ACES 2.0 Quick Reference Guide

Ratings Unsatisfactory Exceptional S 1 Successful Successful Successful
Performance Performance Performance 1 Performance 2 Performance 3
Consistency You consistently failed to meet You consistently perform ata | You are performing more You consistently met the You consistently meet
expectations and significant level far surpassing an S2 inconsistently than expectations from both the expectations and exceed them on
improvement is needed. level. E performance is the consistently. May be due to Guide & your supervisor when | a semi-regular basis.
norm with 53 perfarmance not yet being exposed to performing an accountability

—— being the low. certain duties or behaviors. or competency. m
‘ A l w Could also be due to skill ﬁ -

development needing to take
place over time.

I
SUStainab"ity You consistently failed to meet E performance is sustained Your performance was You consistently met You demonstrated S3 performance
expectations throughout the entire | and is the norm for hit and miss meeting expectations throughout the more often than S2 throughout
review period. This is a pattern of | performance in this expectations during the entire entire review period. the review period (not just a
severe and sustained accountability or review period. particularly active or note-worthy
unacceptable performance. competency. month).
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Scope You and your supervisor have met | You performed the full range | You performed a portion of You performed the full range You performed the full range of
several times and performance is of duties assigned to the the duties assigned to the of duties assigned to the duties assigned to the
still not acceptable. An act of gross | accountabilities, as well as accountabilities. With a accountability. With a accountabilities, as well as
misconduct or an act of physical used your expertise in a competency, you used the competency, you used the contributed in an additional way.
violence could result in a U rating significant way. behavior with the appropriate behavior with the appropriate
from a singular event. tasks and duties with coaching | tasks and duties With a competency, you used the
With a competency, you used | and reminding. behavior with the with appropriate

the behavior to benefit all s1 S2 tasks and duties as well additional

areas where these behaviors
would be of benefit.
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areas of the job as well as the
team, and possibly the
agency.
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ACES 2.0 - Your part.

. Accountabilities are what you do every day. Each accountability is a major function area and your guide shows you
Accountabilities the tasks & duties that make up each accountability.

Competencies are the behaviors you use when performing those tasks & duties. These can be things like initiative,
Competenaes teamwork, communication, empathy, and attention to detail.

The purpose of a Self-Evaluation is to gather some input from the person that knows your job the best: you! The
Self-Evaluation: self-evaluation requires you to give yourself a rating and support the rating with comments. The bottom line is
Document Regularly that you should be documenting your own performance throughout the year.

Here are some ideas to make that easier on you. You complete a Self-Evaluation on a blank ACES document.

Reflect: Recognize: Record:
Reflect on your performance Did you complete a task required? Open up your ACE document. Go to the
regularly. For some, this might be Did you overcome an obstacle? accountability or competency where you want to
once a week or once a month. Did you cover all the bases that should have been covered? | record. Write a few sentences about your
For others it’s easier to keep track of | Did you perform great customer service? performance next to the current month. Save.
notable performance each day.
Set a reminder to - Be specific & Record the details under the - Tip: Create a
document. ~ descriptive accountability or competency. ~ shortcut on your E
3 e Situation ¥ desktop for even
T T e Action quicker access! Martin
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Comments (indicate examples of behaviors to support the rating):

July: We currently have two people out for two weeks on vacation and have a job opening as well. To help
out, | volunteered to do the tasks that Mike normally did before he left. I've kept a timeline for my tasks as
well as the additional tasks so my supervisor can see how it can all get done and that priorities are
completed first. I've been touching base each morning with my supervisor for status updates.

Monthly — I've been working to consistently use and update our team outlook calendar. I've blocked off my
busy time as busy when needed to ensure all priorities are completed on time.




