Impact & Implementation of Performance Requirements 
AFSCME Local 2910 Collective Bargaining Agreement
In accordance with Article 15, Section 2 of the AFSCME Local 2910 Collective Bargaining Agreement, you are encouraged to provide and discuss draft requirements with your AFSCME 2910 employees for input. Article 3, Section 6 of the AFSCME Local 2910 Collective Bargaining Agreement also requires that you notify the Guild (AFSCME 2910) and give their representatives an opportunity to attend any formal discussions you have with your 2910 employees about new or revised performance requirements in draft or final form. When you send a notification to the Guild, copy the Office of the General Counsel/Labor Relations Team (Eric Garcia, erga@loc.gov, 7-0903). 
Procedure for Implementing Performance Requirements for 2910 Staff
To implement new or revised 2910 performance requirements, follow these procedures:

1. Create a draft of the performance requirements and any known specific assignments. You should use the Written Statement of Performance Requirements template which can be found at http://www.loc.gov/extranet/cld/workforce-performance/index.html. If you need help while drafting requirements, consult with your service unit or division performance management representative and/or with the Human Capital Directorate/Workforce Performance Management (wpm@loc.gov). 
2. Share a copy of the draft requirements with the employee(s) and cc: Guild@loc.gov. Ask for input with questions such as:

· “Are the listed performance requirements and expectations for results clear?”  

· “Are there any performance requirements that might be missing?”

3. Schedule a meeting with the employee(s) to discuss the proposed performance requirements.
4.  Send an email notice for the meeting and a copy of the draft performance requirements to the Guild (guild@loc.gov) at least 24 hours in advance. For example:

“I am discussing new (or revised) performance requirements with _______________ (individual/group), on ___________. You are welcome to attend this meeting.” 
The Guild may choose to accept or decline the invitation.
5. Hold the performance requirements meeting. Finalize the requirements, taking input from the employee. If a Guild representative chooses to be present, he/she may not disrupt the meeting but may serve as a witness and ask clarifying questions. 
6. Once you have discussed the performance requirements with the employee(s), decide on a proposed implementation date (when the performance requirements will become effective), considering any additional training or transition time that the employee(s) may need.  
7. Contact the Office of the General Counsel/Labor Relations Team (Eric Garcia, erga@loc.gov, 7-0903) for assistance with the negotiation of the implementation of the final performance requirements.      
AFSCME Local 277 Collective Bargaining Agreement

In accordance with Article 18, Section 4 of the AFSCME Local 2477 Collective Bargaining Agreement, you are encouraged to provide and discuss draft requirements with your AFSCME 2477 employees for input. Article 18, Section 18 of the AFSCME Local 2910 Collective Bargaining Agreement also requires that you notify the Employees’ Union (AFSCME 2477) and give their representatives an opportunity to attend any formal discussions you have with your 2477 employees about new or revised performance requirements in draft or final form. When you send a notification to the Guild, copy the Office of the General Counsel/Labor Relations Team (Eric Garcia, erga@loc.gov, 7-0903). 
Procedure for Implementing Performance Requirements for 2477 Staff
To implement new or revised 2477 performance requirements, follow these procedures:
1. Create a draft of the performance plan and any known specific assignments. You should use the applicable performance plan form which can be found at http://www.loc.gov/extranet/cld/workforce-performance/index.html. If you need help while drafting requirements, consult with your service unit or division performance management representative and/or with the Human Capital Directorate/Workforce Performance Management (wpm@loc.gov). 

3. Share a copy of the draft requirements with the employee(s) and cc: union@loc.gov . Ask for input with questions such as:

· “Are the listed performance requirements and expectations for results clear?”  

· “Are there any performance requirements that might be missing?”

4. Schedule a meeting with the employee(s) to discuss the proposed performance requirements.
5. Send an email notice for the meeting and a copy of the draft performance requirements to the Union (union@loc.gov) at least 24 hours in advance. For example:

“I am discussing new (or revised) performance requirements with _______________ (individual/group), on ___________. You are welcome to attend this meeting.” 

The Union may choose to accept or decline the invitation.
6. Hold the performance plan meeting and make any necessary changes based on employee input. Finalize by signing the performance plan. If a Union representative chooses to be present, he/she may not disrupt the meeting but may serve as a witness and ask clarifying questions. 

