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M E M O R A N D U M
TO:

Cabinet Secretaries, Division Directors, and Agency Heads

CC:

Secretariat HR Council, Human Resources Directors, ACES Coordinators, and ACES 
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Trainers

FROM:

Paul Dietl, Chief Human Resources Officer    

DATE:

October 14, 2011
RE:

Achievement and Competency Enhancement System (ACES) 2011 Final Review Process

The purpose of this memo is to announce the commencement of the 2011 ACES Final Review Process.  The Final Review Stage will continue through October 28, 2011.

We encourage managers to continue their efforts in promoting and providing effective and open communications to ensure a solid and valuable performance evaluation process.  
Recognizing our employees through fair and accurate feedback, on an ongoing basis, is so important, particularly during these challenging, fiscal times.  We encourage reporting and appraising managers to work together to ensure forms are completed and processed in a timely manner.   
The following outlines the available learning tools and guidelines available for use during the 2011 ACES Final Review Stage.

Final Review Online Tools
Training tools are available for the final review phase.  The tools are specifically designed for two skill levels: beginner/intermediate and advanced users to best meet the training needs of ACES users (please see Attachment A for a list of tools available).

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 by Friday, October 28, 2011.

Two-stage Model & Form Routing
For those agencies that have elected to implement a two-stage evaluation process, which omits the progress review stage, ACES Coordinators with Administrative Access can route forms to Final Review stage.  In addition, HRD can also assist in routing managers’ forms directly to Final Review Stage after objectives have been entered.  Agencies needing assistance in moving forms may contact Lisa Pollack at the Human Resources Division at Lisa.D.Pollack@massmail.state.ma.us.
Final Review Stage Categories
The Final Review rating scales for Manager Objectives and the Overall Final Review Rating for 2011 continues to be 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 are: Exceptional Performance, Highly Effective Performance, Successful Performer, Satisfactory and Below Expectations.

· Career Growth Objectives rating scale is: Accomplished, In Progress, or Not Accomplished.

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

The ACES Rating Scale Definitions guideline is available to assist appraising managers in determining applicable ratings for their reporting managers.

Rating Distributions
Managers who should be rated for the ACES 2011 cycle include those who were in or entered management positions between October 1, 2010 and June 30, 2011.  In order to give agencies additional flexibility in evaluating managers, HRD has divided ratings into the following three categories:

	Rating Categories
	% of Managers in Each Category

	Exceptional 
	Between 5% - 10%

	Highly Effective, Successful Performer, Satisfactory 
	Up to 85%

	Below 
	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 Lisa Pollack at Lisa.D.Pollack@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.

Employee Recognition
We strongly encourage that agencies consider alternative methods of providing management employees with non-monetary forms of recognition for their important contributions to state government.  Non-financial rewards can benefit employees greatly.  Whether it is special training offerings, flexible scheduling or casual dress days, these innovative incentives can increase production and employee morale.

All of the information contained in this memorandum can be found on HRD’s web site on the 2011 ACES Final Review Web Page.


Thank you for your continued support of the ACES Online performance management initiative.  If you have questions, you may contact the following individuals:

ACES Online Help: Please send e-mail to HRD-DL-ACESHelp@massmail.state.ma.us
ACES Policy Questions or to arrange an ACES Information Session: Lisa Pollack at Lisa.D.Pollack@massmail.state.ma.us or Amy Lynch at Amy.Lynch@massmail.state.ma.us
Training: Deidre Travis-Brown, Training Director (Deidre.Travis-Brown@massmail.state.ma.us)

Attachment

Attachment A
ACES Online Final Review Training Materials

	
	
	

	Final Review - Quick Reference Guide



	High-level overview of the steps in the Final Review Phase
	Advanced

	Final Review - Job Aid
	Detailed instructions of the Final Review Phase


	Beginner/Intermediate

	Move Form to the Right Step - Job Aid
	Use this job aid if an ACES Form is in Planning or Progress Review Stage


	All ACES Users

	ACES Rating Scale Definitions



	Guidelines for selecting Final Review Ratings


	Appraising Managers

	Signature Stage - Job Aid
	After ACES Rating Distribution are approved by HRD, instructions for signing ACES forms and adding signers (if needed)
	ACES Coordinators, Appraising and Reporting Managers
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