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Library of Congress

WRITTEN STATEMENT OF PERFORMANCE REQUIREMENTS

Library Employees Represented by

AFSCME Local 2910
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 Job Element is one of 3-5 major areas of responsibility for which the employee will be held accountable for producing results that contribute to progress toward organizational goals.
2 Weight indicates percentage of time devoted to and/or relative importance of a job element.  The percent may be varied or equal.

3 Major Duties include the specific duties that need to be performed in support of a job element.

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 Satisfactory-level rating. Four levels of performance should be described for each Job Element.

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

Input the performance requirements document for the appraisal period as a “Plan” into EmpowHR and forward to WPM@LOC.GOV by the established timeframe so the document 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/supervisor/data/How%20to%20Enter%20PA-PP-IDP-CRV%20in%20EmpowHR%204-5-2012.pdf
Goal Alignment Legend:
Satisfactory performance of the Job Element directly supports:

LC Strategic Plan Goals, 2011-2016:

#1: Provide authoritative research, analysis, and information to the Congress.
#2: Acquire, preserve, and provide access to a universal collection of knowledge and the record of America’s creativity.
#3: Sustain an effective national copyright system.
#4: Lead and work collaboratively with external communities to advance knowledge and creativity. 
#5: Manage proactively for demonstrable results.
Unit High Priority Areas: 
 [Add your unit High Priority Areas here]
Supervisor’s Note:  If performance requirements are new or revised the Library may have an obligation to bargain the implementation of the new or revised requirements with the union.  Contact the Labor-Management Relations Team at 7-2356 before communicating new or revised requirements to bargaining-unit staff.

	Rating:
	Job Element1 #1:

	Weight Percent2
	%

	Major Duties3
(Include key items from current position description and other duties actually assigned to support job element)

	Performance Requirements4
(Include all levels of performance measures here)
	Specific Assignments 5
(include due dates)

	

	Outstanding Level of Performance:

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

Excellent Level of Performance:

· Meets Satisfactory criteria and often exemplifies some of the Outstanding criteria
Satisfactory Level of 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:
	Job Element1 #2:

	Weight Percent2
	%

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

	
	Outstanding Level of Performance:

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

Excellent Level of Performance:

· Meets Satisfactory criteria and often exemplifies some of the Outstanding criteria
Satisfactory Level of 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:
	Job Element1 #3:

	Weight Percent2
	%

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

	
	Outstanding Level of Performance:

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

Excellent Level of Performance:

· Meets Satisfactory criteria and often exemplifies some of the Outstanding criteria

Satisfactory Level of 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:
	Job Element1 #4:

	Weight Percent2
	%

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

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

	
	Outstanding Level of Performance:

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

Excellent Level of Performance:

· Meets Satisfactory criteria and often exemplifies some of the Outstanding criteria

Satisfactory Level of 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:
	Job Element1 #5:

	Weight Percent2
	%

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

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

	
	Outstanding Level of Performance:

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

Excellent Level of Performance:

· Meets Satisfactory criteria and often exemplifies some of the Outstanding criteria

Satisfactory Level of 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 Job Element should be evaluated and ratings must be supported by a narrative justification.  Distinct levels of performance are generally defined as follows:

Outstanding: An "Outstanding" rating may be assigned only when all aspects of performance not only exceed normal requirements, but are outstanding and deserve special commendation.
Excellent: An "Excellent" rating is assigned when performance substantially exceeds requirements in most of the important job elements and exceeds normal requirements of other job elements.

Satisfactory: A "Satisfactory" rating is assigned when performance falls within a band of performance ranging from just above unsatisfactory to just below excellent.
Unsatisfactory: An "Unsatisfactory" rating is assigned when the employee clearly fails to satisfactorily perform one or more duties which are critical to the job, and the overall impact of the employee's performance is such that removal from the position will be considered unless there is prompt, substantial improvement.


	Employee Signature:

(Indicates performance requirements discussion was held with the supervisor)
	Date:

	Supervisor Signature:

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

	Review/Authorizing Signature (If applicable):

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


This form is used by supervisors to provide clear, specific, and measurable performance requirements and assignments that are aligned with the Library’s goals.  The content is consistent with the language and agreements pertaining to performance management expressed in the AFSCME Local 2910 collective bargaining agreement, Article 15, Performance Evaluation.  For additional information contact Alison Pullins HRS/WPD at 202-707-1130 or at apul@loc.gov
(2012/12)
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