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ACES 2013 Final Review Definitions 
Please note that the Progress Review Rating Scale Definitions for Evaluating Managers are not included in this document.   Please see:
http://www.mass.gov/anf/docs/hrd/policies/aces/2013/progress-rating-definitions-2013.doc
Manager Objectives for Final Review Stage
	Criteria
	Exceptional 

It is almost impossible to see how the objective could be done better.
	Highly Effective 
Consistently exceeded the defined expectations in carrying out the objective.
	Successful Performer 

Met and sometimes exceeded defined expectations in carrying out this objective
	Satisfactory 

Met defined expectations in carrying out this objective
	Below Expectations Unacceptable level of performance on the objective

	Timeliness
	Always ahead of schedule
	Met deadlines; usually was ahead of schedule
	Met deadlines; sometimes was ahead of schedule
	Usually met deadlines
	Did not regularly meet deadlines

	Quality
	Excellent; 

High levels of creativity
	Complete and thorough
	Complete and thorough with revisions needed by supervisor
	Accurate; sometimes needed further analysis, work, or direction from supervisor
	Mostly inaccurate or incomplete;
Didn’t seek supervisor’s direction

	Efficiency
	Agency resources used wisely; increased productivity developed creative solutions
	Agency resources used wisely; developed new ideas and solutions
	Agency resources used wisely; shared ideas and solutions with supervisor
	Agency resources used wisely
	Agency resources not used efficiently; unproductive

	Initiative
	Proactive; effort well beyond what is expected
	Proactive; effort beyond what is expected
	Proactive; effort often was beyond what is expected
	Exhibits expected initiative level 
	Exerts minimal effort; does not initiate actions

	Working with Others
	Exhibited team leadership skills
	May have exhibited team leadership skills
	Served as important team contributor
	Served as contributor to team efforts
	Alienates others; doesn’t contribute to team; may hinder team


Not Applicable: This rating should be used when the objective no longer applied to the manager’s current position.  The manager may have transferred from another agency or from another position within the agency, where he/she had previously worked on this objective.  In this case, the manager should have defined different objectives on his/her form relating to the new position.

Core Managerial Competencies

There are behavioral statements associated with three competencies.

· Communication/Interpersonal Skills

· Decision-Making Skills

· Supervisory Skills

After final ratings are entered for each behavioral statement, there is a combined calculated rating for each of the three competencies as well as an overall average competency score.
	Rating  - how frequently 

behavior is demonstrated
	Value

	Not applicable
	0

	Seldom
	1

	Occasionally
	2

	Frequently
	3

	Consistently
	4


Career Growth Objectives
	Rating
	Definition

	Accomplished


	Objective was successfully achieved and manager developed new or improved skills.

	In Progress
	Objectives are multi-year (i.e. earn a college degree), were partially accomplished, or were deferred to the next evaluation year due to lack of resources (funding, insufficient time to complete objective due to factors beyond the control of the Reporting Manager; these factors occurred in the last few months of the evaluation cycle so there was no time to develop new objectives.)

	Not Accomplished
	Objective was not achieved for reasons within the manager’s control.


Final Review Overall Rating
Factors to Consider 
Ratings for manager objectives, core managerial competencies, and career growth objectives are all considered in the Final Review Overall Rating. Appraising Managers will write the reasons for each rating in the applicable “Comments” section of the ACES form.  Fully document significant factors of concern (examples: attitude, violations of state policies governing management behavior, such as the Manager's Code of Conduct, Sexual Harassment, State Ethics, or attendance policies, etc.") in the “Final Review Overall Comments” section.  These issues may be justification for lowering an overall rating.  In addition Violations of state policies governing management behavior, such as the Manager's Code of Conduct, Sexual Harassment, State Ethics, attendance policies or other serious performance issues may result in immediate disciplinary action up to and including termination of employment, without the implementation of a professional development or remedial plan.  
Communication of Ratings to Managers

Please consult with your Human Resources office to discuss any serious performance issues or a decision to implement discipline.  
Final Review Ratings Distribution 

Please do not share either the Final Review Overall Rating with your Reporting Manager until your Human Resources office has told you that your agency’s overall ratings distribution has been approved by your secretariat and the Human Resources Division (HRD).
Final Review Overall Ratings
	Criteria
	Exceptional
	Highly Effective
	Successful
	Satisfactory
	Below Expectations

	Overall

Description
	· Consistently ranks among the highest performing managers
· Consistently exhibits rare level of peak performance, which serves as a role model for others. 

· Regularly goes far beyond what is expected of managers 

· Displays the highest level of integrity 

· Demonstrates “whatever it takes” and “above and beyond” philosophy 
	· Surpasses required standards and performance expectations.
· Exhibits solid work ethic and personal standards.
· Committed to continuous improvement & enhanced services. 
· Displays deep dedication to the agency mission and goals. 
	· Performance is successful and at proficient level expected of a fully experienced manager.

· Consistently meets performance standards 

· Consistently follows through on work commitments.
· Takes appropriate action when staff are not performing satisfactorily.
	· A valued manager. which generally meets performance standards

· Delivers expected results.

· Fulfills most requirements of the job 
· Generally follows through 
	· Consistently unacceptable performance

· Significant improvement is needed within 6 months or disciplinary action may result.
· No significant progress or improvement over time.
· Requires close supervision or redoing work.  . 
· Below standard work habits 

	Manager Objectives

(60% weight)
	80% or more rated exceptional; balance rated Highly Effective
	65% or more rated Highly Effective or higher; balance rated Successful
	75% or more rated Successful or higher; balance rated Satisfactory
	30% or more rated Satisfactory 
	30% or more rated Below Expectations

	Core Managerial Compet-encies

(30% weight)
	Overall average of at least 3.8
	Overall average of at least 3.6
	Overall average of at least 3.0
	Overall average of at least 2.0
	Overall average less than 2.0

	Career Growth Objectives

(10% weight)
	All are accomplished
	Majority are accomplished; rest are in progress
	Majority are accomplished
	Some may 

not be accomplished
	Majority not accomplished

	Distribution 
	Rule:  
Minimum 5% to maximum 10% of 

managers unless you have HRD and secretariat  approval
	Guideline: Approximately 25-35% 

of managers

	Guideline: Approximately 35-45% 

of managers
	Guideline: Approximately 15-25% 

of managers
	Guideline: 
Up to 3% of managers
Percentage would be less for agencies that addressed performance issues throughout the year.
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