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What is MCR? 

The Human Resources Division (HRD) implemented a pay-for-performance system for managers in 2004, continuing the trend to modernize the management of human resources within the Commonwealth. This program, called Management Compensation Review (MCR), is designed to assist managers in making meaningful performance distinctions amongst their reporting managers.  Under MCR, merit increases for individual managers will vary based on the manager’s performance.  

A main goal of the program is to be both fair and objective, while measuring and rewarding managers on an individual basis for their contributions.  The primary value in changing the pay methodology and its infrastructure is to identify and retain the best and brightest managers within the Commonwealth.  The resulting message is innovation, quality and an even better workforce.   

When first implemented in 2004, MCR replaced the previous “step-based” salary schedule with one that used broad salary bands.  In this new system, salary increases are primarily based on performance rather than longevity.  

Advantages & Cultural Opportunities

The key opportunities with MCR continue to be more competitive salary standards for managers and a stronger emphasis on pay for performance.  Implementation of Management Compensation Review together with the ACES performance management system gives us a streamlined, modern way of assessing and rewarding the performance of Commonwealth managers.  

· Managers are now able to better differentiate performance and identify the people most worthy of salary increases.

· MCR will improve retention and employee satisfaction rates among managers.

· Managers are provided with a greater incentive to be more engaged in their work because of the focus on merit and performance in addition to longevity.

· A basis for a better dialogue on employee development now exists.

· Managers now have the opportunity to make economic decisions and reward their top performers in more flexible ways.

 What is the 2007 MCR Merit Increase Pool?

The 2007 merit pay plan remains centered around a “merit grid” that incorporates ACES performance ratings and salary band divisions. 

Based on extensive surveys and analysis of economic factors that were conducted by HRD, we will be taking the following actions:

(1) The salary bands will be adjusted by 2.8%.

(2) A combination of merit increases and bonuses will be permitted, not to exceed a 3.5% pool statewide—the same as last year.  Individual bonuses must be capped at $2500 unless HRD approval is obtained.
For the 2007 performance review year, MCR will be based on a 3.5% cap on base salary adjustments and bonuses (see below) at the Secretariat level.  Merit increases for individual managers may exceed the overall caps set at the secretariat level, however, as long as they fall within the ranges indicated in the 2007 merit grid.
Note:  Any combination of base salary adjustments and one-time bonuses are permissible for individual managers as long as the sum of both the salary adjustment and bonus is within the merit increase range for the appropriate ACES category.  As mentioned above, individual bonuses must be capped at $2500 unless HRD approval is obtained.
What’s New About MCR/ACES in 2007?

1. As in past years, base salary adjustments will continue to be permitted up to the maximum amount of an individual’s range on the merit grid. In addition, the total amount awarded (both base salary adjustment and/or one-time bonus) must also be within the appropriate range on the merit grid for a particular manager.  (There will be an individual cap on bonuses of $2500 without HRD approval).   As has been the case in previous years, the total adjustments to base salaries and bonuses at the secretariat level may not exceed 3.5%, but this year there will be no 3% cap on base salary adjustments at the secretariat level.
2. The 2007 merit grid has been changed to equalize distribution guidelines.  Both the 1st and 2nd quartile ranges are identical as are the 3rd and 4th quartile ranges.  This change has been made in response to managers’ feedback around internal equity. 

3. For 2007, Career Growth Objectives are optional and are only rated if utilized in the manager’s evaluation.
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ACES Ratings, Definitions and Distribution Guidelines

Both the ratings definitions and the distribution guidelines for ACES were updated in 2005.   The suggested distribution guidelines shifted so that the majority of managers would receive “Fully Meets Expectations” as an overall rating and the distribution percentage for the  “Highly Effective” category was reduced.  This change was the result of HRD’s best practices research, as well as input received from executive briefings and agencies that a more “normal” distribution curve reflected the actual performance of Massachusetts managers, and that “Fully Meets” should be viewed as a positive rating.  To reflect these changes in the guidelines, the ACES rating category definitions also were revised last year.  In particular, the description of “Fully Meets” is now much more suggestive of an employee whose performance is successful and proficient.

Ratings & Distribution Guidelines

1) Unless there are extraordinary circumstances, the rating of the objectives should be the major factor in determining the overall final rating, but the ratings on core managerial competencies and Career Growth Objectives (if utilized) should be taken into account and could shift the overall rating up or down one category, especially in the cases where performance is barely reaching the criteria in the default rating category.  Career Growth Objectives are optional for 2007.
2) While there is no strict formula or calculation required, a good rule of thumb is that Manager Objectives should have a relative weight of 70% and Core Managerial Competencies 30% toward the Final Review Overall Rating.  If Career Growth Objectives were included in a manager’s evaluation, then main objectives should have a relative weight of 60%, core managerial competencies 30%, and career growth objectives 10% toward the Final Review Overall Rating.
The following information about ratings distribution guidelines has been taken directly from the 2007 ACES program materials, on HRD’s web site.  All of the following are guidelines, with the exception of the “cap” of 10% of managers receiving the “Exceptional” rating, which cannot be exceeded without HRD approval.
2007 ACES Definitions and Distribution Guidelines

While the Final Review Overall Rating should be predominantly based on the Reporting Manager’s performance on the objectives, core managerial competencies, and career growth objectives (if utilized), the Appraising Manager may take into account other 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.) as long as these issues are well documented in the “Comments” section.  

Unless there are extraordinary circumstances, the rating of the objectives should be the major factor in determining the overall final rating, but the ratings on core managerial competencies and career growth objectives (if utilized) should be taken into account and could shift the overall rating up or down one category, especially in the cases where performance is barely reaching the criteria in the default rating category.  Career Growth Objectives are optional for 2007.  While there is no strict formula or calculation required, a good rule of thumb is that Manager Objectives should have a relative weight of 70% and Core Managerial Competencies 30% toward the Final Review Overall Rating.   If career growth objectives were included in a manager’s evaluation, then main objectives should have a relative weight of 60%, core managerial competencies 30%, and 10% for career growth objectives toward the Final Review Overall Rating.

Dealing with poor performance

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.  Please consult with your Human Resources office to discuss any serious performance issues or a decision to implement discipline.  
Overall Rating Category:  Exceptional Performance
	Description 
	Performance consistently ranks among the highest performing managers in the agency in terms of initiative, efficiency, quality, timeliness and working with others. Deserving of special recognition.  The “exceptional” rating is difficult to achieve because it represents first-rate noteworthy performance or consistent achievement well beyond the regular assignment.

Consistently exhibits a rare level of peak performance, which serves as a role model for others. Makes decisions and judgments that positively impact the agency as a whole. Regularly goes far beyond what is expected of managers in this job. Achievements are clearly superior to the level of performance required for the job and other managers see this manager as being critical to the agency’s success. Personally displays the highest level of integrity and a strong commitment to the organization’s mission and goals. Develops innovations that significantly improve overall agency operations by “thinking outside the box”. Sets the highest example of cooperation and teamwork.  Serves as the ideal standard for collaboration and cooperation. Discovers and develops hidden talents and latent potential in employees. Demonstrates a “whatever it takes,” and “above and beyond,” philosophy in all aspects of their job.

	Manager Objectives
	Objectives rated "Exceptional" equal at least 80%of total weight of objectives; balance rated "Highly Effective."



	Core Managerial Competencies
	The overall average score for all three competencies is at least 3.8.


	Career Growth Objectives 

(if applicable)
	All Career Growth objectives are rated "Accomplished."

	Distribution Cap
	No more than 10% of all managers may be rated “Exceptional” without approval of the Secretariat and Chief Human Resources Officer, HRD.


Overall Rating Category:  Highly Effective Performance
	Description
	Performance consistently exceeds expectations. Uses extraordinary application of knowledge, skills and/or abilities to surpass the required standards and overall performance expectations.  Demonstrates solid work ethic and personal standards.
Manager’s behavior reflects a commitment to continuous improvement and enhanced service delivery to customers and clients. Displays deep dedication to the agency mission/goals, and personal and professional integrity.  Coaches and counsels staff to develop their capabilities and further their professional careers.

	Manager Objectives
	Objectives rated "Highly Effective" or higher equal at least 65% of the total weight of objectives; balance rated "Fully Meets Expectations."



	Core Managerial Competencies
	The overall average score for all three competencies is at least 3.6.


	Career Growth Objectives 

(if applicable)
	The majority of Career Growth objectives are rated "Accomplished"; balance are rated “In-progress.”

	Distribution Guideline
	Approximately 30% - 40% of all managers will fall into this category.


Overall Rating Category:  Fully Meets Expectations
	Description
	Performance is successful and at a proficient level expected of a fully experienced manager.  The good performance is due to the manager’s own effort and skills. Considered a valued team member and individual contributor.  Consistently meets performance standards and routinely delivers expected results. 

Fulfills and may exceed the job requirements. Occasionally takes on added responsibilities when requested.  Contributes to the organization and is recognized as being essential to his/her job function. Consistently follows through on commitments and promises.  Delivers results on time and within budget.  Takes appropriate action when staff are not performing satisfactorily.

	Manager Objectives
	Objectives rated "Fully Meets Expectations" or higher equal at least 75% of the total weight of objectives; balance rated "Below".



	Core Managerial Competencies
	The overall average score for all three competencies is at least 3.0.



	Career Growth Objectives 

(if applicable)
	A majority of these objectives are rated "Accomplished".  

	Distribution Guideline
	Approximately 50% - 65% of managers will fall into this category.


Overall Rating Category:  Below Expectations
	Description
	Performance is below the acceptable threshold.  Performance may meet some of the job expectations but does not fully meet the remainder.

Significant improvement is needed or disciplinary action may be taken.
The manager generally is doing the job at a marginal level, and improvement is needed. Performance needs development to meet the standards expected of an experienced and competent manager. The manager is not satisfactorily contributing to the organization and may have taken action that has created unnecessary problems for the agency.

	Manager Objectives
	Objectives rated "Below Expectations" equal at least 30% of the total weight of objectives.

	Core Managerial Competencies
	The overall average score for all three competencies is at least 2.0.



	Career Growth Objectives 

(if applicable)
	May not have accomplished career growth objectives.

	Distribution Guideline
	Approximately 1% - 5% of managers will fall into this category (percentage would be less for agencies that have addressed performance issues throughout the year.)


Overall Rating Category:  Fails to Meet Job Requirements
	Description
	Performance is consistently unacceptable; significant improvement is needed within six months or disciplinary action up to and including termination of employment may result.  

Performance shows no significant progress or improvement over time. Performance generally fails to meet the defined expectations or requires frequent, close supervision and/or the redoing of work. The manager is not doing the job at the level expected for managers in this position. Work habits are below standard.

	Manager Objectives
	Objectives rated "Fails to Meet Job Requirements" equal at least the majority of the total weight of objectives; balance are "Below Expectations."

	Core Managerial Competencies
	The overall average score for all three competencies is below 2.0.

	Career Growth Objectives 

(if applicable)
	The majority of career growth objectives were not accomplished.

If any manager objectives are rated “Fails to Meet Job Requirements,” the manager should have an immediate short-term development plan and re-evaluation well before Final Review or for the upcoming evaluation year.

	Distribution Guideline
	Approximately 1% or less of managers will fall into this category (percentage would be less for agencies that have addressed performance issues throughout the year.)
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  The 2007 Salary Schedule

What is the new salary schedule for October 1, 2007?

The salary bands have been adjusted by 2.8% throughout, with the exception of the MGL minimum, which is set by law.  This figure represents the average salary band increase being provided by most public and private organizations in 2007.

	Grade
	MGL Min

	Mkt Min
	1st Quartile
	2nd Quartile
	3rd Quartile
	4th Quartile

	M-I
	$27,848.60
	$35,974.80
	$42,188.02
	$42,188.03
	$48,401.25
	$48,401.26
	$54,614.47
	$54,614.48
	$60,827.70

	M-II
	$30,285.84
	$39,123.22
	$45,958.38
	$45,958.39
	$52,793.54
	$52,793.55
	$59,628.69
	$59,628.70
	$66,463.85

	M-III
	$32,685.64
	$42,223.28
	$49,610.98
	$49,610.99
	$56,998.67
	$56,998.68
	$64,386.37
	$64,386.38
	$71,774.06

	M-IV
	$35,247.68
	$45,532.92
	$53,562.26
	$53,562.27
	$61,591.61
	$61,591.62
	$69,620.95
	$69,620.96
	$77,650.29

	M-V
	$38,067.12
	$49,175.07
	$57,884.14
	$57,884.15
	$66,593.20
	$66,593.21
	$75,302.27
	$75,302.28
	$84,011.33

	M-VI
	$41,017.08
	$52,985.82
	$62,379.78
	$62,379.79
	$71,773.73
	$71,773.74
	$81,167.68
	$81,167.69
	$90,561.63

	M-VII
	$44,590.00
	$57,601.32
	$67,892.38
	$67,892.39
	$78,183.45
	$78,183.46
	$88,474.51
	$88,474.52
	$98,765.57

	M-VIII
	$48,478.04
	$62,623.89
	$73,897.50
	$73,897.51
	$85,171.12
	$85,171.13
	$96,444.73
	$96,444.74
	$107,718.34

	M-IX
	$52,700.44
	$68,078.38
	$80,429.98
	$80,429.99
	$92,781.59
	$92,781.60
	$105,133.19
	$105,133.20
	$117,484.79

	M-X
	$57,285.28
	$74,001.07
	$87,538.06
	$87,538.07
	$101,075.05
	$101,075.06
	$114,612.04
	$114,612.05
	$128,149.03

	M-XI
	$60,722.48
	$78,441.24
	$92,791.54
	$92,791.55
	$107,141.84
	$107,141.85
	$121,492.14
	$121,492.15
	$135,842.44

	M-XII
	$64,365.60
	$83,147.42
	$98,357.12
	$98,357.13
	$113,566.82
	$113,566.83
	$128,776.52
	$128,776.53
	$143,986.22


What are quartiles and how are they used?

Quartiles divide each salary band into four parts.  The divisions are not equal, as the first quartile has a broader width due to the minimum, which is currently prescribed by Massachusetts General Law.

The quartiles are established for both salary administration distinctions and achieving peer equity.  The quartiles combined with the merit grid allow high-performing managers in the lower quartiles to achieve peer equity sooner.  The process helps to reward newer managers for their learning curve achievements and exemplary efforts.

What is the difference between the MGL minimum and the market minimum? 

The current salary bands are in effect from October 1, 2007 through September 30, 2008. As stated previously, the MGL Minimum is set according to law and therefore cannot be changed without legislative action.  However, since it was set initially in 1986, the number is out-of-date and not competitive.  Therefore, the concept of a Market Minimum, or “working” minimum was established.  Based on the 2007 survey results, the current market minimum is approximately 25.6% above the MGL Minimum.  The Market Minimum is the starting point for most of the salary administration rules, including salary setting for new hires and promotions.
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 The 2007 Merit Grid

The Merit Grid provides the guidelines for a manager’s annual salary increase based on his or her annual ACES review rating and placement within the salary band quartiles.  For the 2007 review year, eligible salary increases are applied after the final ACES reviews are complete by October 6, 2007.   

Effective October 1, 2007 for the 2007 Performance Review Year (10/1/06-9/30/07):

	
	Performance Rating

	Quartile Placement
	Exceptional
	Highly Effective
	Meets

Expectations
	Below

Expectations
	Fails to Meet

Job Req’s

	4th quartile
	5.25-6.5%
	3.25 - 4.25%
	2.5% - 3.5%
	0.00%
	0.00%

	3rd quartile
	5.25-6.5%
	3.25-4.25%
	2.5%-3.5%
	0.00%
	0.00%

	2nd quartile
	6-7.5%
	3.75-5.5%
	3.25% - 4%
	0.00%
	0.00%

	1st quartile
	6-7.5%
	3.75-5.5%
	3.25%-4%
	0.00%
	0.00%

	
	
	
	
	
	

	ACES Ratings Guidelines:
	
	
	

	
	5-10%
	30%-40%
	50%-65%
	1-5%
	0-1%

	
	(% of managers for each rating; all are guidelines except the 10% cap on Exceptional)


Required Step Increases

The step increase requirement is set by Massachusetts General Law, Chapter 30, section 46C.  For 10/1/07, the amount is set to 0.50%.  The required step increase is already included in the merit grid percentages shown above.  For example, this means that a manager with a “Highly Effective” performance rating who is in the second salary quartile would receive 0.50% for step pay and from 3.25% to 5% for performance pay.

If a manager receives an ACES performance rating of “Below Expectations” or “Fails to Meet Job Requirements,” then the manager is not eligible for a merit or step increase.   Chapter 30 Section 46C provides for an appeal of a denial of a step increase.  The process description and form are located in the Appendix of this User’s Guide.

The Budget Pool

As has been the practice over the past ten years, there is no separate appropriation for these salary increases; agencies need to include them in their spending plans.  In 2007, there is a 3.5% overall budget limit on merit increases for managers (including one-time bonuses).  The budget pool is determined by taking a 3.5% snapshot of all classified manager salaries on September 1, 2007 but excluding ineligible managers such as those hired after 6/30/07, post-retirees, terminations, etc.  

The 3.5% budget on combined merit increases and bonuses for managers was set based on a number of factors including, but not limited to, the fiscal health of the Commonwealth and salary increase trends across the public sector, region and nation.  Correspondingly, the 2007 Merit Grid was developed using data models of actual salary information for all managers within the Executive Branch.  We anticipate variances from the 3.5% within agencies based on factors such as the number of managers, performance rating distributions, salary placement within the salary band quartiles and a manager’s eligibility for the program.  At the overall secretariat level, however, the merit budget pool should not exceed 3.5%. 

As in prior years, HRD will oversee the merit process for managers in an audit capacity.  First, HRD will review the allocation of ACES performance ratings compared to the guidelines, particularly the 10% limit on “Exceptional” performance ratings.  Then, HRD will review the cost of the merit increases and bonuses compared to the 3.5% budget pool, and the $2500 cap on individual bonuses.  (Small agencies i.e. ANF may contact HRD to see if they can be combined with other small ANF agencies for the purposes of the 10% cap on Exceptional ratings and the 3.5% merit cap.)

Audit/Approval of the Increases

Because the 3.5% budget pool and the 10% cap on exceptional performers must be rolled up to the secretariat level, this means that increases for a particular agency may not be paid until all agencies within a secretariat have completed their ACES evaluations.  The only exception to this is if the secretariat agrees to allow an individual agency to proceed ahead of the remaining secretariat agencies.  If this decision is made, then this agency must be within the 3.5%/10% limits on its own and may not be pooled with the rest of the secretariat.

Merit increases for managers will not be paid until all EPRS reviews are complete for that agency and are entered in HR/CMS.  In addition, HRD reserves the right to return Secretariat merit increase proposals if agencies have not demonstrated a good faith effort to make meaningful distinctions based on the performance of their managers.

HRD will issue specific technical instructions to agencies on how to submit their requests for approval in early September 2007, along with a calculator that will simplify the calculation process for pro-rated merit increases.  Special instructions regarding the evaluation and merit pay for Boards/Commissions that are considered “exempt” from control by their respective secretariats will be issued to each of those agencies. 
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Implementation Examples and Frequently Asked Questions
Implementation Examples
The following examples illustrate some of the ways that appraising managers may choose to implement the flexibility that is available for awarding merit pay in MCR 2007:

Example 1:

Maria receives a “Highly Effective” ACES performance rating and her salary is in the second quartile.  Her Appraising Manager decides against giving her a one-time bonus, but has the flexibility to give her an adjustment to base salary anywhere in the range of 3.75%-5.5%.

Example 2:
Connie’s pay rate of $90,300 places her in the 4th quartile and she receives an “Exceptional” ACES performance rating.  Since she is not yet at the top of her salary range, her Appraising Manager gives her a 4% adjustment to base salary and a one-time bonus of 2% of her base pay.  This is permitted because the total combined percentage of base salary that is being awarded to Connie as both an adjustment to base salary and a one-time bonus (a total of 6%) falls within the range of 5.25%-6.5% allowed in the 2007 merit grid, and the base salary increase does not put her beyond the new salary maximum for her grade (M7).

Example 3:

For a Secretariat as a whole, managers received adjustments to their base salaries of 3.1% and one-time bonuses of 0.35% of base salaries.  The percent change to base salaries and one-time bonuses is within the overall cap of 3.5%.
Frequently Asked Questions

1. Why should I give a manager a one-time bonus in addition to, or instead of, a base salary adjustment?

Some reasons for giving one-time bonuses may include:

· To reward an employee for a specific accomplishment over and above a merit increase;

· To maintain fairness within a departmental salary structure;

· In lieu of an increase to base salary for an employee who is at the maximum of his/her grade range;

· To reward a team of employees who have demonstrated outstanding performance as a group;

· To reduce the long-term budget impact of an agency’s incentive payments

2. Why do the ACES distribution guidelines recommend that the majority of employees be placed in the “Fully Meets” category instead of in the “Highly Effective” category?

In 2005, we changed the ACES rating definition of the “Fully Meets” category.  We feel that the perception of an employee who “Fully Meets” their job responsibilities should be much more positive, and that the largest percentage of managers should be placed in the middle category, to approximate a “normal” distribution.  As such, we have also improved the merit increase percentages available to employees who “Fully Meet” their job responsibilities.  This change was the result of HRD’s best practices research, as well as input received from executive briefings and agencies.

3. Do the MCR guidelines permit different agencies within the same Secretariat to implement different merit increase policies?

Yes.  MCR 2007 permits each agency within a Secretariat to design their own merit increase parameters within the guidelines, as long as the $2500 individual cap on bonuses and the overall cap of 3.5% (including one-time bonuses) are maintained at the Secretariat level.  In addition the agency must stay within the established parameters within the merit pay grid.  

4. Does HRD have any suggestions for how the new merit increase guidelines should be implemented?

HRD feels that some important parameters to maintain are:

· Managers who are satisfying their job requirements should get a reasonable cost-of-living adjustment to their base salary (budget permitting);

· Agencies should differentiate merit increases based on performance as reflected in the overall evaluation for their managers;

· Agencies should use the new rating definitions as defined in ACES, and final distributions should resemble program guidelines

5. How does HRD recommend differentiating merit increase amounts between managers who are in the same quartile and receive the same ACES rating on their performance review?
While HRD is not setting any firm guidelines in this kind of situation, some of the factors that may be important to consider are the relative strength of each manager’s work performance as well as their current salary (i.e. in order to maintain internal equity within a department).

6. Are one-time performance bonuses included in retirement calculations?

No.  A one-time bonus would not be included in retirement calculations.  It is a lump sum bonus that does not affect base salary. 
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Which Managers Are Eligible?

In general, all actively employed managers who were hired before July 1, 2007 are eligible to receive a merit increase on October 1, 2007, based on their ACES performance rating and their placement within salary bands.  Managers hired after October 1, 2006 and before July 1, 2007 will receive a pro-rated merit increase.  Managers hired between July 1, 2007 and September 30, 2007 will be eligible for a merit increase on October 1, 2008.   It is important to note again that for the 2007 review year, eligible salary increases would be applied only after the final ACES reviews are completed on October 5, 2007.   

Pro-rated Rate Increases
Pro-rated Merit Increases
Managers who are hired after October 1, 2006 and before July 1, 2007 will receive pro-rated merit increases effective October 1, 2007.  Managers hired on or after July 1, 2007 will not be eligible for merit increases until October 1, 2008.  
 The following table provides a summary of scenarios for which a manager may or may not be eligible for a merit increase.  The table is effective for the 2006-7 performance review year. 

	#
	Situation
	Eligible?
	Date Eligible
	Salary Basis for Increase

	1
	Manager hired on or before   10/1/06 (includes hired from legislative, judiciary, higher ed or independent agencies)
	Yes
	10/1/07
	9/30/07 

	2
	Manager hired between   10/1/06 and 6/30/07
	Yes
	10/1/07
	Prorate increase from date-of-hire to 9/30/07 (portion of work year compared to 365 days)



	3
	Manager hired between 

7/1/07 and 9/30/07
	 No
	10/1/08


	None

	4
	Manager hired on or after 10/1/07
	No
	10/1/08
	None

	5
	Manager terminated between 10/1/06 and 9/30/07
	 No
	N/A
	None

	6
	Manager received salary adjustment of any kind between 10/1/06 and 9/30/07
	Yes
	10/1/07
	9/30/07

	7
	Non-manager (b.u. employee) or Exec Dept unclass promoted or reallocated to a classified mgmt. position between 10/1/06 and 6/30/07
	Yes
	10/1/07
	9/30/07

	8
	Non-manager (b.u. employee) or Exec Dept unclass.  promoted or reallocated to a classified mgmt. position between 7/1/07 and 9/30/07
	 No 


	 10/1/08
	  None

	9
	Non-manager (b.u. employee) or Exec Dept unclass.  promoted or reallocated to a classified mgmt. position on or after 10/1/07
	No (same as #4)
	10/1/08
	None

	10
	Manager on leave of absence between 10/1/06 and 9/30/07, and has at least 6 months of performance by 9/30/07
	Yes
	10/1/07
	9/30/07



	11
	Manager on leave of absence between 10/1/06 and 9/30/07 and has less than 6 months of performance by 9/30/07
	No
	10/1/08
	None

	12
	Manager is on Military Leave and does not have sufficient months of performance to be evaluated under  

#10 (above)
	Yes
	10/1/07
	Manager gets straight 3% increase to base salary 

	13
	Non-manager receives acting pay in a manager role between 10/1/06 and 9/30/07 and has worked at least 6 months in their acting role.
	Yes


	10/1/07
	9/30/07

	14
	Manager receives acting pay in a manager role between 10/1/06 and 9/30/07. 
	Yes
	9/30/05      10/1/07 
	    9/30/07

	15
	Manager is in salary collision status for the entire period of 

10/1/06 to 9/30/07
	No/Yes 
	N/A or determined by agency, with HRD OK, for specific titles
	If yes, use collision salary 

9/30/07

	16
	Statutory or unclassified managers (if approved by appointing authority)
	Yes
	10/1/07
	9/30/07


Manager “Scenarios”

The following examples provide additional details on determining eligibility and calculating merit increases.  They correspond with the table in the previous section.

Example for Situation #1:

A manager is hired on 5/3/01 as an M-8.  As of 10/1/06, the manager’s annual salary is $74,989.20.  This salary translates to the 2nd quartile for the M-8 level.  The salary remained the same for the entire 2007 fiscal year, 10/1/06 to 9/30/07.

On 10/1/07, the manager receives an ACES performance rating of “Highly Effective.”  According to the 2007 merit grid, a “Highly Effective” rating in the 2nd quartile is eligible for a salary increase in the range of 3.75%-5.5%.  Assuming the manager receives a 4.5% merit increase, it would be calculated as follows:

The dollar amount of the increase is determined by multiplying the 4.5% by the salary:


$74,989.20 * .045 = $3,374.51

The new salary is determined by adding the dollar increase to the old salary:


$3,374.51 + $74,989.20 = $78,363.71
Example for Situation #2:

A manager is hired on 12/29/06 as an M-4.  The manager’s starting annual salary is $56,599.92.  This salary translates to the 2nd quartile for the M-4 level.  The salary remained the same through the end of the 2007 fiscal year, 9/30/07.

On 10/1/ 07, the manager receives an ACES performance rating of “Fully Meets Expectations.”  According to the 2007 merit grid, a “Fully Meets Expectations” rating in the 2nd   quartile is eligible for a salary increase in the range of 3.25%-4%.  The manager is given a merit increase of 3.5%.

Because the manager worked for only a portion of the year, the increase is pro-rated accordingly.  The first step is to determine the number of days between 12/29/06 (hire date) and 9/30/07.  This number equals 276.  Then, determine what portion of the year that 276 days represents:


 276 days / 365 days =  .7562 (or 75.62% of the year)

Next, calculate the dollar increase associated with that portion of the year:


 .7562 * $56,599.92 =  $42,800.86


 $42,800.86 * .035  =  $1498.03

The new salary is determined by adding the dollar increase to the old salary:


 $1,498.03 + $56,599.92 =  $58,097.95

There is a calculator to assist you in calculating pro-rated salaries for mid-year hires (those hired between 10/1/06 and 6/30/07.  It is located on HRD’s website in the section for MCR: 

http://www.mass.gov/?pageID=hrdsubtopic&L=4&L0=Home&L1=Policies+%26+Benefits&L2=Performance+Reviews+%26+Management+Compensation&L3=Management+Compensation+Reform+(MCR)&sid=Ehrd
http://mgcmsauth1.mass.gov/anf/docs/hrd/policies/mcr/2007/merit-calculator.xls 
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How Are Manager Salaries Set?

The MCR program not only changes the way we recognize performance, it also changes some of the guidelines for hiring, promotions, transfers and demotions 

The following table provides a summary of scenarios for salary setting guidelines.  The table is in effect until further notice.

	#
	Situation
	Use Salary Bands
	Process for Setting Salary

	1
	Manager hired on or after 10/1/04
	Yes
	First determine appropriate management level (M-level).  Start at market minimum in M-level.  For 0-5 years over the minimum entrance requirements (MER), hire within the 1st quartile; for 6-10 years over the MER, hire within the 2nd quartile; for 11-15 years over the MER, hire within the 3rd quartile; and for 16+ years over the MER, hire within the 4th quartile.  Note that the 10% recruitment rule still applies (requires HRD approval).

	2
	Manager receives salary adjustment (no M-level change) on or after 10/1/04
	Yes
	Follow guidelines for a new hire (item #1) while considering salary rates of peers, market conditions, compression and other factors.

	3
	Manager promoted or reallocated (M-level change) on or after 10/1/04
	Yes
	Take existing salary rate and apply a 5% increase for each M-level promoted.  If the employee is in the 1st quartile and the 5% increase falls below the market minimum, then use the market minimum.  Note that the 10% recruitment rule still applies.

	4
	Manager demoted (M-level reduction) on or after 10/1/04
	Yes
	Managers who are demoted due to no fault of their own (i.e. due to reorganizations or reduction in duties) will not have their salary reduced.  However, demotion for cause may involve salary reduction; in these cases, the basic guideline is the inverse of the promotional rule: reduce the salary by 5% for each M-level reduction, not to go below the market minimum.  The Chief Human Resources Officer at HRD must approve all salary reductions.

	5
	Manager transferred with a salary change (no M-level change) on or after 10/1/04
	Yes
	Follow guidelines for a new hire (item # 1) while considering salary rates of peers, market conditions, compression and other factors.  Note that the 15% recruitment rule still applies.
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Where Can I Find More Info?

Documents for MCR are posted on HRD’s website.  If you have specific MCR questions or comments, please use the available email address.

HRD Intranet

http://www.mass.gov/anf/employment-equal-access-disability/employee-benefits-and-comp/perf-reviews-and-mgmt-comp/mcr/ 
MCR Email Support

MCR.Support@hrd.state.ma.us
Other Contacts

Swee Wong-Wagner, Director of Policy, HRD: swong-wagner@hrd.state.ma.us  
Larry Albert, Policy Developer, HRD: larry.albert@massmail.state.ma.us
A

Appendix

The following documents are related to MCR and referenced in another part of this User’s Guide.

Manager Notification Memorandum

***SAMPLE (Use Agency Letterhead) ***

COMMONWEALTH OF MASSACHUSETTS

MANAGER NOTIFICATION MEMORANDUM

TO:

(Name of Manager)
FROM:

(Agency Head or Designee)
DATE:

(After October 1, 2007 and after the completion of audit by HRD)

SUBJECT:
Notification of 2007 Summary Performance Rating & 2007-08 Salary Increase

The purpose of this memorandum is to notify you of your Summary Performance Rating for the 2007 performance review year.  Managers who received a Summary Performance Rating of “Fully Meets Expectations” or higher are entitled to a combined step and merit increase, per the eligibility and administrative guidelines set forth by the Human Resources Division (HRD).

If you are eligible to receive a combined step and merit increase, your revised biweekly salary is indicated in the following table:

	Current Information – 2007 ACES Rating* & 2007-2008 Salary:

	Rating
	Bi-weekly Salary
	Effective Date
	M-Level
	Salary Quartile

	
	
	
	
	


.

* ACES rating categories are Exceptional, Highly Effective, Fully Meets Expectations, Below Expectations and Fails to Meet Job Requirements.

In accordance with MGL Chapter 30, Section 46C (3), you are permitted certain appeal rights to your summary performance rating.  If you have been denied a step increase, this memorandum is your 30-day notice of such action.  You have the right to appeal to the Human Resources Division within five workdays and are entitled to a hearing within fifteen workdays of the date of your appeal.  Your appeal to the Human Resources Division must be in writing, using the Performance Appraisal Appeal Form.  Please be sure to send a copy of the appeal to your agency’s Director of Human Resources.  

CC:
(Director of HR for Agency), Personnel File

Performance Appraisal Appeal Process

COMMONWEALTH OF MASSACHUSETTS

HUMAN RESOURCES DIVISION


PERFORMANCE APPRAISAL APPEAL PROCESS

In the event of a denial of a step increase, a manager has the right to appeal their final ACES rating.  Steps will be denied to those managers who receive a final ACES rating of “Below Expectations” or “Fails to Meet Job Requirements.” The appeal of a denial of a step increase is made to the Human Resources Division (HRD). 

All other appeals related to the performance appraisal process, including the appeal of a performance rating other than “Below Expectations” or “Fails to Meet Job Requirements”, are handled directly by the agency for which the manager works.  The agency appeal process is established by the agency, and the agency head makes the final decisions on these appeals.

The amount of the step increases and salary ranges in the merit grid and their effective dates are determined by the Chief Human Resources Officer and cannot be appealed.  Using it’s own discretion, an agency can select the increase amount within the parameters of the merit grid and decide what portion, if any, is applied towards a one-time bonus (subject to the $2500 limit on individual bonus without HRD approval).  These compensation decisions also cannot be appealed.  The agency head through the rules established by the Human Resources Division (HRD) determines eligibility for the receipt of step increases.

Once HRD audits are complete, the agency should notify managers of their final ACES ratings and any related salary actions by preparing the Manager Notification Memorandum and providing a copy to each manager.  This notification will also include information on the MCR appeals process. For those managers for whom a step-rate salary increase is being denied, an appointing authority has 30 days before the effective date that such a step-rate salary increase would have been applied, to notify the manager and the Chief Human Resources Officer, stating the reasons a step-rate salary increase should not be granted.  A manager who wishes to appeal his or her step denial must file the appeal in writing with the Chief Human Resources Officer, using the Performance Appraisal Appeal Form, within five workdays after receiving the Manager Notification Memorandum.  A copy of any appeal should be sent to the Director of Human Resources in the appellant’s agency.  All appeals of step denials will be adjudicated by HRD.

Questions concerning appeals should be directed to Sally McNeely, Director of Organizational Development at (617) 878-9726.

Performance Appraisal Appeal Form

COMMONWEALTH OF MASSACHUSETTS

HUMAN RESOURCES DIVISIONPERFORMANCE APPRAISAL APPEAL FORM

Note: This form is to be used only in the event of a denial of a step increase.  Please complete the following information and submit to the Human Resources Division.  Include a complete copy of your 2007 ACES review with this form.

I, ___________________________, as a manager in _________________________________,



(Print Name)




(Agency)

hereby appeal my final ACES rating for 2007 as specified below.

Final rating that I received for 2007:  _________________________

(Indicate the final ACES rating that you received.)

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 2007 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 

1 Ashburton Place, Room 301

Boston, MA  02108

Management Compensation Review (MCR)
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