S‘ l 'art your total hr solution...

Buildsmart HR Modules

Performance & www.psiberworks.com/buildsmart

Succession Overview

Copyright belongs to PSIberWORKS (Pty) Ltd. No part of this document may be reproduced, copied, transcribed or translated into any language without the prior written
consent and authorisation of PSIberWORKS (Pty) Ltd



Smal't your total hr solution...

Index
L S o o] == 30 01 oo [0 o o PSSP 3
2. Appraisal SCreens and FUNCHONAILY ........cccoieuiiiiiiriiesice ettt b bbb bbbt b 3
2.1. APPFAISAl DELAIIS. .....c.eveeieiecieieteieiis ettt R AR R bbb e e e AR R bt et n e e e n Rt et renes 3
2.2. KPA RAEING vtttk b bbbttt 6
2 TR 111 - (=T £ PP 8
2.2.2.  Import Setup (from Buildsmart HR AQVANCE) ..ot 10
2.3. BERAVIOUI RALING ...ttt 11
2.4, OB RALNG ....vviieiet ettt b s e bbb e s s bbb bbbt et b bbb bbb bbb s et s e b b en st s 13
2.5. OULCOMIES ...ttt b8 88 £8 b8ttt 15
2.6. T (o PP 17
2.7. PIOMOTADIIILY ... h s R AR 20
2.8. SUMMAEIY ..ottt es b8 8 £8E£ 1 £ ARttt 22
3. Interpretation 0f the RAtNG SCAIE ........cccviiveiiceice ettt s b bbb bbbttt b e 23
4. Performance & SUCCESSION INTTOAUCHION..........c.ovuierieiiriiiiinicis et 25
5. Performance & Succession Screens and FUNCHONAIIY ............ccccccueviiiieiicieiice et 25
5.1. Performance and POIENtIAl ANBIYSIS........c.ueuiuiririiriieeirisesesei ettt 25
5.2. RISK & RELENEON ANGIYSIS ......vuieireieeireiieeiei sttt bbb bbb 27
53. Promotability ANGIYSIS ........cccviiiiieieieeiiis sttt R Rttt bbb n ettt ettt s s 30
54, PEIfOrMANCE SUMMAIY......c.iiviiiiiiieiiicte ettt ettt bbb bbb bbb bbb bbb s bbb st bbb s st s s st bbb snaa 32
6. REPOMS .ttt bbbt A AR R bbb e e e AR R AR e AR e e A e R e R e b e bR bbbt e e R ARttt s n s 33
7. AADPaAISAl TEMPIGLES ......ceveierceeieicieee ettt bbb bbbttt 36
71. APPraiSal TEMPIAIE SCIEEM ......c.vuiuieeieiriee ettt bbb bbbt bbb bbbt 36
7.2. FUNCHONAITY ...ttt s bbb 38
7.21.  Copy AppraiSal TEMPIALE ........cccoviviiiiicieiicie ettt bbb bbbt bbbt bbbt bbb s bbbt nne 38
7.2.2.  EXPOIE TEMPIALE ..ottt b bbbt b bbb bbb bbbt bbbt bbb n e 39
723, TeMPIAIE SEALISCS ....v.vvevuceereicieeei e 40
Master Buildsmart Template — Performance Page 2 of 41 Monday, November 19, 2012

and Succession



smart

1. Appraisals Introduction

your total hr solution...

The Appraisals function within Buildsmart HR allows users to capture and maintain information related to
appraisals conducted for an employee.

The facility is located in Buildsmart HR > Performance & Succession > Appraisals.

2. Appraisal Screens and Functionality

The Appraisals facility has been divided into eight screens to facilitate the following functions:

Appraisal Details;
KPA Rating;
Behaviour Rating;
Other Rating;
Outcomes;
Rewards;
Promotability; and

Summary

These are further explained as follows:

21. Appraisal Details

The “Details” screen allows for the capture and maintenance of the following information about each
appraisal:

Appraisal Type (performance assessment, job assessment, general assessment etc);

Appraisal Review Type (formal or informal);
Appraisal Date;

Information about the Appraiser;

Review Period,;

Reason for Appraisal,

Appraisal Completed (Yes/No); and

Printed & Signed-off By.
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KPA Rating Behawvizur Rating
Other Rating Cutcomes Rewards
Premotability Summary
Performance Appraisal
Uze Appraizal Templats |
Appraisal Type | ﬂ
Appraisal Hame |
Appraizal Review Type | ﬂ
Appraisal Date |cc |“l’=r“t|" j |wﬂ' Calendar |
Appraiser {* Internal " External
Payroll | ﬂ
Employee / Hame | J
Review Period From |cc |*‘r=r‘th j |‘:.-'§.-'§.-'§.-' Calendar |
Review Period To |:: [ menth -] |w:ry Calzndar |

Reason For Appraisal

Master Buildsmart Template — Performance
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— KPA, Behavioural & Other Criteria Summary
Actual Expected Lifference

Humber of KPA's 0.0

Rating Achieved 0.0 0.0 0.0

Score Achieved 0.0 0.0 0.0
Humber of Behavioural Attributes 0.0

Rating Achieved 0.0 0.0 0.0

Score Achieved 0.0 0.0 0.0
Humber of Other Criteria 0.0

Rating Achieved 0.0 0.0 0.0

Score Achieved 0.0 0.0 0.0

Help
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Add | | RemuveAII|

Appraisal Summary

Appraizal Typs Appraizal Name Appraizal Date Actusl Score Completed

Performance Asse... Annual 02/02/2009 50 Mo

.

The Details screen also allows the user to quickly view information related to any Key Performance Areas (KPA)
and / or behavioural Attributes that have been defined for previously captured appraisals.
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2.2. KPA Rating

The “KPA Rating” screen allows users to setup the Key Performance Areas (KPA for each appraisal to be
used to appraise the employee. The following information can be captured and maintained:

= Key Performance Area;

= Key Performance Indicator — the evidence that must be provided to show that a KPA has been
achieved;

» Measurable Output - describes how the KPI is to be measured;
= Importance Level;
And for each KPA the...
=  Weighting (out of 100);
» Actual Rating;
= Expected Rating; and
= Comments regarding the rating

The system will automatically calculate a score based on the defined weight and selected rating of each
KPA. The weightings, ratings and scores are tallied up to present an overall score for the employee.

Appraisals must first be defined in the Details screen before KPAs and be defined and rated. Appraisals
are selected using the “Select Appraisal” section.

Pick Lists:

Pick Lists are pre-determined lists of information that are made available for use to users in the system.
Key Performance Areas, Key Performance Indicators (KPI) and Measurable Output are selected using
these pick lists. The reason for this is because most KPAs, KPIs and Measurable Outputs are regularly
used throughout an organisation for multiple jobs e.g. the KPA “Communication” may be used for both the
“Receptionist” job title and the “HR Manager” job title. By using pick lists the risk of inconsistent spelling is
minimised and data integrity is maximised. Also, because these descriptions are predefined the time spent
creating appraisals will be minimised.

Theses pick lists can be added to, deleted from and edited using the Pick List Maintenance
facility in system Administration & Utilities.

Master Buildsmart Template — Performance Page 6 of 41 Monday, November 19, 2012
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Key Performance Area

Key Performance Indicator

Measurable Output

Importance Level

Actual Rating (1-7) | | Actual Score
Weighting

Expected Rating {1 -7} I - I Expected Score
(Out of 100)
Comments

Add Update

Key Performance Area Rating Summary

Key Performance Ares Weight Rating

Actusl

Score Rating Score

Total Score

Please note that Buildsmart HR will be using a predefined rating scale which can be viewed by clicking the
“Help” button located on the screen. This “Help” provides you with guidance on rating measurements and
the interpretation thereof. For more information please refer to section 3. Interpretation of the Rating Scale
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2.2.1. Multi-Raters
Multi-Rater Feedback can also be captured for each KPA. This can be done on an individual basis
(eg: Line Manager) or as an aggregate (eg: Suppliers). The following information can be captured
and maintained:

= Internal / External Rater;

= Rater Type ();

= Individual / Aggregate Rater;
= Anonymous;

= Importance Level;

=  Weighting; and

= Expected and Actual Rating

Master Buildsmart Template — Performance Page 8 of 41 Monday, November 19, 2012
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- Multiple Rater Details

Multi Rater Feedback f* yes " No

Key Performance Area Comrmunication

Key Performance Indicator Fester open communication between supervizors

Measurable Output Conduct weekly department head & bi-monthly co
Internal ! External & |nternal " External

Rater Type I ;I
Individual / Aggregate ' |ndividual " sggregate

Rater Name I

[~ Anonymous

Importance Level

! =

Actual Rating (1-7) | | Actual Score
Vieighting

Expected Rating (1-7) I - I Expected Score
(Out of 100)
Comments

Add Update Hemove Remowve All

Multi-Raters Summary

View... * AllRaters  { InternalOnty ¢ External Onby

Individusl Actusl

Category Type IAggregate Mams Weight Rating Score
Internal Subordin... Individual Veroncia Ja... 25 i3 150
Internal Peer Individual lan Downie 20 5 100
Internal Line man... Individual James Momies 25 B 125

Comparizon |
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2.2.2. Import Setup (from Buildsmart HR Advanced)

KPA's that have been setup in Buildsmart HR Advanced can be imported to use in Buildsmart HR
Basic for an employee appraisal. These are KPA'’s that are setup for job descriptions defined in the
Job Description module in Buildsmart HR Advanced.

Import HRM Key Performance Area's

Import Key Performance Area Setup
— Selection Options
Employee's Current Job Title
Select Position | Job Title (O]
— Select(ed) Position | Job
Position Number & Description | 0000001 - Director of Human Resources |
Job Number & Title | 0000001 - Director of Human Resources |
Key Performance Area | Include
Manage Staff D
Strategy formulation and implementation |:|
Cancel Iripsort
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2.3. Behaviour Rating

The “Behaviour Rating” screen allows users to setup any Behavioural Attributes to be used to appraise the
employee’s behaviour such as leadership, teamwork ability etc. The following information can be captured and
maintained:

= Behavioural Attribute;

= Importance Level;
And for each behavioural attribute the...

=  Weighting (out of 100)

= Actual Rating

= Expected Rating;

= Comments regarding the rating

Master Buildsmart Template — Performance Page 11 of 41 Monday, November 19, 2012
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Behavioural Rating Setup

Behavioural Attribute

Importance Level

Actual Rating (1 -7) - Actual Score
Weighting

Expected Rating (1 - 7) b Expected Score
(Ot of 100)
Comments

Help
Add | |
Behavioural Rating Summary
Actusl pected
Behavigural Attribute Weight  Rating Soore Rating Soore
Total Score o o L o 0
" (+

The system will automatically calculate a score based on the defined weight and rating selected for each
behavioural attribute. The weightings, ratings and scores are tallied up to present an overall score for the

employee.

Multi-Rater Feedback can also be captured for each Behavioural Attribute. (For more information on Multi-Raters

please refer to section 2.2.1 of this overview).

Behavioural attributes may be imported from Buildsmart HR Advanced using the “Import Setup” facility. (For more

information on importing setups please refer to section 2.2.2 of this overview).

Master Buildsmart Template — Performance
and Succession
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24. Other Rating

This screen allows you to add criteria for rating the employee other than the KPA’'s and Behavioural
criteria. The following information can be captured and maintained:

= Other Criteria;
= Key Performance Indicator;
= Measurable Output; and
= Importance Level
And for each criteria the...
=  Weighting (out of 100)
= Actual Rating
= Expected Rating;

= Comments regarding the rating

Master Buildsmart Template — Performance Page 13 of 41 Monday, November 19, 2012
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Other Criteria Setup

Other Criteria

Key Performance Indicator

&

Measurable Output

&

Importance Level

E

<

Actual Rating (1 - 7) b Actual Score
Weighting

Expected Rating (1 - T) b Expected Score
(Owt of 100)
Comments

Help
Add | Remove All |
Other Criteria Rating Summary
Actusl pected
Other Criteria Weight Rating Soore Rating Score
Confidence : Exudes Self Co 50 7 350 7 350
Total Score 50 T 350 T 350
" (v

The system will automatically calculate a score based on the defined weight and rating selected for each

behavioural attribute. The weightings, ratings
the employee.

and scores are tallied up to present an overall score for

Multi-Rater Feedback can also be captured for each criteria. (For more information on Multi-Raters please

refer to section 2.2.1 of this overview).

Other criteria may be imported from Buildsmart HR Advanced using the “Import Setup” facility. (For more
information on importing setups please refer to section 2.2.2 of this overview).
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2,5. Outcomes
The “Outcomes” screen allows users to capture information related to the outcome of an employee’s
appraisal. This information
includes:
= Employee’s and appraiser’s agreement with score;
= Employee’s and appraiser's comment on performance;
= Discussions pertaining to the employee’s performance;
= Development needs and plans;
= Required training; and
= General concerns and issues raised during the performance review.
= Follow-up Requirements;
= Follow-up By When;
=  Who is to Follow-up; and

= Next Appraisal Date.

Master Buildsmart Template — Performance Page 15 of 41 Monday, November 19, 2012
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rDiscussions & Follow-up

Employee Agrees with Score? (™ ves 0 Np (7 Not Applicable

Employee's Reason
for Disagreeing

Appraiser Agrees with Score? (" ez 8 Ng O Mot Applicakle

Appraiser's Reason
for Disagreeing

Employee's Comments
on Performance

Appraiser's | Manager's
Comments
on Performance

Development Needs
Discusseed

Development Plan
Discussed

Training Requirements
Discussed

General Issues & Concerns
Discussed

Followr-up Requirements
Discussed

Followw-up by |E1 |EECE‘TGE"j|E:]:]E Calendar
Who iz to follow-up

Appraiser " Internal {+ External

! [-]

Employee / Hame |

Next Appraisal

Next Appraisal Date [1 [sanuary = []2010 Calendar
Next Appraisal Type | lob Azsezzment |
Appraiser ¥ Internal " External
Payroll | ﬂ
Employee | Hame | ﬂ
Master Buildsmart Template — Performance Page 16 of 41 Monday, November 19, 2012
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2.6. Rewards

The “Rewards” screen allows for the capture of information related to any salary increases to be given or
not given based on the employee’s performance. Information includes:

» Increase / Reward Type;

= Proposed Amount / Value OR Percentage;

= Proposed and Effective Increase Date;

= Employee’s and Employer's Comments on Increase; and
= Payroll Notification Details.

Please note:

The employee’s Pay Information at the time of the appraisal will be displayed. This information will
only be available to users that have permission to view employee pay information.

Master Buildsmart Template — Performance Page 17 of 41 Monday, November 19, 2012
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~Increase Details

Increase? & ves (" Noe 7 Not Applicable
~Increase / Rewards
Increase / Reward Type I LI
Proposed Amount / Value I
OR Percent I
Comments
Add Update | | Remaowve All |
Type Armount Percentage
CPl increase 0.00 10.00 re
w
Proposed Increase Date I 1 IFEI}ruslry ;I IEEI 10 Calzndar |
Effective Increase Date IE IFEbruary - IEDDB Calendar |

- Pay Information at time of Appraizal
Hourly Rate 15.25 Daily Rate 13514
Weekly Rate 575,58 Monthly Rate 292340
Package Total 2,522.00 Retirement Funding Income 2,686.00
Gross Cash 2,785.00 Taxable Earnings 256300
Date of Last Package Change 01032009
Master Buildsmart Template — Performance Page 18 of 41 Monday, November 19, 2012
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Employee's Comments
on Increase

Employer's Comments
on Increase

~ Payroll Notification
Payroll Notified
Date Notified
Person Notified
Payroll
Employee /Hame
Confirmation
Confirmation Date
Confirmed By
Payroll
Employee | Hame

Comments

v Ves " No

Jai  menth ]|y Calendar
& Internal " External

| S
| =
v Ves " No

Jai  menth ]|y Calendar
" Internal (% External

[~

Pavyroll Motification

Master Buildsmart Template — Performance
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2.7. Promotability

The “Promotability” screen allows for the capture of information related to any promotions to be
considered or not based on the employee’s performance. Information includes:

= Promotability details including the:
o Reason for Promotion;
o Position or Job Title to which the employee is promotable;
o Priority to be given to the employee;
o Date Identified; and

o Time Period in which the employee could be promoted.

- Promotalbility

Promotable? # ves  No ( NotApplicable

Reason for
Promotion

- Position ! Job Title Details
Promotable To... {* po=ition © Job
Select from PSIberHRM? (" %ez ©* Np
Position / Job Title | |
Reason | ﬂ
Priority | ﬂ
Date Identified R e | Calendar
Time Period | o
Add | | | Remowe All
Paosition / Job Title Priority Time Pericd
Account Collector Mediumn Priority “ear(s) -
Master Buildsmart Template — Performance Page 20 of 41 Monday, November 19, 2012
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Promotability Summary
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Included at the bottom of this screen is the Promotability Summary. This summary allows you to view all
promotions that the employee has been identified for from an appraisal, from the Buildsmart HR Advanced

module and from the Performance & Succession facility.

information on Performance & Succession Promotability.)

(Refer to section 5.3 of this overview for more

Promotakility Summary

Human Rescurce Specia... Mediom Pri

Pasition / Job Title Priority
Account Gollector Medium Pri
A & P Mechanic Medium Pri...

Source Date
... Appraisal 11/02/2009
Performance & Successi... 11022008
... Appraisal 11/02:2009
Appraisal Promotability Details

Appraisal Date 010242009
Appraisal Mame DET2
Appraisal Type Climate Assessment
Promotable To Position
Position / Job Tite Human Resource Spedalist
Reason Experience
Priority Medium Priority
Date Identified 11/02/2009
Time Period & Months

Master Buildsmart Template — Performance
and Succession
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28. Summary
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The “Summary” screen gives you an overall view of appraisals conducted in a specified time frame.
Information includes the highest, lowest and average scores for KPA Ratings, Behavioural Ratings and
Other Criteria.

Performance Summary

Filter By

Appraisal Type |{;—'x||

Review Type | <Al

Date Selection
{ To Current Date

" Selectsd Period

LedLed

Year |

From Date | |

To Date | |

Appraizals Conducted

Completed

Uncompleted

Formal Appraisals Conducted

Informal Appraisals Conducted

key Performance Area Ratings
Highest Overall Score Achieved
Lowest Overall Score Achieved
Average Overall Score Achieved
Highest Overall Rating Achieved
Lowest Overall Rating Achieved
Average Overall Rating Achieved
Average Key Performance Area's

Behavioural Ratings
Highest Overall Score Achieved
Lowest Overall Score Achieved
Average Overall Score Achieved
Highest Overall Rating Achieved
Lowest Overall Rating Achieved
Awverage Overall Rating Achieved

Average Behavioural Attributes

Actual
250.00
200.00
225.00

3.00

Expected
250.00
200.00
225.00

3.00

Expected
350.00
200.00
27500

7.00
4.00

3.30

Master Buildsmart Template — Performance
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3. Interpretation of the Rating Scale
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The Buildsmart HR Appraisal facility uses a predefined rating scale from 1 to 7. This rating scale is fixed and
cannot be modified. Customisation of rating scales will be addressed in future releases. The ratings, their
descriptions, and their interpretations are as follows:

requirements on most
occasions

Performance | Rating Performance R
. . - Guidelines
Rating Description Description
Individual performance consistently
exceeds customer, job and goal
requirements on both the what and the how:
Individual performance = Employee is an exceptional performer
7 Superior consistently exceeds = Always / consistently exceeds
Performer customer / goal expectations
requirements = No/ little guidance and supervision
required
= Exceptional self-management
practices
Individual performance fully meets
expectations and frequently exceeds
. customer, job and goal requirements on both
Individual performance ]
the what and the how:
generally exceeds . .
Excellent = Employee is a superior performer
6 customer / goal
Performer = Often / frequently exceeds

expectations

= Little guidance and supervision
required

= Great self-management practices

Above Average

Individual performance
achieved, exceeding

Individual performance fully meets
expectations and occasionally exceeds
customer, job and goal requirements on both
the what and the how:

meeting customer /
goal requirements

5 customer / goal = Employee is a reliable performer
Performer ; . .
requirements on few = Sometimes exceeds expectations
occasions = Less guidance and supervision
required
= Strong self-management practices
Individual performance fully meets
Individual performance | expectations. Both the what and the how is
achieved, meeting achieved in the delivery against customer,
4 Good Performer | customer / goal job and goal requirements:
requirements on all » Employee is a reliable performer
occasions = Always meets expectations
=  Good self-management practices
Individual performance does not fully meet
expectations. Improvement is required in the
what and/or the how of the delivery against
Indivi customer, job and goal requirements:
ndividual performance
. = Employee does not always perform
generally achieved, to expected standard regarding the
3 Good Performer | with some extend

what and the how

* Improvement is required on both

= Extensive guidance or supervision is
required to ensure performance
against goals

» Inadequate self-management

Master Buildsmart Template — Performance

and Succession
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practices

Individual performance
achieved on limited

Individual performance does not fully meet
expectations. Improvement is required in the
what and/or the how of the delivery against
customer, job and goal requirements:

Employee does not always perform
to expected standard regarding the

requirements

2 Under Performer | occasions, partially what and the how
meeting customer / = |mprovement is required on both
goal requirements = Extensive guidance or supervision is
required to ensure performance
against goals
=  Self-management practices require
urgent attention
Individual performance consistently does
not meet expectations on the what and the
how of delivery against customer, job and
Individual performance | goal requirements:
1 Very Poor does not achieved =  Employee never performs to the
Performer customer / goal expected standard

Improvement is required on both

An excessive amount of guidance or
supervision is needed

Very low self-management practices

These interpretations can be viewed by clicking the “Help” button located in the “KPA Rating” and

“‘Behaviour Rating” screens.

Master Buildsmart Template — Performance
and Succession
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4. Performance & Succession Introduction

The performance and Succession facility allows you to capture details relating to the employee’s potential with
the company, his overall performance, the risk of the employee leaving the company as well as retention
information and promotability details. These details can be captured according to appraisals that have been
conducted, or can just be a brief overview of the employee’s performance in general.

5. Performance & Succession Screens and Functionality

The following screens are included in the Performance & Succession facility:
o Performance & Potential Analysis;
¢ Risk and Retention Analysis;
e Promotability Analysis; and

e Summary

51. Performance and Potential Analysis

This section will allow to evaluate the employee in terms of how well they are performing and what their
potential is within the company. The following information can be maintained in this screen:

= Date Conducted;

= Performance Appraisal Details (if based on appraisal);
= Performance Rating (eg: Superior Performer);

= Performance Description; and

= Potential Rating (eg: Good Potential).

Master Buildsmart Template — Performance Page 25 of 41 Monday, November 19, 2012
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— Performance and Potential Analysis

Date Conducted [g  |mentn | Calendar |
Conducted By ¥ nternal " External
Payroll I ;I
Employee ! Hame I LI
— Performance Appraisal Details
Based on Appraizal(s) o g { ez

Appraigal Date I

Appraizal Hame I

{=!
[=1

REMOYE | REMOYE &~ |

Appraizal Date Appraizal Mame

Appraigal Type

Performance Rating I

Performance Description I

Potential Rating |

— Performance / Potential Definitions

Definition I

[=1
[=1

Comments

Master Buildsmart Template — Performance
and Succession
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5.2. Risk & Retention Analysis
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The Risk and Retention facility will enable to determine how critical an employee is to your company and
the risk of that employee leaving the company in a certain time frame. The following information can be
maintained in this screen:

Date Conducted;

Performance Appraisal Detalils (if based on appraisal);
Risk Rating (eg: Medium);

Criticality to Company (eg: Extremely Critical);
Reasons for Criticality;

Propensity to Leave (eg: High);

Propensity to Leave Time Period; and

Recommended Retention Actions.

Master Buildsmart Template — Performance Page 27 of 41
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— Rizsk and Retention Analysis

Date Conducted Idd | manth | |~p,w Calzngdar |

Conducted By i |nternal i~ External

Payroll I LI

Employee/ Hame I vI

— Performance Appraizal Details
Bazed on Appraizal(s) * No ez
Appraigal Date I ;I
Appraisal Hame I ;I
Lppraizal Date Appraizal Name Appraizal Type
Risk Rating | |

<

Criticality to Company

— Reasons for Criticality

Reason I ;I

(=]
(=1
|
11
=1
111
|
i
=1
(11
I

Master Buildsmart Template — Performance Page 28 of 41 Monday, November 19, 2012
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| =

Propensity to Leave

Time Period / Description |

Reason I
— Recommended Retention Actions

=
=
=]

Retention Action |

Comments

Add Update HRemove Remowe All
Risk and Retention Summary
Date Conducted Rizk Rating Criticality Propensity to Leave
2009002521 High Extrernely critical Low
200970218 Low Extremely critical Low

Master Buildsmart Template — Performance Page 29 of 41 Monday, November 19, 2012
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This facility allows you to manage the promotability of your employees. The following information can be

maintained in this screen:

Date Conducted;

Promotability Rating;
Promotable Reason;
Promotable To (Position / Job Title); and

Position / Job Title Details.

Performance Appraisal Details (if based on appraisal);

— Promotability Analysis

Date Conducted |cc | manth - |ﬂw Calendar
Conducted By * Internal " External
— Performance Appraisal Details

Based on Appraisal(s) {* No " ves

[~
[~

Appraizal Date Appraizal Name

Appraizal Type

Promotable Rating |

Promotable Reason |

Master Buildsmart Template — Performance
and Succession
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~Position !/ Job Title Details
Promotable To...

Select from PSlberHRM?
Position / Job Title
Reason

Priority

Date ldentified

Time Period

{* Position © Job

" wez 0+ No

Calendar

H
H
=
2
|-
H
= tlil:li

ade | | |

FPasition / Job Title

Priority Time Period

Add Remowve All

Promotability Analysis Summary

Date Conducted Promotable Rating
2009/0211 Low
2009/02/13 Low

~ Promotability Summary

Pasition / Job Title Priority Source Oats

Analyst Low Pricrity Performance & Sucocessi... 25/02/2009
Human Resource Specia... Medium Pri... Appraisal 11/02:2009
Account Collector Mediumn Pri... Appraisal 11/02:2009
A & P Mechanic Medium Pri... Performance & Sucocessi... 11022009

Promotability Summary

Included at the bottom of this screen is the Promotability Summary. This summary allows you to view all
promotions that the employee has been identified for from an appraisal, from the Buildsmart HR
Advanced module and from the Performance & Succession facility. (Refer to section 5.3 of this overview
for more information on Performance & Succession Promotability.)
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54. Performance Summary
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The Summary screen will display the basic information of the latest performance and potential analysis,
risk and retention analysis and promotability analysis.

— Latest Performance and Potential Analysis

Date Conducted: 03/02/2008

Performance Performance
Rating Description
Superior Performer Major leaguer

Potential
Rating
Above average potential

— Latest Risk and Retention Analysis

Date Conducted: 21/02/2009

Rizsk Criticality To
Rating Company
High Extremely critical

Propensity
To Leave

Low

— Latest Promotability Analysis

Date Conducted: 13/02/2009

Promotability -
Rating

Low -
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6. Reports

The following Appraisal reports are available:

= Basic Appraisal Details

your total hr solution...

Displays all information captured per employee appraisal and can be selected according to appraisal dates,
appraisal type, review type and appraiser. The report also has a signatory section allowing employees,
managers and appraisers to formally sign-off employee appraisals. The report is located in the Employee
Report category.

Appraisal Details section (Sample)

Tace Yiaar- (March, 006 - Febnsary. 2007)

PSlber Holdings
PSIberSTAFF
Employee Basic Appraisals

Frintod: Tue Jan 15113524

Basic Appraisal Details Emplayes Details
Aggraiaal Masme: Anisal Perfomancs Asses ament N 1w
Appraisal Dade: ey ey Narne: ALCHA DM
Appraisal Type: Pariarmands fsessmant Payrol: PSkerSTAFF ot Canre. Acmin
Appraisal Revview Typse: Fomal Degpartmant HPuctrmin, Dagp (Audmi n Diwisbon:
Appraisal Redew Pedod Fromn: CEMVE00E
Appraisal Revew Perod Ta: DT Appraisar Details
Reason tor Appeaisal: Genoral asscscment i romotabily and
s B[]
Nurniber ®
Narne. P HLANGU
Payrol: PSECSTAFF Caost Canfre: Admin
Deparion ant Auirmin, Diap (Fudming Diéwishon:
Tax Yaar (farch, 2006 - Fobnsany, 2007 .
PSlber HD'dil’gS Prinded - Tue dan 1511-33.24
PSIberSTAFF
Employee Basic Appraisals
Kay Parfarmansce Area Rating
Wy Past, Amas ey Parformance bn dicato M raibie O uipt: Wizight in; Akl £ i Coomn mreanit:
cmnance. e = o asur s s
9 Rating Score Rating Score
1 Manage Budpet and Expans o denilfy copendiunes and racchabios Frocoss paymants and neocd pis within B0 days 0 & 120 100 Pekad it e mend buadiged within 107 war anoe:
. F ORI P Conmmunical on betwaen et wkly deparimant haad & B-mahly oo.
2 |Bemmuricaton UGNV O, POaTS N Suboninats e MastnGs - : & tea
3 | Manage Manpower Aaming Uise labour schadulng fods Manpower plan fol ow demand pamam o B 120 B 120
. . Aot aa ok maodd B all e e by
i | Prcvd i friad nnagy o el . supeerd sl ong .
4 |MonageSu . damOnsTaing beha cur and wark ofhic expediod m 4 =l B 120
il Ll O e N e O weha Pesginead all FSiber empomss
L Submitapproved NS repaE o R ) | .
5 |Managament Reporing managemant Bubmit ona mady basis o 140 1] 1z0
Total ne = 520 = 580
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Signatory section (Sample)

Taoa Ve (March, 2006 - Febasary. 2007)

P Slber Holdings
PSIberSTAFF
Employee Basic Appraisals

Printed - Tue Jan 15113325

Acknowledgemant

harehy achnowkenge thatl have rad undasand and acceptthe

1] Perfomance rafing
2] Behavioural rafing
3] Oucomos:

4] Discussions:and
5] Rewands

smtad in s Apasal

Emgioyes Signature:

Date:

Appraiser Signaius:

Date:

Manager i nature:

Date:

= Employee Appraisal Template

This template can be used to manually capture the details of an employee’s appraisal. Once filled
in it can be used to capture the appraisal information into the Buildsmart HR system. This report is
located in the ‘Forms and Templates” category

= Appraisals Conducted Summary

This report will display a summary of employees with details of the appraisals that have been
conducted. This can be viewed for completed appraisals or appraisals that are still in the process
of being conducted. This report can be run by a specific date period, appraisal type or appraisal

review type.
Print Diate: 20070611 03:37:22
Company / Group Name
Payroll Name
Conducted Appraisals Summary
For Period:
| Cuerall Sol
--Revigw Patiod-- KRB memmemenens eeeee-Beb@viowal-- = ceeenee e it
Reward
Employes Bppraisal Date Bppraisal Name Bppraisal Type Review Type  From To Betual  Expected Betual  Expected Betual  Expected Nherease?  Fromotehble? Completed
Cost Centre / Departrment / Job Title J Job Grade
Appraisal Type
Appraisal Review Type
190 - Smith, J 0ZN052003 Cuarbery Rewiew Performance Formal Q222005 02052005 b B s as Mo
£ b2 it £ 23 55 529 5 5 5 5 5 5 5 5 5
Hurnber of Appraisals Conducted
Humber of Employees
Total Humber of Appraisals Conducted
Total Mumber of Employess that hawe had appraisals
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= Appraisals Not Conducted Summary
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This report will display all employees that have no appraisals captured within a specified period of

time.
Prlil Dak:
Company ! Group Mammes
Payroll Narme
Appraisals Hot Conducted Surmmary
B ployme it aooipatonal accipational
Bnplo & Date Job Grade Job Tite Catgory Leuel CortiCe i Department Perzon Reportig to
Cata.Range
CostCentre [ Departm ent ! Divlslon !/ Job Grades [Job TiHe
Lppral val Type
Employe e Humber, Hame SRl EL erukce Barte wder Zarvke and Sales Worker Usskllled and Deflied Bar- i EIukes MarySaden
Decllon Makers
Emplog e Mamber, Hame [ BT (e BL Sarukce Barte nder Serykce and Sales Worker UssEled and Detied Bar- i SRIvkces RaryZannclen
Dechlon Makers
Total Employess not yet appral sed for appral sal typs: 2
appral sal Typ s
Emplag e Mambsr, Hame [ BT x T BL Sarukce Barte ler Serykce and Sales Worker UssElled and Detliedd Bar- o Servlces Gary Holt
Dechlon Makers
Emplog e Humber, Hame eelimm sy EL Zavkce Barte ader Zerukce and Sales Worker Usskllied and Deflied Bar-i ZEmvkes Rary
Decklon Makers
Employe e Hamber, Hame iy BL Servkce Barte wder Zarvke and Sales Worker  Usskllled and Deflied Bar- o Sarvkes Gary Halt

Total Employess not yet appral sed for appral sal typs: 2

Decklor Makers
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7. Appraisal Templates

Buildsmart HR offers an Appraisal Template facility in the Company Maintenance section providing you with an
easy-to-use and convenient tool for managing appraisals across employees.

71. Appraisal Template Screen

This facility allows you to setup a template that can be used in multiple appraisals. The following
information can be entered:

= Appraisal Template Description (eg: Senior managers or Secretarial);
= Appraisal Type;
= Date Created;
= Date Changed;
= Reason for Change;
= KPA, Behavioural Attributes and Other Criteria Details including:
o Description / Attribute;
o Key Performance Indicator;
o Measurable Output;
o Importance Level;
o Weighting; and

o Expected Rating
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Appraisal Templates

Appraisal Template Details

Appraisal Type
Date First Created
Date Last Changed

Changed By
Reason for Change

KPE I

Key Performance Area

Measurable Output
Importance Level
Weighting (out of 100)
Expected Rating (1-7)
Expected Score

— KPA, Behavioural & Other Setup

— Key Performance Area Details

Add |

Template Statistics |

Template Code | Description I

[~

[~

Idd Im:}mh

|y

Calendar I

Idd |month

e | 2

Calendar I

Behavioural |

Other |

Key Performance Indicator I

|
o

Key Performance Area Rating Summary

Key Performance Area Weight Expected Rating Expected Score
Total Score a a o
Export All Copy Add pdate Remove Remove A
Appraisal Template Summary
Code / Description Appraizal Type Date Created KPA Behavicur Other

Middle managers

Genaral Assessment 11/02/2009

Yes  Yes Yes
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7.2. Functionality
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The following functionality is available in the Appraisal Template facility:

= Copy Appraisal Template;
= Export Template; and

= Template Statistics.

7.2.1. Copy Appraisal Template

When copying an appraisal template you have the option of copying it within the same payroll or copying
it to another payroll. When copying to the same payroll the template will be “cloned” to be reused and

modified in that payroll. Copying to another payroll will “clone” the template as it is in payroll1 to be used
in payroll2. A template may be copied to multiple payrolls at the same time.

Copy Template |

Appraisal Template A
Copy Options
(" Copy to other Payroll
Template Details
Appraisal Template Code | Name | ﬂ
Appraisal Type |Gen5ra|A33&33ment ﬂ
Date First Created 2 March - | |200% Calendar
Date Last Changed Calendar
Changed By |
Reason For Change
Key Performance Area Setup
Key Perfor... | Key Perfor.. | Measurable |Importance Weight Expected Include
Area Indicator Cutput Lewvel Rating Score
MARKTOO01 ... Key Perform... Measurable ... Important 80 4 Aver... 200
Behavioural Attributes Setup
Behavioural Importance Weight Expected Include
Attributes Level Rating | Score
Alone : Can work alone Somewhat important 80 2:Und... 120
Other Criteria Setup
I I = | [ ol

X
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7.2.2. Export Template

Exporting will allow you to save the appraisal template as a text or excel file.

P Export File

Save in: |(3) KPA &.TKB

My Recent
Documents

My Documents

My Computer

~.
g’ File name: |m:umer1ts and Settings\garethb My Documents¥PA & TKE | [ Export ]
My Metwork

Places Files of type: |Cumma Separated Values {.cav) w | Cancel

Export | Copy | New | Update | Remove | Remowve All
Appraizal Template Summary
Code [/ De=scription Appraizal Type Date Created KPA Behaviour Other
Middle managers General Assessment 11/02/2009 Yes Yes Yes
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7.2.3. Template Statistics

These statistics will display the number of templates and template types in each payroll (this will
depend on user permissions).

Appraisal Template Statistics

Appraisal Template Statistics

Number of appraisal templates created per payroll:

Payroll Appraisal Type Number
P 5lber STAFF
Future Potential Assessment
General Assessment
Performance Assessment

|

EmploymentEquity

M & E Motors

-

MEIBC
P SlberBonus

PSlberHRM
P SlberPAY

P SlberTAX
PSlberyYEAREND

= Ci=Ri=]=0=]

(=R =] 0=]

RFINBC

Close |
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