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Terri Meighan
Terri Meighan, HR Director

As we round out the third year of the COVID-19 
pandemic, contend with the aftermath of several animal 

health emergencies, and continue to adapt to the world’s 
“new normal,” I am truly proud of how reliable and resilient our

Agency has been in our response to difficult and unpredictable 
challenges. It is more critical now than ever that we strengthen our 
workforce with fresh talent, new technologies, and expanded 
resources so that we are prepared to meet the evolving needs of 
our programs and effectively respond to the challenges of 
tomorrow. We are continuing to work toward these goals with 
several key initiatives.

First, we are building upon the successes and difficulties of FY 2022.  
This year’s Recruitment Plan resumes many of the same goals of 
FY22 while outlining new strategies and efforts to support program 
recruitment for hard-to-fill and high-priority positions.

In 2022, we launched the Talent Center, a long-term talent 
acquisition strategy to make program hiring more efficient and 
more productive. The Talent Center will be managed by a 
dedicated team focused on identifying, recruiting, and hiring 
diverse candidate pools for all positions - especially those that are 
mission-critical and/or require specific experience and skillsets. 
This is a significant shift from our current process of recruiting and 
filling positions only when an immediate hiring need is recognized. 
By taking a more proactive approach to recruitment and hiring, we 
hope to better prepare APHIS programs for future workforce needs 
and help refocus efforts from ongoing hiring challenges to 
performing the actual work of our mission.

We are investing in more robust social media programs to increase 
APHIS’ visibility to potential job candidates, improving outreach and 
engagement, developing a more dynamic brand and online 
presence, and bringing our recruitment efforts into the 21st century. 

We have also developed our first 5-year Strategic Human Capital 
Plan for FY 2023-2027, documenting the long-term vision for our 
Agency and the workforce needed to carry it out. This plan serves 
as a critical guide for our recruitment, hiring, development, and 
engagement initiatives. 

Thank you for your continuing hard work and dedication to our 
Agency and its missions as we work together to build a stronger, 
diversely talented, and thriving workforce. I look forward to seeing 
what the future holds for APHIS!

(APHIS ONLY)

mailto:Christina.S.Furnkranz@usda.gov
https://www.aphis.usda.gov/aphis/ourfocus/business-services/forms_publications/hrd_broadcast
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On June 26, 2020, President Donald J. Trump signed Executive Order (EO) 13932 Modernizing and 
Reforming the Assessment and Hiring of Federal Job Candidates. In short, the EO prohibits agencies 
(in most cases) from using self-assessment questionnaires as the only method for evaluating applicants 
for positions who are applying through both merit promotion and competitive examining procedures.

USDA has invested in the use of an acceptable alternative assessment developed by the Office of 
Personnel Management (OPM), USA Hire. USA Hire is comprised of assessments created for more than 
100 occupational series that can be completed online. The Marketing and Regulatory Programs (MRP) 
has been utilizing USA Hire assessments since 2019 and is expanding its use to meet the requirements of 
Executive Order 13932.

Why USA Hire:

• U.S. Merit Systems Protection Board (MSPB) has said “OPM’S USA Hire program … has received very 
good user ratings from both the agency participants and applicants.”

• Quality online assessments have been developed by industrial psychologists to meet professional 
standards and identify top talent.

Persons with disabilities who need program information in alternate 
formats (braille, large print, audiotape, etc.) should contact USDA's 
TARGET Center at (202) 720-2600 or 844-433-2774 (voice and 
TTY). https://www.targetcenter.dm.usda.gov/

Continue reading on next page…

• It is designed to measure general 
competencies such as decision 
making, reading, attention to 
detail, and flexibility which are 
typically difficult to assess with 
traditional occupational 
questionnaires.

• Flexible un-proctored 
administration allows applicants 
to complete assessments when 
they choose (within allowed 
timeframes.)

• It may be paired with 
occupational questionnaires to 
measure technical 
competencies.

mailto:Nella.H.Roberts@usda.gov
https://trumpwhitehouse.archives.gov/presidential-actions/executive-order-modernizing-reforming-assessment-hiring-federal-job-candidates/
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.opm.gov%2Fservices-for-agencies%2Fassessment-evaluation%2Fusa-hire%2F%23url%3DWhat-is-USA-Hire&data=05%7C01%7C%7Cb98d6a26c27047aeb2ea08da4a3a7f96%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637903912358789124%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=0EOs1Xz3F6qcorop%2BURrFFjNSdND3Dz8nzDrzqzFlVw%3D&reserved=0
https://www.mspb.gov/studies/researchbriefs/Building_on_OPMs_Hiring_Improvement_MSPB_Perspective_1666398.pdf
https://www.targetcenter.dm.usda.gov/
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Tips for Successfully Applying to USA Hire:

After submitting an online application, you will 
be notified whether you are required to take 
additional online assessments through the 
USA Hire Competency Based Assessment system.
This message will be delivered to you both on 
screen and via email notification.

If you are asked to take the USA Hire 
Competency Based Assessments, you will be
presented with a unique URL to access the 
USA Hire system. Access to USA Hire is granted through your USAJOBS login credentials. Be sure to 
review all instructions prior to beginning your USA Hire Assessments. Click here for Computer System 
Requirements.

Applicants may want to set aside at least 3 hours to take these assessments; however, most complete 
the assessments in less time. If you need to stop the assessments and continue later, you can reuse the 
URL sent to you via email and from the Additional Application Information page that can be located 
in the application record in your USAJOBS account.

Important to know:

• Once you complete an assessment for a series/grade combination, it is valid for 1 year.  

• You may need to complete additional USA Hire assessments if you apply to a different grade level 
and/or series. 

• Some portions of previously completed assessments may apply towards a different series/grade 
combination.

Here is a link to OPM’s introductory YouTube video, “What is USAHire?” that you can review for more 
information.

Review Standard USA Hire Assessments - Available Series and Grades (PDF file) to see which 
occupational series and grades are covered.

When USA Hire is not available:

For positions not covered by USA Hire, we must still implement alternative assessments to meet the 
requirements of Executive Order (EO) 13932. Potential assessments may include:

• Structured interview by subject matter experts, 
• Resumé review by subject matter experts, 
• Reference checks,
• Prompted essay (i.e., short or long answer narrative responses), and/or
• Hurdled assessment using an applicant questionnaire in combination with one or more of the 

options listed above.

“USA Hire” continued from page 3…

https://help.usastaffing.gov/Apply/index.php?title=USA_Hire_System_Requirements
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DMaJfNZMG4c4&data=05%7C01%7C%7Cb98d6a26c27047aeb2ea08da4a3a7f96%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637903912358789124%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=qTrxQV6d45crec0%2B2zqrQEWrdDSIR%2BTE3aZLC%2BEqu%2FU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelp.usastaffing.gov%2FResourceCenter%2Fimages%2F2%2F2e%2FUSA_Hire_Standard_Assessments_-_Available_Series_and_Grades_-_08.29.19.pdf&data=05%7C01%7C%7Cb98d6a26c27047aeb2ea08da4a3a7f96%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637903912358789124%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=o%2Fzo0Qxexta9FM0PioPklap04k6NCk8RHLuiwNXfW%2Bo%3D&reserved=0
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Performance Reminders
By Lynn Doetschman (Lynn.H.Doetschman@usda.gov)

• Please direct performance and awards policy-related questions to MRP.Performance.Program@usda.gov.
• For information on ePMA system use or access, please see the User Guides within ePMA or contact the Systems 

and Reporting Branch at HR.System.Access@usda.gov.
• Questions on attaching and submitting awards via eTracker, or their status, may be directed to

MRPBS.HRD.Awards@usda.gov.

The end of the FY 2022 performance year is approaching!
Please mark your calendars with the information below.

Important: Quarter 4 Conversations and year-
end appraisal meetings cannot be 
combined. Per DR-4040-430, Quarterly 
Performance Conversations do not include a 
rating of record, and no rating of record may 
be expressly promised or implied to an 
employee. Since Quarterly Conversations are 
to be held separately from year-end appraisal 
meetings, it’s recommended that supervisors 
conduct the 4th Quarter Conversation earlier in 
the quarter to meet the requirement and also 
to ease the administrative responsibilities 
(performance ratings, closeout of financials or 
projects, etc.) which occur at the end of the 
fiscal year.

4th Quarter Performance Conversations
(“Quarterly Conversations”) by September 30th

DR-4040-430 requires completion of at least one 
quarterly conversation per quarter for supervisors 
and employees to discuss progress of 
assignments, provide feedback of observed 
performance and performance expectations, 
and identify assignments in the upcoming 
quarter and remainder of the performance year. 
These conversations can be completed at any
time during a quarter, and must be completed 
no later than September 30, 2022, for the 4th

quarter. There is no minimum time for the 
employee to perform under standards or for the 
Rating Official to be in that role before a 
Quarterly Conversation can occur. After the 
conversation has been documented in the 
Enterprise Performance Management 
Application (ePMA), the employee will be 
alerted to acknowledge it in the ePMA system, 
which will complete the process for that quarter.

The deadline for completing FY 2022 performance 
appraisals is October 30, 2022. Supervisors must 
ensure appraisals have been approved and 
signed by the Reviewing Official and employee in 
the ePMA system by the deadline.

The first quarter of FY 2023 begins on October 1, 
2022 and ends on December 31, 2022. FY 2023 
performance plans must be issued to employees 
no later than October 30, 2022. DR 4040-430 
permits the meeting to share FY 2023 performance 
plans with employees to also be recorded as the 
1st Quarter conversation. The FY 2023 plan 
issuance meeting and 1st quarter conversation 
should both be documented in ePMA. 

FY 2022 Year-End Appraisals Completed 
& FY 2023 Plans in Place by October 30th

More Information

Employee Recognition Reminder

Just a reminder that USDA’s Departmental 
Regulation on Employee Performance and Awards 
(DR 4040-430) allows for achievement-based 
awards that can be granted at any time of the 
year. USDA recently issued several advisory notices 
adjusting certain award requirements to streamline 
the process of granting awards and to support 
acknowledgment of employees’ contributions to 
the mission throughout the year. DR 4040-430 and 
the advisory notices can be found on the Awards 
& Recognition page of the HRD website.

mailto:Nella.H.Roberts@usda.gov
mailto:MRP.Performance.Program@usda.gov
mailto:HR.System.Access@usda.gov
mailto:MRPBS.HRD.Awards@usda.gov
https://www.usda.gov/directives/dr-4040-430
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.aphis.usda.gov%2Fmyportal%2Fmyaphis%2Fprograms%2Fbusiness-services%2Fhuman-resources%2FPerformance_Appraisals%2FAwards&data=05%7C01%7C%7Cd9cb3b4560a3425e3dfd08da903d9b0d%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637980891516370508%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=RaiGy%2BqAkhISPvJdcP1DO8vtFVxstYGjfq%2B0N5w2rwk%3D&reserved=0
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When will a new hire appear on my dashboard?

A newly hired employee will not appear in ePMA for 4 weeks after the effective date of  
his/her appointment. Supervisors should initially create a plan outside of ePMA to be     

in compliance with the current policy of issuing a performance plan within the employee’s 
first 15 days. The supervisor can then create the employee’s performance plan in ePMA as soon as 
possible after he/she appears on the Supervisor’s dashboard. The elements and plan information can 
be copied and pasted from the PDF version created within the first 15 days into ePMA. This policy 
around issuing a plan within 15 days is being revisited and may be revised in the future.

Reminder - Please check the ePMA guides for any issues. If further guidance is needed, 
reach out to us at: MRP.Performance.Program@usda.gov for policy questions, and/or 
HR.System.Access@usda.gov for systems questions.

Interim ratings/
Advisor feedback:
Supervisory moves/position 
changes, etc. will now 
trigger automatic interim 
rating/advisory feedback 
for the supervisor closing 
the plan. This will eliminate 
the need to wait for this 
action to be completed 
before the employee is 
moved to his/her new 
supervisory role. 

ePMA Question & FY23 Enhancements
By Ina Dean (Ina.Dean@usda.gov) and Charlotte Drone (Charlotte.F.Drone@usda.gov)

Looking ahead – ePMA changes in FY23:

There are many exciting changes coming in FY23 in the ePMA system! These 
changes will enhance the supervisor experience within the performance 
management system. New features will include changes to:

Copy a plan:
Users will be excited to know that additional Copy Plan functionality will be added to ePMA that allows 
a plan to be copied from one employee to another on the supervisor's dashboard!

Employee management page:
This page will no longer be separate and the ability to manage an employee is being integrated with 
the supervisor dashboard. From the dashboard, supervisors will now be able to: 

• Move employees to a new rating/reviewing official without organizational code restrictions,
• Search for an employee and move him/her to his/her new supervisor, and
• Accept changes from the NFC data feed from the dashboard. 

mailto:MRP.Performance.Program@usda.gov
mailto:HR.System.Access@usda.gov
mailto:Ina.Dean@usda.gov
mailto:Charlotte.F.Drone@usda.gov
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As part of USDA’s ongoing employee engagement effort, significant emphasis has
been placed within MRP on gathering employee opinions through listening sessions, 
websites and portals, the Employee Viewpoint Survey, and various other methods. Information is also 
needed from employees who leave the MRP agencies, and because of that, a web-based process is 
in place for individuals to complete an online exit survey. The exit survey gives employees the 
opportunity to communicate their reasons for leaving, perceptions of the work environment, and 
overall satisfaction with their agency.

Human Resources (HR) utilizes e-Tracker to identify departing employees, as well as accepting requests 
for the exit survey if contacted directly.  Results are confidential and shared with agency leadership, as 
needed, on an aggregate level. Survey responses help us identify what we are doing well, and just as 
importantly, areas where we can improve. The feedback from the exit survey will also guide our 
workforce planning efforts and help make us an employer of choice going forward.

Questions regarding the exit survey process should be directed to Pat Flower of the HR Systems, 
Analysis and Reporting Branch, at 202-799-7082, or by email at Patricia.A.Flower@usda.gov.

Employee Exit Survey for MRP
By Patricia Flower (Patricia.A.Flower@usda.gov)

mailto:Patricia.A.Flower@usda.gov
mailto:Patricia.A.Flower@usda.gov
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Enhancements to the routing of certain requests in eTracker are coming soon! These enhancements will 
allow for the recruitment request status to be tracked and reportable, and will include a consultation 
phase with both the assigned Classification and Staffing Specialist. Program leadership and HR will 
benefit from these enhancements as it will allow for easier collaborating, create enhanced workforce 
planning capabilities, and add more visualization to the recruitment process. We anticipate these 
enhancements will be ready at the beginning of Fiscal Year 2023. 

What is new?

Some SF-52s will be routed through the system for certain request types (listed further down in this article) 
and will flow to consult phases after submitted by the initiator. Once an impacted request type is 
submitted by the initiator, the SF-52 will pass through one or two consult phases (Consult Classification 
and/or Consult Staffing). After the consult phases are completed, the SF-52 will be routed back to the 
program for Review/Authorization. Programs will no longer need to be notified by HR to submit an SF-52 
outside of eTracker and Authorizer and Notification Contacts will all receive an automated eTracker 
notification.

Current SF-52 Routing Process -
This process will remain the same for non-impacted request types such as Separations, Awards, Change 
in Duty Location, Change in Work Hours, Change in Work Schedule, Pay Status changes, Extensions, 
Conversion NTE, Career Ladder Promotions, etc. 

NEW SF-52 Routing Process -
This process will be used for the impacted request types (see impacted request types below.)

What happens during the Consult Classification Phase?

• Classification reviews the SF-52 information [e.g., Organizational information and Position 
Description (PD).]

• PD consults take place during this time.
• Requests will be canceled if the wrong request type is submitted or if information submitted by the 

program is incorrect and cannot be easily edited.

What happens during the Consult Staffing Phase?

• Staffing Team reviews the SF-52.
• Recruitment consultations take place during this time (e.g., recruitment method decisions).
• Question libraries and specialized experience information will be collected and reviewed at this time.
• Requests will be canceled if the wrong request type is submitted or if information submitted by the 

program is incorrect and cannot be easily edited.

Exciting eTracker Enhancements –
New Consult Phases in the SF-52 Submission Process
By Andrea Opitz (Andrea.Opitz@usda.gov)

Continue reading on next page…
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Impacted Request Types:

These are the request types that will be routed through the new 
consult phases in eTracker after they are submitted by the initiator.

Recruit Actions:

• Recruit
• Appointment Non-Comp VRA
• Appointment Non-Comp Sch A 
• Appointment Non-Comp 30%
• Re-employed Annuitant
• Promotion Temp (Noncompetitive) NTE 
• Reassignment (Noncompetitive)
• Excepted Temporary Appointment – Recruit 
• * Conversion to Career Appointment 
• * Conversion to Career Conditional 

Appointment 

Temporary Employment Actions: 

• Excepted Temporary Appointment
• * Detail NTE

Pathways 
Actions: 

• Intern
• Intern NTE
• Presidential Management Fellow
• Recent Graduates
• Term Appointment Conversion - Intern
• Term Appointment Conversion - RG
• Term Appointment Conversion – PMF
• Conversion from Intern to Career/Career 

Conditional
• Conversion from PMF to Career/Career 

Conditional
• Conversion from Recent Grad to 

Career/Career Conditional

* The starred actions will go straight to the consult staffing phase after the 
initiator submits the SF-52, skipping the consult classification phase. 

Reporting Information:

• Reporting will be available to track and manage workload.
• Recurring eTracker reports will be posted to an HR Teams channel where programs can view and 

monitor their recruitment activity.  
• These reports will offer visibility to the work being done with requests that were difficult to track prior 

to these enhancements.
• Reports will highlight the following:

 Request statuses (where the action is in the submission process).
 Request information (e.g., request number, organizational information, contacts, request 

type, etc.).
 The current request owner (which HR Specialist is working on the action or if it’s still waiting to 

be picked up and started by HR).
 Requests pending authorization.
 Tracking items (e.g., pending materials from program, request on hold by program).
 Reasons for a cancellation if a request was canceled.
 Time to hire clock will start on the date the request is authorized (after any consult phases).

Continue reading on next page…

“Exciting eTracker Enhancements” continued from page 7…
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Important Notes: 

1. The request type that is selected determines the path through HR. It is critical that program 
contacts who initiate requests in eTracker select the correct request type and provide accurate 
content. To find helpful tips about when to use a certain request type, hover over the green 
circled question mark to view the tool tip. If you have questions about which request type to 
submit, reach out to your program Point of Contact and/or Servicing Staffing Specialist.

2. Recruitment actions should be approved and funded by program leadership before the
request is submitted.

3.        The initiator contact should add all the Notification Contacts in the request. They will receive an 
automatic email from eTracker once the request is submitted to HR. This functionality may be 
used for those who need to track budgets or hiring for the program.

4. A request can be submitted with or without a classified Position Description (PD). If the 
recruitment request is approved for recruitment and the PD has not yet been classified, the 
recruitment request can be submitted. The PD can be developed during the Consult 
Classification phase. If the recruitment is not yet approved and the PD has not been classified, 

the request to develop a PD can be started outside of eTracker by 
contacting the Classification Specialist service provider. The 

recruitment request can be submitted in eTracker 
once the position is approved for recruitment 

and the hiring manager is ready to move 
forward.

“Exciting eTracker Enhancements” continued from page 8…

These enhancements impact both the 
program mission areas as well as Human 
Resources. With all enhancements, there 
will be challenges and questions. We ask 
for patience and positive collaboration in 
advance. These enhancements will be 
beneficial for the programs and Human 
Resources and we look forward to working 
with you. 

If you have any eTracker questions, please 
send them to the following email inbox: 
HR.System.Access@usda.gov.

mailto:HR.System.Access@usda.gov
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Scheduling Use or Lose Annual Leave
By Nella Roberts (Nella.H.Roberts@usda.gov)

As summer’s door closes, the autumn 
door opens. For many of us, that means 
kids are back to school, days are 
becoming shorter and cooler, and the 
leaves are slowly changing to brilliant 
reds and oranges. It also means that our 
leave year will be coming to an end! 
Please take some time to review your 
leave balances. Schedule your use or 
lose annual leave. And, as you are doing 
that, keep the following points in mind:

• The 2022 leave year ends on December 31, 2022. 
• Use/lose annual leave must be scheduled by November 19, 2022, the end 

of pay period 23. In order for use/lose annual leave to be considered for 
possible restoration, it must be scheduled, in writing or electronically, by 
this date. If the leave is not properly scheduled and is lost at the end of 
the leave year, it cannot be considered for restoration because it did not 
meet the scheduling requirement.

• The 2022 annual reminder is posted here. 
• Follow the recommended leave usage order. Choosing to do otherwise means lost leave will not 

be restored. 
• While the leave must be scheduled by the end of pay period 23, you have until the end of pay 

period 26, 2022, to use it. 
• Lost leave may not be considered for restoration until pay period 1, 2023.

Please remember that the National Finance Center (NFC) maintains your official leave balances. 
Routinely review your leave balances on your NFC Leave and Earnings Statements against WebTA.
If you find that there are discrepancies, address them with your timekeeper. Please pay particular 
attention to your leave balances and work closely with your supervisor to schedule and use any 
use/lose annual leave. 

Lastly, if you have any questions, contact your servicing Leave and Compensation Team Specialist or 
Technician.

mailto:Nella.H.Roberts@usda.gov
https://www.aphis.usda.gov/mrpbs/hr/pay_leave_tod/downloads/2022-use-or-lose-memo.pdf
https://www.aphis.usda.gov/aphis/ourfocus/business-services/forms_publications/hr_desk_guide/hrdg_4630/4630_sec_b_sub_e#order
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Administrative Leave for Voting
By Nella Roberts (Nella.H.Roberts@usda.gov)

All employees are encouraged to vote! If you are living in an area that 
will be having elections, please take the time to vote. With prior supervisory 
approval, you are granted up to 4 hours of administrative leave (TC 66),
including travel time, to vote. The administrative leave is granted for voting 
in connection with each:

• Federal general election day, and
• Election event (including primaries and caucuses) at the Federal, State, local (i.e., county, and 

municipal), Tribal, and territorial level that does not coincide with a Federal general election day, 
including Federal special congressional elections not held on the date of a Federal general 
election.

The administrative leave may be used for voting on the established election day or for early voting, 
whichever option you use with respect to an election event. If an election simultaneously involves 
more than one level, then it is a single election event.

In addition, if you serve as a non-partisan poll worker or observer at the Federal, State, local, Tribal and 
territorial levels, then you are granted up to 4 hours of administrative leave (TC 66) per leave year for 
this purpose. This includes travel time. This leave is in addition to any administrative leave used to vote. 
If you require additional leave, you may:

• Use scheduling flexibilities, if under maxiflex, and/or
• Request annual leave, compensatory time off, credit hours, or leave without pay.

Voting guidance is found in Subchapter 4630, Human Resources Desk Guide, Absence and Leave, 
Section D, Subsection e - Registration and Voting. 

Please refer any questions to your Resource Management Staff or your servicing Leave and 
Compensation Team Specialist or Technician.

mailto:Nella.H.Roberts@usda.gov
https://www.aphis.usda.gov/aphis/ourfocus/business-services/forms_publications/hr_desk_guide/hrdg_4630/4630_sec_d_sub_e#amount
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OASDI Tax Repayment
By Kris Wagner (Kristine.L.Wagner@usda.gov)

On August 8, 2020, a Presidential Memorandum was issued directing the 
Secretary of the Treasury to defer the Social Security tax withholdings for
eligible employees from September 1, 2020, through December 31, 2020.
The Social Security tax, also known as the Old Age Survivors and Disabilities
Insurance (OASDI) tax, is deducted automatically from your biweekly pay. 
Employees who met certain criteria did not have OASDI taxes withheld 
beginning pay period 18, 2020 through pay period 25, 2020.

After that deferral period ended, the OASDI taxes needed to be repaid. The repayment was set up to 
be automatically deducted beginning January 1, 2021, through December 31, 2021. If, at any time 
during the 2021 repayment period an employee went into a non-pay status, a bill was established by 
the National Finance Center (NFC). Click here for some frequently asked questions regarding the 
Payroll Tax Deferral.

Continue reading on next page…

Those ‘Demand Notice for Payment’ letters (bills) were 
mailed to the residence address of affected 
employees. They provided instructions to employees 
regarding the repayment process.

Employees had until December 31, 2021 to make a 
payment arrangement, as per the IRS-2021-17.
Penalties, interest, and additions to any unpaid tax 
balance began to apply on January 1, 2022. If an 
employee did not respond to NFC’s letter by then, the 
debt was referred to the Bureau of Fiscal Service (BFS) 
– Treasury.

Additional fees are added when bills from NFC are referred to BFS, e.g., referral fees, interest, etc. The 
standard referral fee NFC charges is $30.00. Interest and penalties may also be added. The age of the 
debt (when it reaches BFS) will determine the amount of interest added to the bill. These are called Debt 
Management Services fees. For example:
• If the debt is under 2 years old, 30% interest is charged.
• If the debt is over 2 years old, 32% interest is charged.

Generally, when a bill is referred to BFS, it is also reported to the credit bureaus. However, it has been 
confirmed with both NFC and BFS that these OASDI bills will not be reported to the credit bureaus so an 
employee’s credit score should not be affected.

The letters mailed to employees from BFS were vague, and some reported they looked like a phishing 
scam. Please note - those letters are valid and should not be ignored. Employees are encouraged to 
act. Please feel free to call the phone number listed on the letter and ask for proof of the debt in 
addition to any other questions you may have. Below (next page) is a sample of the letter from BFS.

BFS will mail an employee two letters to allow them to take action to pay the bill. If an employee does 
not respond to either of the letters, the debt will be sent to a private collection agency and additional 
fees may apply.

mailto:Kristine.L.Wagner@aphis.usda.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.federalregister.gov%2Fdocuments%2F2020%2F08%2F13%2F2020-17899%2Fdeferring-payroll-tax-obligations-in-light-of-the-ongoing-covid-19-disaster&data=05%7C01%7C%7C8d6946edd0ce4e5aae5708da7ee127df%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637961802768862618%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=BGMnwuK%2FTPp53fmr2YlIsYhtzMHjdVkWta7dGCBAbW0%3D&reserved=0
https://www.aphis.usda.gov/mrpbs/hr/pay_leave_tod/downloads/payroll-tax-deferral-faqs.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fnewsroom%2Femployers-can-withhold-make-payments-of-deferred-social-security-taxes-from-2020&data=05%7C01%7C%7C8d6946edd0ce4e5aae5708da7ee127df%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637961802768862618%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tfgoskLk6QhvHaq%2B7PLou%2FCfVLcIHKsa9fP1XAFEP3g%3D&reserved=0
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“OASDI Tax Repayment” continued from page 12…



In 2020, the National Institute of 
Standards and Technology 
established a policy to transition all 
Federal Government PIV cards 
from a v7 card to v8.1 card. The 
deadline for having all 
USDA employees transitioned to 
the v8.1 cardstock is June 30, 2024.
All v7 LincPass cards will terminate 

if not replaced before that date.

Most of the v7 LincPass cards employees 
currently have will expire before July of 2024, 
and a v8.1 card will be reissued at that time. 
There are, however, some v7 cards that have an 
expiration date later than June 30, 2024. When 
the time approaches for these v7 cards to have 
their certificates renewed, a new v8.1 card will 
be issued instead. This will help avoid an influx of 
cardholders replacing their cards close to the 
deadline. In addition, this will prevent 
employees from making an additional trip to the 
credentialing station, while keeping them on 
their current expiration/renewal cycle.

For questions, information, or assistance, MRP 
employees may contact the HSPD-12 LincPass 
Sponsors at lincpass.security@usda.gov.
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LincPass Card Transition 
(v7 to v8.1)
By Kevin Bera (Kevin.Bera@usda.gov)

Beginning October 1, 2022, the sponsorship and 
adjudication roles for Federal employees within 
AMS and APHIS will be transferred to the 
Emergency Management, Safety, and Security 
Division (EMSSD) of Emergency and Regulatory 
Compliance Services (ERCS). 

What does that mean?

The initial issuance of the LincPass card, its 
reissuance/renewal, and all other activities within 
the HSPD-12 program will be handled and 
managed by the staff in EMSSD. The Personnel 
Security team in Human Resources Operations 
will continue to provide suitability adjudication 
for all new hires, and until further notice, all 
LincPass activities for contractors and other non-
Federal employees. It is anticipated that EMSSD 
will eventually provide LincPass services for all 
non-Federal employees at a later date.  

More information will be shared soon regarding 
contact names, phone numbers, etc. 

Transfer of LincPass 
Services
By Kevin Bera (Kevin.Bera@usda.gov)

mailto:lincpass.security@usda.gov
mailto:Nella.H.Roberts@usda.gov
mailto:Nella.H.Roberts@usda.gov
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Who receives my benefits when I pass away?
By Kristi Carrier (Kristi.Carrier@usda.gov) and Brian Fleming (Brian.B.Fleming@usda.gov)
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Death is not something we generally like to think about. It’s going to happen eventually, yes…a long way 
down the road, but what if it happens sooner than expected? If it does, hopefully you have your 
designation of beneficiaries up to date reflecting your current wishes or that you are alright with the 
normal order of precedence set by law: spouse, children, parents, executor of estate, next of kin. A will 
does not supersede either your designation of beneficiaries or the normal order of precedence in 
determining who will receive your Federal benefits. Therefore, if you still have an ex-spouse listed as a 
beneficiary, even if you have been divorced longer than you were married and are currently happily 
married to another person, the ex-spouse would receive your benefits. Some people chuckle at this, but 
it happens more often than you would think. Please review the designation of beneficiaries you have on 
file regularly, or at the very least, when life events happen, to make sure they are up to date.  

Here are the different Federal benefits and the designation forms:

• SF-1152, Unpaid Compensation of Deceased Civilian Employee. This form is used for payment of 
unpaid compensation such as the final salary check, unused annual leave, unpaid travel vouchers, 
or other monies owed to you. This remains in effect until you: 1) change or cancel it with a new SF-1152,    
2) transfer to another agency, or 3) are reemployed by the same agency or another department or   
agency of the Government.

• SF-3102, Federal Employees Retirement System. This determines who receives your employee 
contributions to the Federal Employees Retirement System only when there is no survivor benefit 
payable. This remains in effect until you: 1) change or cancel it by filing a new SF-3102, or 2) receive a 
refund of your retirement deductions before retirement.

• SF-2808, Civil Service Retirement System. This determines who receives your employee contributions to 
the Civil Service Retirement System only when there is no survivor benefit payable.  This remains in 
effect until you: 1) change or cancel it by filing a new SF-2808, or 2) receive a refund of your retirement 
deductions before retirement.

• SF-2823, Federal Employees Group Life Insurance. This form is used to pay out your life insurance.  This 
remains in effect until you: 1) change or cancel it by filing a new SF-2823, or 2) are separated from the 
Government for more than 31 days.  

• Thrift Savings Plan (TSP), You can go on the TSP website and log into your account to designate who 
you would like to receive the money in your Thrift Savings Plan account. The old designation form, 
TSP-3, is no longer being used by TSP. This designation remains in effect until you submit a new valid 
designation.  

If you would like to review the designations you have on file. you can find processed SF-1152s, SF-3102s, 
and SF-2823s in your eOPF EHRI Electronic Official Personnel Folder (opm.gov). The SF-2808 is maintained 
by OPM and your TSP designation is maintained by TSP. If you are submitting new designation forms, they 
become valid after a correctly completed form is received by the administrating office. These forms 
cannot have any erasures or alterations and the originals must be submitted by mail.  

If you have questions about designation of beneficiaries or the forms, please contact your servicing 
Benefits Assistant.

mailto:Kristi.Carrier@usda.gov
mailto:Brian.B.Fleming@usda.gov
https://www.opm.gov/forms/pdf_fill/sf1152.pdf
https://www.opm.gov/forms/pdf_fill/sf3102.pdf
https://www.opm.gov/forms/pdf_fill/sf2808.pdf
https://www.opm.gov/forms/pdf_fill/sf2823.pdf
https://www.tsp.gov/tsp-basics/designating-beneficiaries/
https://eopf.opm.gov/usda/
https://www.aphis.usda.gov/mrpbs/contact_us/downloads/benefits.pdf
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New Employee Orientation (NEO)
By Sue Bernstein (Sue.Bernstein@usda.gov) 

Attention All APHIS Supervisors and Onboarding Buddies –
New Employee Orientation Coming Soon!

In August, the Center for Training and Organization Development (CTOD) 
piloted a redesigned, interactive New Employee Orientation (NEO)! We 
received feedback from participants, made further refinements to the content, 
and scheduled a second pilot for late September. 

Beginning in Quarter 1 of FY2023, CTOD will 
conduct a monthly NEO program for new, 
permanent APHIS employees regardless of his/her 
duty location. This is a significant departure from 
how NEO was delivered in the past at various 
APHIS locations. Technology and circumstance 
have pushed us to create something that can
and will reach ALL new APHIS employees. 

The virtual program will have both synchronous
and asynchronous learning components aimed
at providing an engaging experience for all new 
employees across the Agency and connecting
them to each other and our work.

NEO is designed to teach employees about APHIS as well as provide a framework for building 
relationships with each other through the technology we use (Microsoft Teams). As APHIS shifts to a 
hybrid workplace, we can no longer rely on relationships being built in-person, so we’ll mirror the 
technology we have at our disposal throughout the experience, to help build the comfort and skillsets 
we need to build lasting relationships in the virtual space.  

New employees will access information via a NEO Hub within the Microsoft Teams environment, which 
will serve as space to connect new employees with one another and share resources before, during, 
and after live sessions. The NEO Hub houses prework, discussion boards, and documents/videos.

In addition to Hub-based learning, NEO includes a facilitated monthly webinar to share information 
critical to new employees and create engagement and connection via small group activities and 
other group methods.

By the end of the program, participants will:
• Better understand USDA, APHIS, our programs, and important mission;
• Discover and practice how to engage with the broader APHIS community in a hybrid workplace; 

and
• Explore resources available to support new employees not only to get started, but throughout the 

lifecycle of their career at APHIS!

Keep an eye out for the NEO FY23 schedule on the MRP Training & Development Calendar. If you 
have any questions, please reach out to Sue Bernstein or Melissa Barbour. 

WELCOME
TO APHIS!

mailto:Sue.Bernstein@usda.gov
https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/Lists/Calendar/calendar.aspx
mailto:sue.bernstein@usda.gov
mailto:melissa.l.barbour@usda.gov
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Work with a Certified Coach to Develop 
a Growth Mindset in FY23
By Sue Bernstein (Sue.Bernstein@usda.gov) 
and Kieran McAuliffe (Kieran.McAuliffe@usda.gov)

The last few years have been a reminder that change is the only constant. Change can be scary; it can 
be perceived as challenging, risky, and uncertain. Sometimes, we desperately want to go back to “the 
way things used to be,” falsely hoping that will make us comfortable again. Alternatively, when we 
choose to embrace change, we learn how to adapt to new circumstances and find unique approaches 
to doing things. Adopting a growth mindset helps us view challenges as opportunities, mistakes as 
valuable lessons, and change as a primary tool for learning and growth.

Working with a coach is a great way to develop a growth mindset toward change.
Consider adding coaching to your Individual Development Plan this year!

A coach can help you:
• Define goals – determine what’s really important to you,
• Identify potential derailers – help you see what’s in the way,
• Take action – make progress on goals by taking action, and
• Increase satisfaction – find greater fulfillment through increased 

self-awareness.

Ready to start working with a coach?

APHIS employees can learn more about coaching and request to work with a certified coach by 
completing a request form here: MRPBS-APHIS Center for Training & Organization Development - APHIS 
Coaching Program (sharepoint.com)

Coming Soon!

CTOD will offer an exciting new series of webinars focusing on the Neuroscience of Effectiveness 
to help you access greater levels of effectiveness in FY23.

Check out the FY23 MRP Training and Development Calendar for the following offerings:
• The 7 Levels of Effectiveness 
• Neuroplasticity and Habit Change 
• The Goldilocks of Stress 
• The Hemispheres and How We See the World 
• The Default Mode & Task Positive Network

Please contact Kieran.McAuliffe@usda.gov or Sue.Bernstein@usda.gov if you have questions.

mailto:Sue.Bernstein@usda.gov
mailto:Kieran.McAuliffe@usda.gov
https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/SitePages/APHIS%20Coaching%20Program.aspx
https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/Lists/Calendar/calendar.aspx
mailto:Kieran.Mcauliffe@usda.gov
mailto:Sue.Bernstein@usda.gov
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Your Development MATTERS! 
Check out the MRP Training & 
Development Opportunities for FY2023! 
By Ben Hemler (Benjamin.C.Hemler@usda.gov) 

Leaves beginning to change colors, pumpkin spice appearing in places it 
shouldn't, supervisors asking about your development plans...all signs that
a new fiscal year is right around the corner! A wonderful part of the changing
of the seasons is the annual release of the MRP FY23 Training & Development Calendar. Please take a 
moment to curl up with a mug of hot cider and review some of the wonderful development 
opportunities available throughout the upcoming fiscal year by clicking here: MRP Training Calendar

Here are just a few of the virtual offerings available in October and November:

It’s All About You: Developing Meaningful Individual Development Plans
October 4, 2022 (1 – 3PM EST)
Registration Link

Employees will know how to create and use an IDP to take ownership of one’s professional growth.

ESIS: Performance Management (Current Supervisors)
October 11, 2022 (2 – 4PM EST)
Registration Link

Essential Supervisor Information Series: Performance Management
Performance management is a key responsibility for supervisors. In this course, we will explore 
how to set clear goals and provide meaningful feedback to keep employees engaged and 
doing their best work.

Becoming SES Ready
October 20, 2022 (11AM – 4:30PM EST)
Registration Link

This course is designed to educate and inform individuals at the GS 9-13 levels who are interested in or 
thinking about the Senior Executive Service (SES). This is an interactive course dedicated to discovery 
of the behaviors, competencies, and mindset needed to pursue a career position as an SES.

Continue reading on next page…

IDPs

ESIS

SES

mailto:Sue.Bernstein@usda.gov
https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/Lists/Calendar/calendar.aspx
https://aglearn.usda.gov/enrol/index.php?id=49192
https://aglearn.usda.gov/mod/facetoface/view.php?f=2442
https://aglearn.usda.gov/mod/facetoface/view.php?id=75671
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“MRP Training & Development Opportunities for FY2023!” continued from page 18…

So You Think You Want To Be A Supervisor
November 29, 2022 (2-4PM EST)
Registration Link

The role of the supervisor is significantly different from that of the non-supervisor. All too often, newly 
selected supervisors find themselves immersed in a world they didn't anticipate. The result is often a 
well-intentioned supervisor who is unprepared for the realities of the position.

The transition from effective employee to effective supervisor is a difficult and challenging one. This 
pre-supervisory course is designed to familiarize the participant with the requirements and functions of 
supervision.

The course is designed to promote awareness of the general requirements of a supervisor, not to 
develop specific supervisory skills. It is intended to provide an understanding of the roles and 
responsibilities of a supervisor in USDA and to provide the participant a realistic framework from which 
to decide if this is a career direction they wish to pursue.

Crucial Conversations: Tools for Talking When Stakes are High
November 7-10, 2022 (1-4PM EST Daily)
Registration Link

Participants will learn vital skills that enable them to create conditions where they and others can 
speak with complete candor (no matter the topic) and with complete respect (no matter the 
person or position). Throughout the training, employees will have the opportunity to apply Crucial 
Conversation principles and skills to real life challenges they may be facing. To make the training 
experience as beneficial for them as possible, we ask participants to come prepared with a few 
potential crucial conversations in mind that will help them fully apply the skills they will learn during 
the training.

Unconscious Bias: Understanding Bias to Unleash Potential
October 25-27, 2022 (10AM - 4PM EST)
Registration Link

Unconscious Bias: Understanding Bias to Unleash Potential™ offers a principle-based and practical 
approach to identifying and addressing bias in our everyday life. It does so by going beyond simply 
raising awareness to helping participants build practical skills that let them recognize bias in action 
and counter its potentially harmful effects. This course will help attendees identify unconscious bias, 
create meaningful connections, and learn to drive change. This is a shift from a compliance-based 
approach of diversity training to a more practical, action-oriented approach.

BIAS

CC

SUPERVISOR?

https://aglearn.usda.gov/course/view.php?id=17136
https://aglearn.usda.gov/course/view.php?id=16657
https://aglearn.usda.gov/mod/facetoface/view.php?f=1656
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Call for Mentors! 
The APHIS Mentoring Program Needs You!
By Lara Boeck, APHIS Mentoring Program Manager (Lara.J.Boeck@usda.gov) 

Mentorship is the art of creating and nurturing leaders for tomorrow.

The mission of the APHIS Mentoring Program “Partnering 
for Success” is to cultivate meaningful partnerships 
that promote continued development, trust, knowledge 
sharing, and personal enrichment to enhance 
performance, achieve professional goals, and fulfill the 
APHIS mission. The program supports all APHIS employees, 
including specific programs that require a formal 
mentoring component (i.e., Pathways). It is built on 
leveraging the knowledge and experiences of individuals 
who have strong leadership skills and technical 
competence to develop others.

NOTE: If you are an AMS employee and would like information on the AMS Mentoring Program, please 
reach out to Aline Assad at Mentoring@usda.gov or visit the AMS Mentoring Program SharePoint site:
AMS Mentoring Program - Home.

We relaunched the program last Fall, and many mentoring partnerships are in place. Some protégés 
already have a mentor in mind when they register, but others request assistance finding a match. We 
have successfully matched many employees, but demand continues to be strong, and we need to 
expand our mentor cadre. 

Good mentors come from all backgrounds, experiences, skillsets, and length of time with APHIS and 
Government! As a mentor, you not only give back to the organization by developing others, but you 
also expand and strengthen your own leadership skills by sharing and providing guidance to others. 
Simply put, mentoring helps APHIS develop the wealth of talent, skill, and knowledge of its employees.

We know there are many great mentors out there – and we need you to join our Program! You can do 
that easily and quickly by submitting a Mentor Profile form, which you will find in the Mentor area of our 
SharePoint site - Partnering for Success -The APHIS Mentoring Program. The site is designed for easy 
navigation and provides guidance and resources to help support successful mentoring partnerships. 

If you have any questions regarding the APHIS Mentoring Program, please send an email to 
APHIS.Mentoring@usda.gov. 

mailto:Lara.J.Boeck@usda.gov
mailto:Mentoring@usda.gov
https://usdagcc.sharepoint.com/sites/ams/AMS-CA/Mentoring/SitePages/Home.aspx
https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/aphis-mentoring-program/SitePages/Home.aspx
mailto:APHIS.Mentoring@usda.gov
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AgLearn Tips… Did You Know…?
By Lara Boeck, MRPBS AgLearn Administrator (Lara.J.Boeck@usda.gov) 

AgLearn is USDA’s Learning Management System, which all MRP employees use to manage 
mandatory and elective professional training. Training options include internal courses, such as those 
offered by MRP’s Center for Organization and Development (CTOD) – visit the Training Calendar for 
details and registration links – as well as dynamic interactive content from Percipio/SkillSoft, LinkedIn 
Learning, Rosetta Stone, and other providers. Check out the resource links on the AgLearn Home Page 
or search the AgLearn course catalog from your Dashboard.

Although it can be fairly easy to find training through AgLearn, it is a large, complex system, and users 
inevitably have questions or encounter issues with certain functions. Luckily, assistance and solutions 
are available – read below for more details!

Ask AgLearn Now (AAN) is AgLearn’s Help Center:

Ask AgLearn Now - AgLearn Customer Support - Ask AgLearn Portal

AAN offers a keyword-searchable Knowledge Base of articles (known as KBA’s) that provide answers to 
many common questions. If you can't find what you need, you can submit a Help ticket. But before 
you do that, check out the following FAQs:

Who is my AgLearn Administrator?

Many employees are not aware that every USDA agency and program area has at least one AgLearn 
Administrator who can assist with many AgLearn issues. Click the link below to see who you should 
reach out to with AgLearn-related questions or challenges. 

AgLearn - Where can I find a local APHIS point of contact (POC) for AgLearn?

Who should I contact with questions about Scheduled Training (in-person or online) Credit or 
Registration?
Contact the course/event organizer or facilitator, usually listed in the course summary in AgLearn. If no 
contact is listed there, reach out to your AgLearn Administrator for assistance.

How Do I Enroll in/Access courses that are part of a Program (e.g., Pathways)?
Add the Program to one of your Learning Plans (IDP or Assignment Plan) by following these steps:  

Continue reading on next page…

Select a Plan from the Learning block on your Record of Learning
page, click the Programs tab, click Add Programs, find the Program 
you need, select it and Save. You will now be able to access all 
courses in the Program by using the Program link in your Learning 
block, or from the Current Learning link on your Dashboard.

mailto:Lara.J.Boeck@usda.gov
https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/Lists/Calendar/calendar.aspx
https://aglearn.usda.gov/index.php?redirect=0
https://services.usda.gov/aglearn
https://services.usda.gov/aglearn?id=kb_article_view&sysparm_article=KB00000010151&sys_kb_id=67f0f6a21bad8d502e74dd39bc4bcbd6&spa=1
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“AgLearn Tips” continued from page 21…

I’m Having Problems Completing an On-demand 
(Computer- based) Training - What should I do?

This is usually caused by connection issues. Make sure 
you are using Chrome or Edge as your browser. You    
may also want to try disconnecting from the VPN – you 
do not need to be on it to access AgLearn. 

How Can I Make Sure I Received Full Credit for 
Completing an On-demand (Computer-based) 
Training?

After completing the training, be sure to close out of the course window. Refresh your Dashboard 
page, then check the appropriate tab in your Record of Learning.

NOTE: Mandatory Trainings are either Programs or Certifications. You will see these listed in Current 
Learning or Upcoming Certifications on your Dashboard, and in your Learning block on your Record 
of Learning main page, until AgLearn records them as completed. Once completed, they will show 
in your Record of Learning.

USDA Information Security Awareness (ISA) Training:
If your access has been restricted because you did not complete this training by the due date, 
complete it ASAP (you should still have access to AgLearn on your Government device).
NOTE: Restoration of full access is automatic after the completion registers in AgLearn, though it may 
take several hours. You do NOT need to provide evidence of completion to an AgLearn 
Administrator or via a Help ticket. If your access has not been restored overnight (within 12 hours), 
please contact the CEC – Centralized Help Desk at (877) 873-0783.

If you have completed the ISA training, but a completion date is not showing (or an incorrect date 
shows) for you in AgLearn, please contact your Program Area AgLearn Administrator for assistance.

For additional information about ISA Training, see: 
AgLearn - What is Information Security Awareness (ISA) Training and who is required to complete the 
training? (usda.gov)

Who do I contact if my supervisor in AgLearn is incorrect, or I’m a supervisor and can’t see my direct 
reports (Team members) to approve IDPs or SF-182's?
AgLearn reflects supervisor data from USDA's HR system (EmpowHR). Updates are received daily but 
require processing time; changes are effective in AgLearn within 2 business days. If a supervisor change 
is needed., reach out to your EmpowHR point of contact:  AgLearn - EmpowHR Agency Points of 
Contact (usda.gov)

For additional information, see Aglearn Admin - Why can't a Supervisor select their Team Member's 
name/profile?

NOTE: If a temporary supervisor assignment is needed for someone Acting while on a TDY, contact your 
Program Area AgLearn Administrator for assistance. 

https://services.usda.gov/aglearn?id=kb_article_view&sysparm_article=KB00000010151&sys_kb_id=67f0f6a21bad8d502e74dd39bc4bcbd6&spa=1
https://services.usda.gov/aglearn?sys_kb_id=e21873221ba90190d965ea04bc4bcb2f&id=kb_article_view&sysparm_rank=9&sysparm_tsqueryId=f6c65bc71b6f0150d965ea04bc4bcb30
https://services.usda.gov/aglearn?id=kb_article_view&sysparm_article=KB00000010209&sys_kb_id=b5f777741b9915d02e74dd39bc4bcb67&spa=1
https://services.usda.gov/aglearn?id=kb_article_view&sysparm_article=KB00000010228&sys_kb_id=d2233d131b377410d965ea04bc4bcb1e&spa=1
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CAREER DEVELOPMENT COUNSELING SERVICE 
NEXT ENROLLMENT

• 10 sessions for 3 months
• Meet with a certified Career Counselor

• Need resumÉ tips?
• Want to prepare for an interview?

• Looking for other career opportunities within APHIS?
• Trying to complete your IDP?

OCTOBER 3-10, 2022

CLICK HERE TO ENROLL

CTOD Career Counseling Services Appointment Request (office.com)

Career Development Counseling Service

HAPPY NEW FISCAL YEAR
2023!

https://forms.office.com/Pages/ResponsePage.aspx?id=5zZb7e4BvE6GfuA8-g1Gl4Iyis2xNZZKnFDJ9baDcThUMjY2Q0ZNNkROOTlMSkVQUkRVM0tGVkVDRy4u
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