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To:
Cabinet Secretaries, Agency Heads, Chiefs of Staff and the Human Resources Advisory Council

From:
Paul Dietl, Chief Human Resources Officer 
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Date:
October 1, 2013
Re:
Achievement and Competency Enhancement System (ACES) 2013 Final Review Process
The purpose of this memo is to announce the commencement of the 2013 ACES Final Review Process.  The Final Review Stage will continue through November 1, 2013.

We encourage managers to continue their efforts in promoting and providing effective and open communications to ensure a solid and valuable performance evaluation process. We encourage reporting and appraising managers to work together to ensure forms are completed and processed in a timely manner.   
Final Review Timelines

Each Secretariat communicates its own deadline to its agencies for completing steps in the ACES Final Review process.  However, all forms should have final ratings entered into the ACES system by Friday November 1, 2013.

Final Review Stage Categories

The Final Review rating scales for Manager Objectives and the Overall Final Review Rating for 2013 is a 5-point rating scale.  Here is a summary of the rating categories for the Final Review Stage:
· Manager Objectives and Final Review Overall rating categories include: Exceptional Performance, Highly Effective Performance, Successful Performer, Satisfactory and Below Expectations.

· Career Growth Objectives rating options include: Accomplished, In Progress, or Not Accomplished.

· Core Managerial Competencies include: Not applicable, Seldom demonstrates the behavior, occasionally demonstrates the behavior, frequently demonstrates the behavior, and consistently demonstrates the behavior.

The ACES 2013 Final Review Definitions is available to assist Appraising Managers in determining applicable ratings for their Reporting Managers.

Pay for Performance
A 2% increase for managers who complete their FINAL REVIEW ACES responsibilities by November 1, 2013 and who receive an overall rating of SATISFACTORY or higher. This increase will appear in the December 6, 2013 pay advice for all managers, and will be retroactive to July 14, 2013. Managers will have until November 8, 2013 to appeal an ineligibility determination to their Agency HR Director.  
Agencies must complete the attached excel spreadsheet and submit the final list of eligible managers to Amy Lynch at Amy.Lynch@massmail.state.ma.us by November 13, 2013.  Managers who miss the deadline dates for Final Review will not be eligible for the increases.


Agencies will be required to absorb the costs of these salary adjustments within their FY14 budgets. 

Please note, 120 day appointees, intermittent employees and managers hired on or after July 1, 2013 are not eligible for this increase.

ACES Rating Distributions

Managers who should be rated for the ACES 2013 cycle include those who were in or entered management positions between October 1, 2012 and June 30, 2013. HRD has divided the Final Review Ratings that should be assigned for this cycle into three categories. These categories and distributions are consistent with past practice, to give agencies additional flexibility. 

	Rating Categories
	% of Managers in Each Category

	Exceptional 
	Between 5% - 10%

	Highly Effective, Successful Performer, Satisfactory 
	Up to 85%

	Below Expectations
	Between 0% and 5%


Once all ratings have been entered, ACES Coordinators will be responsible for running ACES reports to ensure that agencies are in compliance with the Human Resources Division’s rating distribution guidelines.  Each Secretariat Human Resources Director should notify Amy Lynch at Amy.Lynch@massmail.state.ma.us once all final ratings have been entered into ACES. 
As a reminder, Appraising Managers should not share final ratings with their Reporting Managers until after receiving HRD approval, and as directed by the Secretariat HR Director, notifying your agency that ratings may be shared.
ACES Coordinator Role
The ACES Coordinator holds forms, including the final ratings, in their ACES inbox until being notified by their Secretariat that their rating distribution has been approved.  The ACES Coordinator then moves all agency ACES forms from ACES Coordinator to Signature Stage.  It is important that agencies notify HRD if a new ACES Coordinator has been chosen, so that we may change routing privileges in the system.  Please review the Agency ACES Coordinator list and send any updates to ACES Help.
Appeals
Managers who receive a Below Expectations rating have the right to appeal their rating to HRD.  A manager must file the appeal in writing with the Chief Human Resources Officer within five workdays after receiving notification by their agency (See Attachment).  A copy of any appeal should be sent to the Director of Human Resources in the appellant’s agency.  The appeal will be adjudicated by HRD.

EPRS Completion

Agencies must certify on the attached spreadsheet, that EPRS evaluations for FY ‘13 have been completed.  
Automated Increase
Agencies will need to complete and submit the attached spreadsheet with a list of eligible managers and include their ratings to Amy Lynch at Amy.Lynch@massmail.state.ma.us by November 13, 2013.  HRD/ITD will run a program to automate the management salary adjustments for departments.  

Performance Management Outlook

As we begin to develop the Performance Management Process for next year’s cycle, HRD will continue working with agencies to develop a strategy for aligning and tying overall agency goals to those of individual managers.  
Final Review Online Tools

Training tools are available at http://www.mass.gov/anf/employment-equal-access-disability/employee-benefits-and-comp/perf-reviews-and-mgmt-comp/2013-aces/.

All of the information contained in this memorandum can be found on HRD’s web site on the ACES Webpage.
Thank you for your continued support of the ACES program. If you have questions, please contact the following individuals:

ACES Online Technical Assistance and Training Questions: Please e-mail Natalie Wadzinski at HRD-DL-ACESHelp@massmail.state.ma.us
ACES Policy or Merit Pay Questions: Please email Amy Lynch at Amy.Lynch@massmail.state.ma.us
Attachment 

Performance Appraisal Appeal Form

COMMONWEALTH OF MASSACHUSETTS

HUMAN RESOURCES DIVISION PERFORMANCE APPRAISAL APPEAL FORM

Note: This form is to be used only in the event of a denial of a merit increase.  Please complete the following information and submit to the Human Resources Division.  Include a complete copy of your 2013 ACES review with this form.

I, ___________________________, as a manager in _________________________________,



(Print Name)




(Agency)


hereby appeal my final ACES rating for 2013 as specified below.

Final rating that I received for 2013: Below Expectations

Final rating that I feel I should have received:  __________________________

(Indicate the rating you feel you deserved.)

Justification for my appeal:

(Please give reasons to support your appeal.  Refer to specific Manager Objectives, and provide the rationale for disagreeing with the ratings that you received.  Also rebut any comments made by your supervisor that you feel are not accurate.  Be specific and factual.  Attach additional sheets as necessary.)  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Signature:  _______________________________________ Date: ________________

Please attach to this form a copy of your 2013 ACES form and mail your appeal to the address shown below.  Send a copy of the appeal to your agency’s Director of Human Resources.

Organizational Development Group, ACES Appeals

Massachusetts Human Resources Division 

One Ashburton Place, Room 301

Boston, MA  02108
THE COMMONWEALTH OF MASSACHUSETTS


EXECUTIVE OFFICE FOR ADMINISTRATION AND FINANCE


HUMAN RESOURCES DIVISION


ONE ASHBURTON PLACE, BOSTON, MA  02108





GLEN SHOR


Secretary





PAUL DIETL


Chief Human Resources Officer








DEVAL L. PATRICK


Governor
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