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Greetings,

Hiring is a key focus this year. But even with that focus, we are

still experiencing many challenges and not making the progress we
hoped to make by this point in the year. We needed new and drastic action
to make that progress, so APHIS Administrator, Kevin Shea, declared a virtual
hiring emergency. We are treating this hiring emergency just like a program
emergency of an animal, plant pest, or disease, including the implementation of a
virtual Incident Management Team (IMT). The goal of this response is to get back
on track with hiring and hire as many people as possible this fiscal year.

| am leading the effort as the Incident Commander and devoting much of my time
to this priority. Stuart Kuehn, Plant Protection and Quarantine’s (PPQ) Texas State
Plant Health Director, served as our first Deputy Incident Commander. Stuart’s last
day was last week. Mr. Shea, the management teams, and |, want to thank him for
his work on the hiring emergency response. Becky Brewer from Veterinary Services
(VS), is now the Deputy Incident Commander. | am grateful to PPQ and VS for
providing Stuart and Becky to this effort. They each bring a very important field
perspective as we try to hire more people as quickly as possible. Allen Gosser from
Wildlife Services (WS), will transition into the Deputy Incident Commander role the
last week of May. We look forward to working with him as well.

Program employees with staffing experience have been detailed to the IMT to
assist in the response. Program representatives from headquarters, field
operations, the laboratories, and an AMS representative are supporting this effort
as well. This ensures we are all working together to reach our hiring goals.

The IMT holds daily calls to discuss current updates, hiring, announcements,
selections, separations, as well as any challenges that need to be addressed to
ensure we can bring employees on quickly. The APHIS Talent Management Board
continues to assist with the planning, implementation, and development of hiring
strategies and tools. While we have this IMT in place, we are asking all hiring
managers to assist HRD in identifying ways we can speed up the hiring process.

The IMT continues to look for additional ways to bring more people on board to
accomplish our mission and take the burden off many of you who are doing more
work because of vacancies in your unit and staff.

Thank you to everyone on the IMT for all of your hard work on this response.
And thank you to all of the hiring managers for working cooperatively with the IM
to help us meet the goal of hiring more employees.

Bevenly Ledford

Beverly Ledford, HRD Director
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USA Staffing Profiles for Hiring Officials

USA Staffing:

Great Government Starts Here"

Federal Government's Talent Acquisition System

7

>

The Human Resources Division (HRD) is in the process of transitioning from the current staffing
and onboarding solutions (eRecruit & Intelliworx Onboarding) to USA Staffing & Onboarding.
As a part of this transition, all personnel involved in the hiring process will need to activate
their USA Staffing account and create a password. You will be able to synch your Linc Pass
credentials with this application and use what USA Staffing calls your ‘Smartcard’ to log in.

Before you can activate your USA Staffing account, HRD needs to create your profile. Many of you have received an email
from usastaffingoffice@opm.gov with a subject line of “Your New USA Staffing Account.” This is a legitimate email, not a
phishing one. Immediately upon receipt of this message, follow the instructions to log in (use the email address that is
provided to you in the email to log in, create a password, update your personal information, and activate your account).

Please do not contact HRD to request a profile set up. We are working through a list of identified Hiring Officials. If you
are a Hiring Official with an active announcement or an active on-boarder, your Staffing Specialist will alert us to create
your account ahead of schedule.

The ability to create your account will expire in 24 hours. If you miss this 24-hour window, please click on the link within
the email message requesting a password reset. HRD cannot reset passwords for USA Staffing; you must follow the reset
password guidance in the email or in the application.

It is very important to update your personnel information within your profile. If you do not — the tentative and/or official
offer letters along with any email notifications transmitted from the application will include your name and false data
(123 Main Street, Any City, MN —22222-2222). This is terribly confusing for the new hire and can be easily avoided by
simply updating your profile.

Remember!!

* The Office of Personnel Management recommends using the Chrome browser instead of Internet Explorer or Edge
when accessing or working within their application(s)

* There are many resources available for Hiring Officials at
https://help.usastaffing.gov/HiringManager/index.php?title=Hiring Manager

If you have questions or concerns about the creation or maintenance of USA Staffing profiles, please contact:
HR.System.Access@usda.gov.
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Onboarding New Hires e .
within the USA Staffing R USA Stafflng

Great Government Starts Here”

Onboarding Application

Federal Government's Talent Acquisition Systern

HRD began utilizing the USA Staffing (USAS) Onboarding application for any hire with an Entry on Duty date after
February 1, 2019. As Hiring Officials, you will notice some differences in the process.

HRD will no longer send a Legal Selection Notice to Hiring Officials. Since each selectee flows seamlessly from the Staffing
module to the Onboarding module, the tentative selection notice (TSN) will be generated within 48 hours after selection.
HRD encourages the Selecting Official to reach out to the selectee with additional information about the offer immediately
upon receipt of the TSN.

Hiring Officials will receive copies of the tentative selection and the official offer letters. Please remember that you are
only a CC (carbon copy) on these notifications. Do not click on the link or try to establish a Login.Gov password. If there
are administrative personnel that need to be included in the distribution of these notifications, you can alert your Staffing
Service Provider.

For MRP agencies, Hiring Officials are still responsible for ensuring that all new hires are fingerprinted and that those cards
and the HRO-1197 (Background Investigation Supplement form) are returned promptly to HRO Personnel Security Section
(PSS) at 250 Marquette Avenue, Suite 410, Minneapolis, MN 55401. Each submission should be sent via United States Postal
Service, or FedEx with a tracking number. A new hire cannot move forward in the onboarding process until a determination
of suitability is rendered.

Be sure to check out the USA Staffing Resource Center
Hiring Manager Resources: USA Staffing Hiring Manager Resource Center
New Hire Resources: USA Staffing New Hire Resource Center

If you have any questions about USA Staffing or USAS Onboarding, please contact your Staffing Service Provider.

" Quarter 3 — FY 2019 Issue



https://help.usastaffing.gov/HiringManager/index.php?title=Hiring_Manager
https://help.usastaffing.gov/NewHire/index.php?title=New_Hire

Hidden Disabilities and Reasonable Accommodations
by David Walton (David.M.Walton@usda.gov, 301-851-2936)

Not all disabilities The majority of people with disabilities don’t look sick or “disabled.”
Jook ]\ike this When we see someone in a wheelchair, using a walker, or walking with a
® “~-_, < white cane, we all understand that the individual has a physical impairment
Some disabilities th_t |'Z|m|pact|t:1gbz;1 majo(; life actltvlty. V¥e ur'mcierstand and knowc’lch:t this
individual probably needs some type of assistance or accommodation.
v« _ look like fhis probably vp

However, many people have what are called invisible or hidden disabilities, which means the impairment is not obvious to
the casual observer. These impairments may be physical, mental, or both, and people with visible impairments may also have
hidden impairments. What are hidden disabilities? First of all, they are REAL! These conditions may be in remission, or not
present all the time. Statistics show that nearly 1 in 2 people have a chronic condition. This could be an illness like cancer or
rheumatoid arthritis, or a condition such as arthritis, migraines, or back pain from a car accident. Hidden disabilities impact a
major bodily function or a major life activity and they decrease the quality of life for the person who has a hidden disability.

Some of the symptoms of hidden disabilities include:

Debilitating, A Coghnitive Learning Extreme Mental Hea.rl_n g or
. : Dizziness N N " Weakness N Vision
Chronic Pain Dysfunction Difference Fatigue Disorders Impairment
Examples of hidden disabilities include:
Multiple Hearing or . . .
P €aring o Traumatic Brain Learning . . Crohn’s Post-Traumatic
G i) Visual Injuries Disabilities Epeir Plsre/ar Di /Coliti St Disord
Sensitivities Impairments e ress Lisorder
Fibromyalgia Cancer Anxiety Lupus Depression Diabetes

People with hidden disabilities frequently struggle with the decision of whether or not they should disclose the disability in
the workplace. They struggle with the decision largely because they don’t want to be treated or viewed differently, they
don’t want to be judged, and they may be getting pressure from family members not to disclose. The reasons for not
disclosing are as varied as the people with the hidden impairments. Since disclosure is voluntary, the employee can choose
if and when to disclose. We recommend that the employee disclose and seek help removing barriers BEFORE the
impairment affects his/her performance or conduct on the job.

If you have a hidden disability and want to discuss reasonable accommodations with members of the Reasonable
Accommodations Team, please contact David Walton at 301-851-2936, llycia Schwartz at 301-851-2938, or
Tiffany Lott at 301-851-2930.

formats (braille, large print, audiotape, etc.) should contact USDA's
TARGET Center at (202) 720-2600 or 844-433-2774 (voice and
Technology At Work TTY). https://www.targetcenter.dm.usda.gov/

G Persons with disabilities who need program information in alternate
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Collaborative Resolution — Reference Guide
by Rae Jones (Rae.D.Jones@usda.gov, 301-828-0380)

The Collaborative Resolution (CR) Program provides Alternative Dispute Resolution (ADR) services for all APHIS employees.

The CR Program offers four services:

Conflict

Mediation ili
/ Facilitated Conflict

Coaching

Facilitated Group Problem
Conversation Solving

-
Management &
Communication ‘
Training \S & \ .l s
W

\

- - | —

The ADR processes used by the CR Program are confidential and

voluntary. The CR Program also provides ADR mediation for employee /
grievances filed through the Employee and Management Relations (EMR)

Branch, but the CR Program is a distinct program separate from EMR.

The CR Program handles non-Equal Employment Opportunity (EEO) - related cases. APHIS also offers ADR services through
the Office of Civil Rights Diversity and Inclusion (OCRDI) which exclusively handles EEO - related cases.

Any employee can recommend CR services to a program, office, employee, supervisor, or colleague.

NOYC

How Can Collaborative Resolution Help?

Need someone to talk to?

Frustrated, angry, upset, etc.?

Communication differences?

Having conflict with another employee/co-worker?

Having challenges with a supervisor?

Workplace disputes?

Interested in receiving conflict coaching?

Team conflict?

dlalalalala]alala ]

Develop creative strategies to professionally address worksite challenges and needs?

EEO concerns? (Please refer to the OCRDI for further guidance.) X

If you would like additional information regarding the services provided by the Collaborative Resolution Program,
please call us at (301) 851-2950 or via email at CRP@aphis.usda.gov.

Working with you to foster trust, effective communication, and collaboration within the workplace.
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CHILD CARE Tuition Assistance Program
by Tara Abramowitz (Tara.L.Abramowitz@usda.gov, 301-851-2883)

Child care can be extremely expensive, especially for families facing financial challenges. Without quality child care
arrangements, working parents can struggle at times, both at work and at home.

To provide some help, APHIS offers eligible employees the Child Care Tuition Assistance Program (CCTAP). The CCTAP was
established as a complement to other APHIS WorkLife Programs to help APHIS employees better balance their work
responsibilities and family obligations. The CCTAP provides subsidies for childcare services provided by licensed or
accredited child care providers, and is designed to encourage eligible employees and their families to use quality child care
services by offsetting a portion of their costs. The following provides more information regarding this new program,
including its eligibility requirements.

ELIGIBILITY:

* Permanent, temporary, and term employees on appointments of 1 year or more with a total family Adjusted Gross
Income (AGI) of less than $60,000 will be eligible (various levels of income qualify for subsidy amounts).

Less than $39,000 50% $500.00

* Total Family Income refers to Adjusted Gross Income for the Tax Year.
** The benefits will be reduced by the amount of other State or local child care subsidies that employees receive.
*** Monthly subsidy amounts apply to the total monthly costs of child care, not cost per child.

v O .- s
* Children who are under the age of 13, or disabled and under the age of 18, and are enrolled, or will be enrolled, in
licensed family child care homes or center-based child care. The child care must be licensed and/or regulated by State
and/or local authorities.

RESOURCES:

d Care Tuition Assistance Program, is available at
J!. s /library/directives/pdf/APHIS-4080-2.pdf

. Human Resources Desk Guide Subchapter 4080.2 is available at Rad i

https://www.aphis.usda.gov/mrpbs/publications/hr_desk guide/downloads/APHIS-4080-2-Subchapter.pdf

Continue reading on next page (page 7)

How to Apply... »
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How to Apply for the CHILD CARE Tuition Assistance Program
by Tara Abramowitz (Tara.L.Abramowitz@usda.gov, 301-851-2883)

To apply, please send your Full Name, Phone Number, Division/

Office Name and Full Address, and Position Title via email to

APHIS CCTAP@ctrmg.com. Please include “Application Request to APHIS
CCTAP" in email subject line.

Once received, you will be sent an email with the complete application
and instructions, which must be completed within 48 hours of receipt.

Required Forms

e OPM 1643 (CCTAP Application)
https://www.opm.gov/forms/pdf fill/opm1643.pdf

e OPM1644 (Child Care Provider Information)
https://www.opm.gov/forms/pdf fill/opm1644.pdf

Required Supporting Documents

*  Two most recent pay stubs.

* Child Care Provider Current License.

* Copy of 1040 Form from most recent Tax Return. Full Tax Returns must be provided.
* Most recent SF-50 (Notification of Personnel Action).

Guidelines

* Required forms and required supporting documentation due 48 hours from time of receiving application email.

* Questions — please respond to this email APHIS CCTAP@ctrmg.com.

* A determination will be made regarding qualification 48 hours after receipt and completion of process above.
APHIS/CTR Management Group will complete the determination and provide details as to what level of subsidy

is qualified.

If you have any questions or require additional information, please contact
Mr. Carlo Marfori via email at APHIS CCTAP@ctrmg.com.

APHIS supports balancing the responsibilities of work, family, and community!
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APHIS Fitness Subsidy Program
~~~~~~~~~~~~~~~~~~ \_M_\by Tara Abramowitz (Tara.L.Abramowitz@usda.gov, 301-851-2883) S

Employees who participate in a program at a health facility may be entitled to a cost offset. After abiding by the guidelines
established below, employee costs may be offset by reimbursement of up to one-half (1/2) the cost of a single
membership, not to exceed $25 per month. However, the determining factor on final reimbursement will be certification
of use for the minimum time, not simply membership. Membership offset reimbursement does not include additional fees
such as initial joining fees of club, membership fee, adding family members, use of the child care services, administrative
fees, tanning, massage, etc.

Employees must use their fitness facility for a minimum of 150 minutes per week before reimbursement claims will be
approved and processed.

Since appropriated funds are involved, authorizing individuals are held accountable for using funds in the most effective
and efficient manner; therefore, it will be a requirement to obtain prior approval. It is understood that employees must
use only personal time, not Government time, to participate in a fitness program and that each program will be
responsible for costs associated with funding this health fitness initiative. (Note: Wildlife Services does not participate in
the Fitness Subsidy Program.)

Permission to participate in the Fitness Program is the first step. All employees are required to complete the “Participate in
Fitness Program Subsidy” form and receive approval from their immediate supervisors. Immediate supervisors should sign
as both Supervisor and Approving Official.

Employees may submit claims for reimbursement on a quarterly basis using Optional Form-1164, Claim for Reimbursement
for Expenditures on Official Business, within the first 10 days following the end of the previous quarter and will be paid via
electronic funds transfer. Supporting documentation is required and must include, at a minimum, certification by the
employees that they participated in an exercise program at a health facility for a minimum of 150 minutes per week. For
the protection of the participating employee, reimbursement should be processed by an employee other than the
individual requesting reimbursement. Reimbursement to the employee will be made through the normal OF-1164 process.

If employees are unable to meet the eligibility requirement due to TDY, extended leave, etc., for up to 3 weeks of a given
month and they still meet the eligibility required described above for the other week(s), then they will be entitled to a pro-
rated reimbursement for that month.

Fitness Subsidy Program Information can be found at:
https://my.aphis.usda.gov/myportal/myaphis/employeeresources/human-resources/workplace resolutions/wlw/forms#Fitness
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2019 Retroactive Pay Adjustment
by Kris Wagner
(Kristine.L.Wagner@usda.gov, 612-336-3317)

Order to implement a retroactive
pay adjustment required by the
Consolidated Appropriations Act,
2019 (Public Law 116-6, on
February 15, 2019). Consistent
with the Act, the Executive Order
authorizes a 1.4 percent across-the-board increase for
statutory pay systems and locality pay increases of
approximately 0.5 percent, reflecting an overall
average pay increase of 1.9 percent for 2019. For more
information regarding this pay adjustment, please

see: https://www.chcoc.gov/content/retroactive-
2019-pay-adjustment.

During the week of April 8, 2019, the National Finance
Center (NFC) began making adjustments to
employees’ salary to reflect the 2019 salary

rate. Employees should have begun to see their back
pay when paid for pay period 7, 2019. Please note: if
an employee had a personnel action applied between
pay period 1/2019 (01/06/2019) through pay period
6, 2019 (03/30/2019), their 2019 pay adjustment may
be delayed. The Processing Team and the Leave and
Compensation Team in Human Resources Operations
(HRO) will work closely with NFC to ensure all
employees receive their back pay as soon as possible.

Employees are responsible for checking their Earnings
and Leave Statements to ensure their back pay was
processed and the funds were received. Employees
can review their pay period 7, 2019 Earnings and
Leave Statements on the NFC myEPP (Employee
Personnel Page) as early as Monday, April 22, 2019
for their back pay. Please use the following link to
access the NFC MyEPP: https://www.nfc.usda.gov/epps/

Please wait 2 pay periods before contacting HR for a
status.

Help Prevent Identity Theft
By Audrey Armstrong
(Audrey.M.Armstrong@usda.gov, 202-799-7092)

The President signed an Executive

Over the past few weeks, HRO has
received fraudulent requests to change
the bank account information (direct
deposits) where employees receive their
% bi-weekly salary.

To better protect your money, HRO encourages employees

to make changes to their direct deposit using MyEPP:
https://www.nfc.usda.gov/EPPS/index.aspx?ReturnUrl=%2fepps%2flink.

After you log in, please click the “Direct Deposit” option
from the menu on the left side of the screen, and then
click on “Self-Service” on the top of the screen. Changes
may be made to “Financial Allotments” as well (also
found on the left side of the screen).

For employees who do not have access to MyEPP or
prefer HRO to update their bank account information,
please send a completed form SF-1199A to HRO for
processing. The SF-1199A may be found by clicking on
the following link: https://www.irs.gov/pub/irs-utl/sf-1199-
a_dirdeposit.pdf. For your protection, these forms will only
be accepted from your .gov email account. HRO will not
process forms received from any personal email accounts
(i.e., gmail, yahoo, etc.).

If you need assistance logging into MyEPP, or have any
questions about your Direct Deposit, please contact your

HR Processing Assistant: https://www.aphis.usda.gov/
aphis/ourfocus/business-
services/contact us/hrd/hrd.

Page 9
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Position Organization Listing (POL)

What is the POL?

CLASSIFICATION

The Position Organization Listing (POL) is a tool that can be used to help manage
positions and review organizational alignment. By periodically reviewing the POL, a manager can quickly assess the
organization as a whole and get a snapshot of the organizational structure, positions, grade levels, locations - and much
more - for the employees assigned within a work unit.

What is the Primary Use of the POL?

The primary use of the POL is to help managers be good stewards of resources. It provides a holistic look of an
organization - the positions and employees within each organization, and the “reports to” structure. At a glance,
managers can review the status of positions in an organization and pinpoint the organizational structure, occupational
work categories, grades, pay levels, locations, and other position data.

How the POL Should NOT Be Used

The POL should not be used to track vacancies or in place of a staffing roster. If assistance is required for POL “clean-up”
efforts (removing vacancies that should not appear) or corrections, please contact your servicing Classification Specialist.
A listing of service providers can be found on the HR website at:
https://www.aphis.usda.gov/aphis/ourfocus/business-services/contact us/hrd/hrd

Additional Functions of the POL:

The POL can provide, but is not limited to:
* Workforce management and succession planning support.
» Aview of the organizational structure (currently, the NFC Reporting Center
performs biweekly extracts to update the data).
* A high-level view of a staff, program, or the entire organization.
* A tool to monitor temporary employees’ Not-to-Exceed dates.

How Do | Access the POL?

A valid NFC ID and password with NFC Reporting Center access in your profile is needed in order to obtain the POL report
listing. If you do not have an NFC ID or do not have access to the NFC Reporting Center, the following steps should be
taken.

1. Accessthe HRO Form 106, NFC Reporting Center Access Request, from the HRD website:
https://www.aphis.usda.gov/library/forms/pdf/hro106.pdf

2. Complete HRO Form 106

Submit to the appropriate Security Office as indicated on HRO Form 106: HR.system.Access@aphis.usda.gov

4. Receive confirmation from the Security Office with your NFC ID/password and/or NFC Reporting Center
access.

w

More Information:
More information can be found by accessing the following link:
https://my.aphis.usda.gov/wcm/myconnect/090a3769-2170-445b-b719-
6cedc62e27e2/POL Toolkit.pdfPMOD=AJPERES&CVID=IckjrnW&CVID=IckjrnW&CVID=IlckjrnW&CVID=IckjrnW
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USDA Travel Card Program

By Employee & Management Services Directorate

Did you know that misuse of a Government-issued travel card could lead to serious consequences, including removal
from service? The Government travel card program was developed to procure transportation services, subsistence, and
other allowable travel and transportation expenses incurred during official travel. USDA Departmental Regulation

(DR) 2300-001, Government Travel Card Regulations, dated October 20, 2003, prescribes the policies and procedures
governing the use of the USDA travel card program.

Employees who are issued a travel charge card assume the responsibility to use the card for official travel purposes and
are expected to pay their charges in a timely manner. They must employ prudent travel practices and observe rules and
regulations governing travel as set forth in the Federal Travel Regulations, USDA’s Zero Tolerance Policy, and the
Standards of Ethical Conduct for Employees of the Executive Branch. Proper use of the travel card reduces the need to
cancel travel charge card privileges, eliminates the administrative burden of taking action against employees, and
preserves the reputation of USDA and its employees to achieve its mission and goals with integrity.

The Zero Tolerance Policy strictly prohibits inappropriate charges and delinquencies and is intended to eliminate misuse
and abuse in the travel card program so that it does not become necessary to impose disciplinary procedures on any
USDA employee. In accordance with their cardholder agreement, employees are obligated to pay the undisputed balance
within 30 days of statement date. The charge card contractor will suspend an account once an undisputed transaction
remains unpaid for 61 days or more from the billing/closing date on the statement in which the unpaid charges first
appeared. The contractor will cancel an account once undisputed transactions remain unpaid 120 days or more from the
closing date on the statement in which the unpaid charges first appeared. An account also may be canceled if it has been
suspended twice during the preceding 12 months, and becomes past due again.

Is that it? Well, I'm glad you asked. USDA, as well as other Federal agencies, takes a strong stance on travel card misuse —
in fact, we have a zero tolerance forit. If an employee’s account becomes delinquent or the employee is found to have
engaged in improper conduct, he/she becomes subject to disciplinary action, up to and including removal from Federal
service. Having a delinquent account is self-explanatory. However, the types of misuse can produce a rather lengthy list —
and yes, we’ve seen some off the wall behavior when it comes to travel card misuse. Rather than going over that, we’d
prefer to provide you a list of DO’s and DON'Ts in order to avoid unnecessary delinquencies and/or travel card misuse.

Continue reading on next page (page 12)
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Continued from page 11

Travel Card Do’s:
1. Do use your card to pay for authorized, official travel expenses. \
2. Do safeguard your card and protect it from being lost or stolen. %
3. Do retain your receipts while on travel so you have accurate information
to file a travel claim and reconcile your monthly statement.

4. Do submit payment in full for the travel card bill before the statement due date.
5. Do contact the bank customer service number in a timely manner
if you have questions about your monthly bill.
Do remember your card has a charge limit for food and automatic teller machine (ATM) withdrawals.
Do be aware that vendors report to the Department on the use of the card for non-travel related expenses.
Do obtain cash advances for official travel through an ATM, only if authorized by your agency.
Do follow your bank’s dispute process for incorrect or erroneous charges.
10. Do become familiar with GSA’s Federal Travel Regulation (FTR) and your agency’s travel guidelines.

Read the Agriculture Travel Regulation (ATR) DM-2300 or visit the USDA website for more travel card information.

© 0N

Travel Card Don’ts: x

Don’t allow your travel card account to become delinquent. Delinquency occurs on the first day after the due date.
Don’t put other employees’ travel expenses on your card.
Don’t use your travel card for personal expenditures not reimbursable on your travel voucher.
Don’t use your travel card when you are not in official travel status.
Don’t wait to report a lost or stolen travel card to the bank and your travel coordinator.
Don’t forget to file your travel claim within 5 days after you complete your trip or every 14 days
if you are on continuous travel.
7. Don’t wait for your voucher reimbursement to pay your bill — see “Don’t” item #1!
8. Don’t use your travel voucher reimbursement for personal gain. Failure to pay the bank can result
in termination of charge card privileges and/or garnishment of wages.
9. Don’t charge office supplies, training, conference fees, photocopies, postal services, or equipment on the travel card.
Use the purchase card or other acquisition procedures to procure non-travel services and products.
10. Don’t obtain cash advances that exceed the authorized travel meals and incidentals (M&IE) per diem for the trip.
Example: $35.00 M&IE per diem x 5 days = $175.00 is the authorized amount.

ok wnNPE

New Centralized Email Account for Labor Management/Employee Relations Branch

By Employee & Management Services Directorate

The Labor Management/Employee Relations (LMER) Branch is pleased to
announce the creation of a new centralized email account: APHIS-MRPBS
HRD EMSD LMER (MRPBS.HRD.EMSD.LMER@usda.gov). This new single
point of receipt for incoming issues will simplify the customer experience
and improve response times. Any new request for LMER advice and/or
services should be addressed to the new account. The LMER leadership
team is working with stakeholders and various representatives to
communicate the mailbox as the single point of contact.
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Performance Deficiencies and the Demonstration Opportunity Period Y/ ;‘\
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By Employee & Management Services Directorate

WHAT IS A PERFORMANCE IMPROVEMENT PLAN (PIP)?

As defined in Departmental Regulation, 4040-430 Performance Management, updated February 6, 2019, poor performance
is defined as the failure of an employee to perform his/her job duties at the Fully Successful (FS) level, as outlined in the
performance plan. Rating Officials are responsible for identifying any potential issues with an employee’s performance, and
addressing those issues with the employee, before his/her performance falls below the standards defined at the FS level for
any performance element as documented in the employee’s performance plan.

Subject to the provisions of 5 U.S.C. 4303 and 5 CFR 432, Performance Based Reduction in Grade and Removal Actions, an
Agency may reduce in grade or remove an employee for failing to perform at the FS level in any critical element. If the
employee’s performance falls below the standards for FS on any critical element, prior to taking a performance-based
action, the Rating Official must: (a) notify the employee in writing of the critical element(s) for which performance is below
the FS level; (b) inform the employee that unless he/she demonstrates performance in the critical element(s) identified in
the notice at the FS level, the employee may be reduced in grade or removed; and (c) afford the employee a reasonable
opportunity to demonstrate FS performance on the critical element(s) by giving the employee a Demonstration Opportunity
(DO) period.

The Demonstration Opportunity (DO) Period

The DO is not a developmental opportunity, nor an opportunity to merely improve performance. It is an opportunity to
demonstrate acceptable performance, i.e., performance at the FS level in the respective critical element(s). A DO requires
a DO Plan which must provide clear notice of the performance the employee is required to demonstrate in the critical
element(s) and standards for which the employee’s performance does not currently meet the FS level.

The performance expectations must be achievable within the duration of the DO; the expectations in the DO Plan must be
commensurate with the duties and responsibilities of the employee’s position and grade level, as reflected in the
employee’s position description and performance plan; the expectations must allow for a margin of error during the DO; an
absolute standard is not permitted unless a single failure could result in loss of life, injury, breach of national security, or
great monetary loss; the DO Plan must describe how the expectations will be measured and/or assessed; and the DO Plan
must describe any assistance the agency will provide the employee to bring the performance up to the FS level.

The DO Plan must specify the length of the period to demonstrate performance at the FS level. There is no minimum
opportunity period, however, a DO of 30 calendar days is normally sufficient and cannot be extended without approval
from the USDA Chief Human Capital Officer. During a DO, the employee’s Rating Official must closely monitor the
employee’s performance and inform the employee at least once each week during the DO that he/she is or is not meeting
performance expectations. At the conclusion of the DO, the Rating Official must determine, without

delay, whether the employee has demonstrated acceptable performance as defined in the DO Plan, and must
notify the employee in writing of the determination within 7 calendar days. If the employee has failed to
demonstrate acceptable performance, the Rating Official must initiate steps to take an adverse or
performance-based action no later than 7 calendar days from the end of the DO.

If you have any concerns or questions regarding your employee’s performance, please
contact the Labor Management Employee Relations Branch as soon as you notice a

R

decline in performance. Do not wait until a point in the formal rating cycle to P |
address the issue. The earlier you address performance deficiencies, M
the better! I L/l)
|
_—
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