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Library of Congress

PERFORMANCE PLAN
Managerial Staff, GS-15 and Below
Employee Name:
Appraisal Period: mm/dd/yyyy – mm/dd/yyyy
Position Title/Series/Grade:
Position Description Number:
Supervisor Name/Title:

Employee Name:
Appraisal Period: mm/dd/yyyy – mm/dd/yyyy
Position Title/Series/Grade:
Position Description Number:

Supervisor Name/Title:


Plan Definitions:

1 MAR is one of 3-5 major areas of responsibility for which the employee will be held accountable for producing results that contribute to progress on organizational strategies.
2 Weight indicates percentage of time devoted to and/or relative importance of a major area of responsibility.  The percent may be varied or equal.

3 Major Duties include the specific duties that need to be performed in support of a major area of responsibility.

4 Performance Requirements state how many times, how well, in what time, in what manner, and to what end a duty must be performed to earn a Successful-level rating. Five levels of performance should be described for each MAR.

5 Specific Assignments include specific results to be accomplished by the employee during the appraisal period.  Specific Assignments always have a due date assigned.  If no time-bound assignments are listed for a MAR the following statement should be entered in the third column: “Continue to consistently perform major duties according to performance requirements.”

Input the performance plan for the appraisal period as a “Plan” into EmpowHR and forward to WPM@LOC.GOV by the established timeframe so the plan can be included in the Human Resources Services monthly Service Unit compliance report. For instructions on how to enter performance data into EmpowHR go to http://www.loc.gov/staff/cld/workforce-performance/index.html.

Goal Alignment Legend:
Successful performance of the MAR directly supports:

LC Strategic Plan Strategies, 2016-2020:

1. Deliver authoritative and authentic research, analysis and information to the Congress, the federal government and the American people.

2. Acquire, preserve, secure, and provide access to a universal collection of knowledge and the record of America’s creativity.
3. Work with the U.S. Copyright Office to develop modernized copyrights systems and practices, in accordance with copyright laws and public objectives.

4. Stimulate and support research, innovation, and life-long learning through direct outreach and through national and global collaborations.

5. Empower the workforce for maximum performance.
6. Deploy a dynamic state-of-the-industry technology infrastructure that follows best practices and standards.

7. Organize and manage the Library to facilitate change and adopt new methods to fulfill its mission.

Unit High Priority Areas:
[Add your unit High Priority Areas here]
	Rating:
	Major Area of Responsibility (MAR)1 #1: MISSION EFFECTIVENESS

	Weight Percent2
	25%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support MAR)
	Performance Requirements4
(Include all levels of performance measures listed below)
	Specific Assignments 5
(include due dates)

	· Manages unit workload

· Sets priorities

· Delegates responsibility

	Outstanding Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Outstanding rating.)

Commendable Level of Performance:

· Meets Successful criteria and often exemplifies some of the Outstanding criteria.
Successful Level of Performance:

· Workload is managed so as to contribute to meeting the Service Unit’s (SU) mission, goals, and objectives.

· Performance targets are appropriately assigned to supervisors and employees under direct supervision.

· Team achieves objectives, improves services, maintains quality standards, and enhances productivity and effectiveness.
Minimally Successful Level of Performance:

· Frequently fails to meet some Successful level performance requirements as described in this MAR
· Performance shows significant deficiencies that require correction.

· The employee's work has been marginal jeopardizing attainment of key unit goals.

· The employee has made some improvements, but does not always respond positively to feedback on performance.
Unsatisfactory Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Unsatisfactory rating.)

· Provides little or no contribution to meeting organization goals.
· Fails to meet work objectives.
· Fails to meet customer needs.
· Does not incorporate organizational priorities and administrative requirements in the work.

	· Continue to consistently perform major duties according to performance requirements

	

	Rating:
	Major Area of Responsibility (MAR)1 #2: PROGRAM MANAGEMENT

	Weight Percent2
	25%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support MAR)
	Performance Requirements4
(Include all levels of performance measures listed below)
	Specific Assignments 5
(include due dates)

	· Manages employees

· Provides leadership


	Outstanding Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Outstanding rating.)

Commendable Level of Performance:

· Meets Successful criteria and often exemplifies some of the Outstanding criteria.
Successful Level of Performance:

· Staff productivity, job skills, and contributions to the organization are enhanced.
· Employee commitment, communications, and effectiveness are maintained.

· An effective workforce is developed, recognized, and evaluated in a timely manner, according to LC regulations, policies, and directives.
· Performance Plans/Performance Requirements are completed in time to be discussed, finalized, and input into the Library’s central reporting system no later than 30 days after the appraisal period start date.

· Individual Development Plans (IDPs)/Training & Development Memos are completed in time to be discussed, finalized, and input into the LC central reporting system no later than 30 days after the appraisal period start date.
· Employees demonstrate significant progress in their ability to use required skills.
· Mid-year Reviews are completed in time to be discussed, finalized, and input into the LC central reporting system no later than 30 days after the end of the first six months of the appraisal period.
· Staff is on target to complete Performance Plan/Performance Requirements outcomes by the appraisal period end date.
· Employees report that the supervisor supports their efforts to make significant progress on IDP/Training & Development Memo goals for the appraisal period.

· Performance Appraisals are completed in time to be discussed, finalized, and entered into the LC central reporting system for all eligible staff no later than 30 days after the performance appraisal period end date.

· Employees complete anticipated outcomes noted in Performance Plans/Performance Requirements by the end date of the performance appraisal period.
Minimally Successful Level of Performance:

· Frequently fails to meet some Successful level performance requirements as described in this MAR
· Performance shows significant deficiencies that require correction.

· The employee's work has been marginal jeopardizing attainment of key unit goals.

· The employee has made some improvements, but does not always respond positively to feedback on performance.
Unsatisfactory Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Unsatisfactory rating.)

· Provides little or no contribution to meeting organization goals.
· Fails to meet work objectives.
· Fails to meet customer needs.
· Does not incorporate organizational priorities and administrative requirements in the work.

	· Continue to consistently perform major duties according to performance requirements


	

	Rating:
	Major Area of Responsibility (MAR)1 #3: LEVERAGING DIVERSITY

	Weight Percent2
	25%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support MAR)
	Performance Requirements4
(Include all levels of performance measures listed below)
	Specific Assignments 5
(include due dates)

	· Emphasizes and supports activities that ensure that all staff members have an equal opportunity to develop and use the abilities they have, to develop new skills and abilities, and to reach their individual aspirations in the work place.

· Demonstrates a strong commitment to diversity programs and supports a balanced and diverse representation of all groups and grade levels.

· Sets long- and short-range goals for achieving a diverse work force through the Library's Multi-Year Affirmative Employment Program Plan.
· Applies diversity and inclusiveness principles to employee management.
· Demonstrates a commitment to implement decisions and to work with the Office of Equal Employment Opportunity and Diversity Programs in processing complaints expeditiously.


	Outstanding Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Outstanding rating.)

· Promotes diversity through the championing of recruitment, retention, and upward mobility programs encouraging growth of employees at all levels of the organization.

· Creates career opportunities for under-represented groups through special enhancement programs or appointing authorities.

· Creates opportunities for employees to participate in network groups, diversity councils, mentoring of diverse employees, diversity training, and other diversity-related activities.
· Fosters inclusiveness in the workplace through speedy and effective complaint resolution.
· Promotes inclusiveness by actively seeking multiple perspectives throughout the staff in program planning and implementation and the development of service unit visions and goals.
· Models a positive attitude regarding inclusiveness and the value of individual and cultural differences by creating and maintaining a work environment that is respectful and accepting of all.
· Promotes equal treatment and opportunity for all staff and applicants through active promotion of targeted recruitment, and creation of developmental opportunities to all levels of staff.
· Supports staff development through active mentoring activities or similar participation in staff development programs.
· Engages in activities that celebrate the individual traditions and cultures of various diversity segments of the American people or supports and engages members of the Library to do so.
· Ensures diversity is reflected in the composition of merit selection panels.
· Is an active participant in staff awareness of development programs offered by the Library and other professional associations and organizations.
· Is proactive in ensuring diversity in the development of the Library’s collections.
· Actively encourages diversity in selecting participants in Library-sponsored programs.
· Is proactive in considering diversity in the selection of participants for internships and fellowship programs.
Commendable Level of Performance:

· Meets Successful criteria and often exemplifies some of the Outstanding criteria.
Successful Level of Performance:

· Seeks diversity in special work assignments and initiatives.
· Reinforces diversity as a priority in strategies or procedures.
· Effectively manages the complaint resolution process.
· Includes multiple perspectives throughout the staff in program planning and implementation and the development of service unit vision and goals.
· Creates and maintains a work environment that is respectful and accepting of all.
· Ensures that all workplace programs, including developmental and training opportunities, are equitably offered and implemented.
· Consistently ensures that diversity is appropriately considered where required (e.g., merit selection actions.)

· Supports targeted recruitment and creation of developmental opportunities for all levels of staff.
· Ensures that diversity is reflected in the development of the Library’s collections. 

· Seeks diversity in selecting individuals to participate in Library- sponsored programs.
· Ensures diversity is considered in the selection of participants for internship and fellowship programs.
Minimally Successful Level of Performance:

· Frequently fails to meet some Successful level performance requirements as described in this MAR
· Performance shows significant deficiencies that require correction.

· The employee's work has been marginal jeopardizing attainment of key unit goals.

· The employee has made some improvements, but does not always respond positively to feedback on performance.

Unsatisfactory Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Unsatisfactory rating.)

· Fails to take diversity into account when making assignments or when communicating expectations.
· Fails to reinforce diversity as a priority in strategies and procedures.
· Fails to voice concerns of lack of representation.
· Fails to meet timelines and effectively manage the complaint resolution process.
· Fails to include multiple perspectives throughout the staff in program planning and implementation and the development of service unit vision and goals.
· Fails to create and maintain a work environment that is respectful and accepting of all.
· Fails to properly consider diversity as a factor where required (e.g., in merit selection and other workplace actions.)

· Following appropriate official investigation, complaints of improper and unlawful discrimination or harassment are confirmed.
· Fails to make staff aware of developmental programs offered by the Library and other professional associations and organizations. 

· Fails to support targeted recruitment and creation of developmental opportunities for all levels of staff.
· Fails to reflect diversity in the development of the Library’s collections. 

· Fails to consider diversity in selecting individuals to participate in Library sponsored programs. 

· Fails to consider diversity in the selection of participants for internship and fellowship programs. 


	· Continue to consistently perform major duties according to performance requirements

	

	Rating:
	Major Area of Responsibility (MAR)1 #4: INDIVIDUAL PERFORMANCE and SPECIAL ASSIGNMENTS

	Weight Percent2
	25%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support MAR)
	Performance Requirements4

(Include all levels of performance measures listed below)
	Specific Assignments 5
(include due dates)

	· Carries out tasks and responsibilities, separate from regular ongoing duties, that are unique to the supervisor’s position and to be carried out only by the supervisor at the direction of his/her supervisor


	Outstanding Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Outstanding rating.)

Commendable Level of Performance:

· Meets Successful criteria and often exemplifies some of the Outstanding criteria.
Successful Level of Performance:

· Effectively makes contributions to a special project, or carries out an assignment that significantly furthers the achievement of the mission, goals, and objectives of the organization.
Minimally Successful Level of Performance:

· Frequently fails to meet some Successful level performance requirements as described in this MAR
· Performance shows significant deficiencies that require correction.

· The employee's work has been marginal jeopardizing attainment of key unit goals.

· The employee has made some improvements, but does not always respond positively to feedback on performance.
Unsatisfactory Level of Performance:

(Examples of work characteristics and/or performance that could lead to an Unsatisfactory rating.)

· Provides little or no contribution to meeting organization goals.
· Fails to meet work objectives.
· Fails to meet customer needs.
· Does not incorporate organizational priorities and administrative requirements in the work.

	· Continue to consistently perform major duties according to performance requirements

	Performance Rating Scale

Each major area of responsibility (MAR) should be evaluated and ratings must be supported by a narrative justification.  Distinct levels of performance are generally defined as follows:

Outstanding. A level of exceptional, high-quality performance. The employee has performed so well that Library goals were achieved that would not have otherwise been accomplished. The employee's mastery of leadership, professional, and/or technical skills and thorough understanding of the Library and service unit’s mission, goals, and objectives lead to enhanced organizational performance. The employee has exerted a major positive influence on management practices, operating procedures, and/or program implementation, which has contributed to the Library’s attainment of key goals. The employee is a strong leader who works well with others and handles challenging situations effectively. The employee serves as a major positive influence in fulfilling the Library’s commitment to inclusiveness, fairness, and diversity. An Outstanding rating may be assigned only when performance exceeds Successful requirements. Performance is exceptional, and deserves the highest level of special recognition. The employee is eligible to receive high-performance acknowledgement and awards. 

Commendable. A level of high-quality performance. The employee has exceeded Successful-level requirements in the MAR and shown sustained support for achieving key work unit, service unit, and Library goals. Many job aspects were performed in an outstanding manner. The effective planning of the employee has improved the quality of management practices, operating procedures, and/or program activities. The employee is an effective leader, establishes sound working relationships, and shows good judgment when dealing with peers and subordinates. The employee serves as a positive influence in fulfilling the Library's commitment to inclusiveness, fairness and diversity. The employee's performance and initiative are worthy of special notice.
Successful. A level of sound performance. The employee contributed positively to Library and service unit goals and effectively applied leadership, professional, and/or technical skills and organizational knowledge to get the job done.  The employee has performed job requirements in a manner that met expectations. The employee is a capable leader who works successfully with others. The employee rewards good performance and corrects poor performance through sound use of the Library’s performance management system. The employee shows a strong commitment to fair treatment, diversity, and inclusiveness goals of the Library. The employee is working at an acceptable level of competence and is eligible for a within-grade increase.

Minimally Successful. A level of performance that is minimally acceptable but shows significant deficiencies that require correction. The employee's work has been marginal in one or more MAR, jeopardizing attainment of key unit goals. The employee has made some improvements, but does not always respond positively to feedback on performance. 
Unsatisfactory. A level of unacceptable performance. The employee consistently fails to meet performance requirements and/or produce expected results. Work products have not met the minimum requirements of the MAR. Deficiencies such as little or no contribution to Library mission or goals; failure to meet work objectives; failure to work well with peers or subordinates; failure to respond to customer needs; inattention to organizational priorities and administrative requirements are examples of work characteristics and/or performance that could lead to an Unsatisfactory rating. An overall rating of Unsatisfactory may lead to demotion or removal from the Library as set forth in LCR 2020-3.1, Adverse Actions for Non-bargaining Unit Staff GS-15 and Below. For similar actions during the qualifying period, see LCR 2010-11, Probationary Periods for New Employees.


	Employee Signature:

(Indicates plan requirements discussion was held with supervisor)
	Date:

	Supervisor Signature:

(Indicates plan requirements discussion was held with the employee)
	Date:

	Review/Authorizing Signature (If applicable):

(Indicates review and concurrence with overall performance requirements)
	Date:


_______________________________________________________________________________________________________________________________________________________________

This form provides clear, specific, and measurable performance requirements and assignments that are aligned with the Library’s strategies.  The content is consistent with LCR 2017-2.2, Workforce Performance Management for Managers and Supervisors, GS-15 and Below.  
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