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	Employee Name/Employee ID:

	Current Position Number/Title/Series/Grade:


	Organizational Unit:

	Appraisal Period Date: 

3/1/12-2/28/13



The Library seeks to model a high performance culture that encourages, supports, and invests in the short and long term development of its staff.  Professional development is an ongoing process to ensure that employees are staying current, if not one step ahead in their fields and mission-critical competencies.
This plan is intended to:
· Encourage each employee to take ownership of his/her career development

· Provide an administrative mechanism for identifying and tracking development needs and plans

· Assist in planning employee training and development activities
· Align employee development with the mission, goals, and objectives of the Library and the Service Units (SU)
· Allow supervisors to develop a better understanding of their staff’s professional goals, strengths, and development needs

· Provide a basis for discussion periodically and tracking  progress throughout the year

Additionally:
· Short Term development goals will assist the employee in becoming stronger in his/her current role or expanding on strengths currently demonstrated -- these are goals for improving over the next year

· Long Term development goals should relate to preparing the employee for future roles or foreseeable changes in existing roles

· Specific training activities should be entered and tracked electronically through the “My Plan” portion of the Online Learning Center
· Goals expressed in the plan should be viewed as flexible and are subject to resource constraints

· Resources that can be used by both the employee and supervisor to create this IDP include: position description, performance plan, written statement of performance requirements, performance appraisals, performance targets, SU strategic plans, unit priorities, and the Library of Congress Strategic Plan 2011-2016
	
	Goal
(Describe the observable competency, knowledge, skill, or ability you would like to enhance or develop)
	Target Completion Date
	Core

Competency Addressed (optional)
	Category

1) Position essential
2) Career development    3) Personal development
	Developmental Activities

(examples:  shadowing, detail, just-in-time learning, conference, on-line or classroom training, reading, Toastmasters, coaching, mentoring)
	Progress Made/Next Steps  



	1
	Improves in “Supervises and Manages Performance” competency 
	5/25/2014
	Supervises and Manages Performance
	1
	1. Complete “Planning and Appraising Performance” 
2. Watch LOC SkillPort video “Light The Fire: Leveraging Appraisals for Maximum Performance”
3. Read LOC SkillPort book “Perfect Phrases for Managers and Supervisors”

	

	2
	Improve in “Communicates Effectively” competency
	2/28/2014
	Communicates Effectively
	1
	1. Complete 3 tracks of the “Giving and Receiving Feedback” LOC SkillPort Leadership Advantage portal
2. Read LOC SkillPort book “How to Conduct Productive Meetings”
	

	3
	Improve in “Leverages Diversity and Inclusiveness” competency
	2/1/13
	Leverages Diversity and Inclusiveness
	1
	1. Read LOC Multi-Year Affirmative Employment Program Plan
2. Complete LOC SkillPort course “Diversity on the Job: The Importance of Diversity and the Changing Workplace”
	

	4
	
	
	
	
	
	


Employee Signature and Date: _________________________ Supervisor Signature and Date: ________________________

This form supports individual employee development.  For more information contact your SU point of contact for WPM or Alison Pullins, HRS/WPD at (202) 707-1130 or apul@loc.gov.
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