY LINPFAES Aa NBIFIOKSR o6& OfAO
section of theTeam Member profile The objectives team profile shows all of terent

objectives for a whole team.

New Obijective
Managers oteam members canreate a new objective Either:

a. Pressthed b S Bufton on the Team Member profiléor the appropriate team member
atthe startofit KS 26108 A gSaé¢ aSOGA2Yy @
b. t NE&aaSaKSo dzii (dbjgctiv@sgrofile #6r3he appropriate team member
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Enter the details for the objectiv@xactly what details are needed will depend on your
companies HR policies)

Name
Description

Measure

Start Date

Next Review Date
End Date
Strategic
Objective
Contributes To
Priority

Required for

Bonus
Weight

Private

{1 ¥S (GKS 202SO0GA@GS o0& LINBaairy3da GKS af{l @S¢

Ashort description/name of the objective.

Alongerand specifidescription of what is to be achieveldor
advice on this see Tips for Succé&azating SMART Objectives
Details of how thananager and team member will know that the
objective has been achieveBor advice on this see Tips for Succes
Creating SMART Obijectives

The date the Team Member will/did start work on the objeeti

The date the objective will next be reviewed.

The date the objective is to be achieved by.

The compamwide strategic objective to which this objective is pal

¢ KS YI yI 3S Nwhbich this @jediive s @edt. {0 2

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

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

Whatweighting forimportance/degree of dffculty 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%.

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

set to statusiManager Draf ® L F meinkes credt&sheobjective it will be in status

oTeam Member Drat dif the team member is not a Fairsail registered user (see manager only

Y2RS0 GKSYy GKS 202SO0A&ives®tt I2 RANBOGT &

0 dz( G

g2

z

i
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Objective Setting Overview

Manager

Modify
Objective ( - ————

/

~ Enter L — | Agree
Objective Objective

Team Member

/

Team Member Draft Objective

ho2SOGA@Sa Ay a¢SIFY aSYOoSNISGNFTFie KFE@S SAGKSNI
amended by the team member from an original entered by the managkey are \aiting for
the manager to look at them.

The manager has two choices:

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

2.al1S F'YSYRYSy(Ga (G2 GKS 202SO0AQ0Sdthe¢ KS YI yI 3¢
objective detail view, makingpe OK I y3S > | YR LINB & A The/ abjecivié ®ill a { | @S¢
change to statusManager Draff ®

Manager Draft Objective

ho2cSOUADSE Ay dalyl38SNI S5SNI FUé KIFIPS SAGKSNI 088y
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:

1. Accept the objective as entered or amended by the manager. The team meloésthis
by pressinghe & / 2 y Duttbidoi the objective detail viewThe objetive will change to
statusGActiveé @

2.alF1S F'YSYyRYSyia G2 GdKS 202S00GA@0So® ¢KS GSIy »
262800A0S RSGFAET OASSS YH1Ay3 (THe®bjedtkdwla Sz |y
change to mtus iTeam Member Dragt ®
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The manager may also intervene by:

3. Deciding that the objective is namegotiable by the team member. The manager does this
0 & LINXE & sagkeywdhoul GoSfirgst 6 drin the objective detaiview. The objetive
will change to statusActivee ®

Active Objective
ho2aSOlA@®Sa Ay a! OGA@PSe KI @S 6SSy FaINBSR o0& (KS
manager. Active objectives cannot be edited (except as mdithe review described below).

After the Next Review Dathe objective will be flagged aequiringa review. Thiflagshows as
GwS@ASgE I LM BSinyhahoepage Kifectives caralsobe reviewed before
the Next Review Date is reached if desired.

ho2SO0GA@dSa I NBE NBEGASH6SR 6& SAGKSNI GKS Yyl 3SNJ
on the objective detail view. Whéhey thenenter for the review differs:

Team member objective review

Continuing, Closedr 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 the most recent
comment by the manager.

Manager objective review

Continuing Objective
Themanagerg 0 SNA | LINPINB&Za adl ddza F2NJ GKS 202S00
2NJ a. St26 ¢NI O£ lta2 SyYyGSNHE thettaBEG O2 YY!
member hagnade towards the objective. Finally, the manageters 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 Completed Objective
The managermtersafinal progress status for the objgch S 2 F SAGKSNJ 4/ f 2a SR
6/ t2a8SRY 9EOSSRSRéx a4/ t2aSRY b2id FOKAS@OSRET 3
comment giving their view of the final progrets® team member hamade on the
objective. The objective then goes to stata€losed P

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&érformance Review

ObjectivescanbBlB LIS 1 SR o0& LINBaaiAy3a a/t2ySe¢ 2y GKS Of 2
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 ager 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 managers and team membars
success or lack of success.

Targets Section of Team Member Profile

The targets section of yodream Member profilshows 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 faivate targets of anybody in your company by
navigating to their Team Member profile.

New Target
Only managers can create a neargetd t NBaa (KS TedmSMembers Brifiie 2y 2y
of the appropriate team member.
Enter the details for théarget:
Name Ashort description/name of thearget.

Target Quarter 1 | The amount to be achieved by the end of the first quarter
Target Quarter 2 | The amount to be achieved blye 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 ttaeget. This
must be the beginning of the year.
Private Check this if you wish to keep this target private to the team mern

with the target and their manager.

Save th@argeto @ LINBa & Ay 3 ( KetagdelAd S ¢ 00Sdziai@aiy @ 2 AT | dikds
team member is not a Fairsail registered user (see manager only mode) th&rgeéewill go
RANBOGt & A®veidkS adl Gdza a

Draft Target

Targes instatuséDraftt KIF S SAGKSNI 6SSy ySgte SyiadSNBR oeé
manages K A fAciivigg. They are waitig for the team member to confirithat they have seen

and acknowledged the tget.

The team membeconfirms the targedb @ LINBaaAy 3 G KS atdrgenddiall NY ¢ 6 dzi § -
view. Theargetg A f t OKI yAcBveidd® a0l Gdza a

Active Target

Targes instatusd | Ol A @S ¢ enketed$ theonBusagr andconfirmed by theteam
member. Activetargets can onlpe editedby the managefexcept as part of the review
described below)/ KI y 3SR @ NB Shirafte N&d i ldaNgza d 2 G KS a
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Entering Actuals
G! O dzl f actual arhbBntsinKd6 by the team member in pursuit of a targetFalrsail
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 importedw@omatically (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 contpd by 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 ary time by either the team member or managérarges are

NEJASHESR 08 LINBA&aAy 3 taipét fetaibvies. Wh&eamh mantmisiagdy 2y G K
managersenter for the review differs:

Team member target review

Continuing or ClosedTarget
The team member enters 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 entersrogress status for thearget2 ¥ SAGKSNJ ahy ¢ NIF O
. St26 ¢NI O1¢o lfaz SyGagSNa | GSEG Oz
member has made towards tharget.

J

[N =z

1€ 2
YYSyYy

ClosedTarget
The manager enters a text comment giving thééw of the final progress the team member
has made on théarget Thetargetil KSy 32 S&Cloge@ ®a (i I (1 dza «a

Closed Target
Closed targets remain on the team member summary so tagybe considered as part of an
overallPerformance Review

Targehk Ol'y 6S NBLISIGSR o6& Laybtdeinhvwed. Thid cdedtesiesy 2y (G K¢
targetwith the same initial amountas the previousarget
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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 goqaractice, having an ufp-date and agreed job 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 tdlde,gand key
responsibilities.

Tipsfor Success

Writing Job Descriptions

Job Description Section of Team Member Profile

The job description section of yolieamMember profileshows your current job description
This is the best place for a team member to vaavd amendheir 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 membehas a new job or if their existing job description needs amendiegte a new

job description todefine and record what thgobentails / £ A O] 2y abSgé Ay GKS
section of theTeam Member profile

Youwill 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 lisof 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 inSeitd ad a l yIF ISNJ 5NI Fié

two job descriptions in draft.

Enter the details for the job description:

Job Title Ashort job title
Grade The job grade
Key Details ofthe job responsibilities=or advice on this see Tips for

Regponsibilities SuccessiVriting Job Descriptions

Fat}

2
aSYOSN) 5N} Flié adhiGdza GKSy e2dz gaff o6S GF1Sy RA

{I &S GKS 220 RSaONALIiA2Yy o0& LINBaaiAy3d GKS a{l @S
RSAONARLIGAZ2Y Al ManagertDrath ® afd GRSaidBhE¥zAYE8YO SN ONB
RSAONRALIIA2Y ATéamdverhberDaeSd Ay AT G@RARS afFdhsay YSYo SNI
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registered user (see manager only mode) then the job description will go directly to the status
OActiveE P

Team Member Draft Job Description

I 220 RSAONALIIAZ2Y A dithal Beénlndvly arBeyedy8hedeanNadeflie K I &
or amended by the team member from an originatered by the manager. It igaiting 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
thiso @ LINBaaAy3a GKS a! LILINR @S¢ odziliz2zy 2y (GKS 2206
gAftt OKI yASfveis® adl Gdza a

2.al1S F'YSYRYSyGa G2 GKS 220 RSAONARLIGAZ2Y D ¢ KS
jobdescidJi A 2y RSGFAfT GASEI YIF{Ay3a GKS OKFy3aSsT |y
RSAONRLIIAZ2Y ¢ AMahagdRrely® S G2 aidl Gdza a

Manager Draft Job Description

I 220 RSaONM LI A 2 yeitheybeen mwiyehtétesl Ny the Man@géréor akiénded
by the manager from an original entered by the team memberswaiting forthe team

member to look at it

The team member has two choices:

1. Accept the job description as entered or amended by the manager. Therneanber does
GKA& o0& LINBaaAy3d (GKS a/ 2y FANXE odzidz2y 2y GKS
gAftt OKI yBASfveid® adl Gdza «a
1S FYSYRYSyGa G2 GKS 2206 R
GKS 220 RSAONRLIIAZ2Y RSGIAC @‘
RSAONRLIIA2Y & ATedm M2ibeyDEa8 ® i 2

n
)

AONRLIIRRY& 2¢KS
S YI1Ay3a (KS
GF Gdza a

S
)\

Active Job Description

A job descriptioh Y & ! s@Gilissh@d%én agreed by the manager and team membéctive
job descriptioncannot be edited.When circumstances changaaw job descriptiormust be
created.

Closed Job Description
I 220 RSAONMALIIA 2y fAZ2E FRIZI 280 [HIRd2A 4 RRS YA SIHI Vi®2s G220
a team member.
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Performance Review

Implements a performance review of a team member. This review is completed annually (or
sometimes 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 mesnb 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 theperformance review of a team membepreparation, approval by HR,
and comments after the meetingare recorded in the systeifoy the manager. Theteam

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

Tipsfor Success

Using he 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 yd@am Member profilshows your current Performance
Review.

New Performance Review
Managers can create a new performance revigmdt A O1 Ay 3 2y (GKS abSgé¢ 0 dzi
performancereview section of th&eam Member profildéor the appropriate team member.

LF GKS GSFY YSYOSNI KIFA& | LISNF2NYELY QEINRDBERE & 2N
G w S @S btdtuS fReén you will be taken directly 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. Whiktake
into account all objectives, targets, personal development etc
achievedby that team member during the year. For advice on this
see Tips for Succeddsing The Performance Rating Scale

Manager Review | A written description expanding 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 et created.
Only Only the manager will participate in the performance review. Not

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

o}
approvals are required 0 oA f f o PrafESNI (2 adl Gdza «

{1 @8 GKS LISNF2NXIyOS NBOASH perbormadbSeviawi y 3 G KS & {
ra

LT aal yl 35N nets@ek&idndhhy teamémerib@r is a registered user of Fairsail
then the Self Performane Reviews created for the team member.

Draft Performance Review

Performance reviews it Bafté & (havé wen 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. {dzoYAG GKS LISNF2NXI YOS NBOASG TFT2NJ I LILINR DI f ¢
LISNF2NXYIF yOS NBOASG RSGFAET GASso ¢ KS LISNF2N
dzy GAf &aSid oe& Agobved wadil §y+F ISNI G2 a

2. Reveal the performance review to the team memberNS a8 a4 G KS awS@SIFfé¢ od
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 reviewThe performance ratingnd review comments may
be altered directly by the HR adnisirator prior to doing this. Thperformance review
Aa aApprovéde &G G dza @
2. Reject the performance review. The performance review passes back to the manager for
' YSYRYSY(d 0ST2NBE 0SAy3 NBaAdzwYALGOGSRO® LG NBY

Appro ved Performance Review

t SNF2NXYI yOS NBOGASEE Ay a! LIWINRPOSRE aidl Gdza KI @S
HR. They are ready to be revealed to the team member.

The manager can reveal the performance review to the team meradsoon as it is appred.
The managemight wait until during or after th@erformance review meetingith the team
member. This would be appropriate if, for example, the review contained bad riéwsdoubt
consult your HR mamger.

The manageraveakthe performance review to the team member bygssngii KS awS @S| ¢
button on the performance review detail view. KS & I (i dzZiReveded $p3 S & (2 @

Self Performance Review

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




FAIRSAIHuman Capital Managemeritser Guide

The self performance review details page is reachedibking on the active performaac
review in the performance review section of yolgam Member profile You can only do this
once your manager has started the review process.

¢KS aStT LISNF2NYDaftdOSa NE@des® adl NIa Ay «a
Tipsfor Success

Writing Your Self Performance Review
Receiving Feedback during a Performance Review

Draft Self Performance Review

A self performancBl B @A S¢ Ay G5NF Faé¢ adl Gdza Aa NBFR& F2NJ
or after these comments have been entered prior to revealing them to the manager.

CNRY GKS RSGFAf&A LI3AS LINBaa (GKS G9RAGE odzilz2y
The self pgormance review is 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 menber may elect to delay this to during or after the performance review meeting.
wS@Stkt

i ary
NEOASEs RS C

iKS aStT LISNF2NXIyOS NBOASs 68 LINBa 3
GFrAfta LIF3ISP ¢KS & SRedealddS N2 NdiaywOS NB &

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 bgth the manager and team member. Allow time for the
team member to write theiself performance reviewefore holding the meeting.

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

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

g2N] o6Stft Fa Fy al YOdzZAKE ® | 26 SOSNE AdG A& | LIIN
they are bad news. Such information is alwayd detvered faceo-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

I ASEtF LISNF2NXIYyOS NBGBASE Ay awS@SHtSRe adl ddz
team member.You are now ready fohe performance review meetingith your manager. This

review meeting is the most important parf the performance review procesBy making your

own notes you will be well prepared for it.

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

signing must be done before the manager can sign the performance reVYieware 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 revielw@ LINS&aaAy3a GKS a{A3dyé¢ odzitzy 2y
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 tas not already been entered by them or the manager.

hyO0S GKS FAylrf O02YYSyida NS SyiSNBR GKS GSIyYy Y
LISNF2NXY I yOS NB@hSeted 3288 104 PG KS a
Tips for Success

Receiving Feedback during a Performance Review

Revealed Performance Review
t SNF2NXIyOS NBOASsa Ay awS@OSHESRéE adlrddza Kl @S
approval by HR, and revealed to the team nfoem

The manager now holds tigerformance review meetingith the team member. After the
meeting the performance review is signed by the manager. If thered$ 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 thenghmanager signs the performance review. Do this by
LINBA&AY3 (KS &G{A3yé odxidzay 2y (COmpNBdIR Ss RS A
Completed Self Performance Review

I aStF LISNF2NXI YOS NBOGASS Ay da/ 2YLX SGSRé &Gl (dz
signed by the team member. This releases the linked performance revieigfong by the

manager

I &/ 2 YLIX S (dentaace @vielv Fannoi®édtlited by anyone.
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Completed Performance Review

I LISNF2NXIyOS NBOGASG Ay a/ 2YLX SGSR¢ adlddza Aa
by the manager. If a self performance review was included then this must have been aanplet

too.

A 4 oA X A

I 4/ 2YLX SGSRE LISNF2NXYIEyOS NBOASs Olyy2d 0S8 SRA
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C. Talent Management

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

The Fairsail Talent Managemenbduleconsists of a tool for the manager and the team
member to specify the technicakillsof the team member. It also provides tools for the
manager to take a strategic view of teaccessoravailable fo key positions and to define and
utilise key parameters to manage tkedent pool

TheTalent Managemenprocesses are not necessarily tied to business cycles, unlike the
processes iPerformance Managmentor Development However it is important that they be
consistently reviewed and refreshed when changes ocdtairsail 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

G{1Aff&aé¢ &Al K hyical@biliiedld knawileddge Nduired & Berfarnsajob. 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 levd of ability of team members against skills selected from the Skill Library.

Skills Section of Team Member Profile

The skills section of yodieam Member profilshows your current skillsThis is the best place

for ateam 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
I fTA01 2V dbSs¢ AY iKS 'Eeaim\l\ﬂefnléerpéofﬂfﬁij)\zy 2F (KS |

Entea 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 this skill.

Proficiency (or The degree of proficiency of the team member with thkdl.

score).

{1 §8 (KS al1Aff o8 LINBaaAyd GKS a{l ¥8¢ oddilizyo














































































































































