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As we embark on 2nd quarter of this fiscal Inside this lssue:

DIRECTOR’S

CORNER year and Congress continues to address the budget
challenges we’re facing, we in HRD continue to support HR Info 2-6
our customers who carry out the critical missions of USDA.
In line with our HR core values and the Secretary’s strategic Policy 7
vision, we are looking closely at how we conduct business and ways
to improve our processes. Whether providing advice on labor Leave &
management issues, supporting Cultural Transformation, ensuring over Comp 7-8

10,000 employees are paid, or filling mission critical positions — we continue to
look for ways to save money, work smarter, and provide high quality HR products
and services. | am sure many of you have heard about the Secretary’s Blueprint
for Stronger Services (BSS) Initiative. This year the BSS is looking for new cost
savings in the administrative areas. The BSS Initiative is evaluating a
“Marketplace Concept” where Agencies can offer their services (i.e. HR, Finance,
Logistics, Procurement, IT, etc.) and other USDA Agencies can obtain those
services through a reimbursable agreement. Not only are we supporting these
Departmental Initiatives, but we also are working on some program
improvements within Human Resources Management. We are piloting the
expansion of our leadership transition programs to reach more supervisors and
leaders that are new to the organization. We are also increasing mentoring and
coaching opportunities for our employees and expanding use of technology to
reach a larger customer base.

Personnel
Security 9

Benefits 10-11

Another key area that we will be focusing on is the Federal Employee Viewpoint
Survey (FEVS). Results have been received. USDA scored well in areas concerning
the importance of the work we do, the quality of the work and our commitment [\X/e hope that the HR\
and support for work life balance. We need more work in the areas of senior Broadcast is meeting
leadership motivation, respect for senior leaders and increased communication your needs and

. . .. . . . communicating topics of
about what's going on in the organization. FEVS data is available to all agencies interest, but ifgthel:e are

and you may want to take a moment and check it out. In the meantime, we will items you would like to
be working to obtain your feedback and ideas for improvement in those areas see included in future
where you indicated there is room for improvement. So look out for more issues, please contact our

HR Broadcast Editor,
Christina Furnkranz, at
Christina.S.Furnkranz@

aphis.usda.gov

information regarding an opportunity to share your thoughts and get involved.

Thank you for all you do for the USDA!
Marsha Wiggins; #RD Divector
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HRD EMPLOYEE OF THE QUARTER (EOQ)

HRD - Employee of the Quarter (EOQ) is designed to highlight those individuals, or groups of employees, who
exemplify the Division’s values of Excellence, Professionalism, Customer Service, and Diversity and Inclusion.
Full program details are available at this site: http://www.aphis.usda.gov/mrpbs/hr/eog.shtml

Quarterly winners will be chosen from those employees nominated for the award by
Customers, Peers, and Supervisors throughout MRP.

If you have any questions concerning the program or process,
please direct them to Terry Zietlow at 612-336-3372.
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ﬁ.f How will MRP’s transition to EmpowHR impact you?
By Nancy Bradford (Nancy.L.Bradford@aphis.usda.gov, 612-336-3391)
ON USDA and Kathy Slaga (Kathy.M.Slaga@aphis.usda.gov, 612-336-3354)
7/———

HR Enterprise
V_ MRP’s transition from EPIC (the current NFC mainframe application used by HRD
to process payroll and personnel actions) to EmpowHR is targeted for
August 2013. Prior to this transition, the HRD Classification Team will be working
closely with the EmpowHR Program points of contact to assess MRP organizational
code and position data. As it is vitally important that only valid, current data
move into the new application; old organizational codes will be inactivated and
vacant positions will be deleted.

USDA has issued guidance around the hierarchical design structure of organizational codes and reporting
markers (office type, function and organization location) that will be implemented prior to the EmpowHR
transition. The Classification Team will be using this guidance when working with the Programs on
organizational recoding and employee realighments.

The majority of employees will not be impacted by this transition. As your positions are realigned into new
organizational codes, a SF50B may be generated and stored in your eOPF.

For more information on the ONE USDA effort, please contact Kathy Slaga or Nancy Bradford at
612.336.3354 or 3391, respectively.

eRecruit EmpowHR

LERIS EOD
Online

WebTA

Future ONE USDA Current ONE USDA

Applications Applications
SF52 Workflow eOPF
HR Portal Aglearn
HR Enterprise Reporting

@

Technology At Work
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Workplace Flexibilities for 2013 Season Influenza

By Nella Roberts (Nella.H.Roberts@aphis.usda.gov, 301-851-2910)

With the flu season in full swing, HRD would like to remind both supervisors and employees

of the existing workplace flexibilities to protect our workforce while still ensuring mission

accomplishment. One of the best practices is, of course, to get -

the flu shot. Beyond the flu shot, various HR flexibilities exist :

to mitigate spreading the flu: \ \
‘W \

* Employees who are sick may use sick leave, annual leave,
earned compensatory time off in lieu of overtime pay
(comp time), earned compensatory time for
travel (CTOT), or earned credit hours.

* Employees
who have
exhausted their
leave may request
advanced sick or annual
leave and leave without
pay.

Employees may also use sick
leave when caring for a sick
family member (i.e., up to 13 days

per leave year for routine family care

orillness and up to 12 weeks for a serious health condition).

If a child is not ill but his or her child care center or school closes then annual leave or earned comp time,
CTOT, or credit hours may be used.

Employees under maxiflex may request to change their day off, request core time deviations or glide under
the work schedule in order to attend to childcare or elder care issues etc.

If necessary, teleworking may also be used in order to promote social distancing. A teleworking employee
must plan ahead to ensure that he or she has sufficient work to perform at home. If all work assignments
have been completed and the employee can no longer contribute to the agency’s mission while working
at home, then he or she must contact his or her supervisor to discuss what other work or leave options

are available.

It is important for managers to remain flexible and supportive of
employees while simultaneously ensuring mission
accomplishment. The Office of Personnel Management has also
issued general guidance which is available on the web at:
http://www.chcoc.gov/transmittals/TransmittalDetails.aspx?Trans
mittallD=5256 .

For additional guidance, please contact your servicing HR Leave
and Compensation Team Specialist, or Nella Roberts, HR Policy
Branch, at (301) 851-2910 or by email at
Nella.H.Roberts@aphis.usda.gov
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Management Rights
By Ron Dale, Labor Relations Specialist, (Ron.R.Dale@aphis.usda.gov, 970-219-3300)

From time to time questions arise about what “rights” management has in dealing with employees included in a
Bargaining Unit and represented by a Union. This brief summary is designed to provide general guidance on
what Management Rights are and discuss the Union’s role when the Agency elects to use those rights.

Management’s Rights are defined in Chapter 71 of Title 5 of the US Code; Section 7106 Specifically the law
states that management officials of the Agency have the authority to determine the mission, budget,
organization, number of employees, and internal security practices of the agency. In addition, management
may hire, assign, direct, layoff and retain or discipline employees. Management also has the right to assign
work, make determinations on contracting out, and the personnel it will use to conduct Agency operations, and
to fill positions or make appointments for promotion. Most importantly however, is the Agency’s right to take
whatever actions deemed necessary to carry out Agency mission requirements during an emergency. This is
particularly important in an emergency response Agency like APHIS.

The rights stated above are considered “reserved rights”
meaning that even if the Local Agency wanted to
negotiate away these rights, Congress has prohibited
such a move. In addition to the “reserved rights”
management also retains the right to elect to negotiate
on other topics; specifically the number, types and grades
of employees or positions assigned to any organizational
subdivision, work project, or tour of duty, or on the
technology, methods and means of performing work.

In other words, these rights may be negotiated but

only if the Agency elects to do so.

It may seem at first read that these rights are all-encompassing or that there is little room for the Union to
negotiate. The fact of the matter is that although the Agency can actually fulfill its obligations to manage by
performing all of the items addressed above, HOW the Agency carries out its rights are subject to a host of
negotiable topics. In other words, the Agency can and must do what is required of it under the statute, but the
Union has a say in addressing and negotiating how those changes are implemented.

For instance, while the agency may elect to assign Bargaining Unit employees from one area to another, or to
change employees’ shifts or to assign overtime; the protocols it follows to complete those tasks are

negotiable. A typical scenario would flow like this: 1. Management identifies a need for a change from the
status quo (the change may be driven by budget reductions, workload fluctuations, or new mission
requirements). 2. The Agency would ask for the Union’s input prior to a decision, on how best to address the
needed change. 3. The Union sends the Agency its response and typically request to bargain. 4. The parties then
set dates and times to begin discussions. 5. The parties work to resolve their concerns and draft a
Memorandum of Understanding addressing how the changes will be implemented.

Working together with the common understanding that a healthy organization respects the needs of employees
and the mission the Agency is entrusted to perform is essential to a productive and effective Labor Management
program. We are fortunate at APHIS to have dedicated Management and Union officials that are committed to
the continuing success of the Agency’s mission and making APHIS a sought-after employer.

‘f HOME Page 5 February 2013 Issue




HR BROADCAST

Collaborative Resolution Program — “Making Headlines”

By Deb Linder (Deborah.A.Linder@aphis.usda.gov, 301-851-2894)

The Workplace Resolutions and Wellness Branch
(WRWB), Collaborative Resolution Program was
recently mentioned in the New England Civil
Rights Advisory Committee (NECRAC)

January 2013, Quarterly Newsletter Issue #2.

“NECRAC sponsored an ‘Alternative Dispute
Resolution and Conflict Management’ training
event in December which was held at the
Worcester ALB Office. 85 APHIS employees
participated in the training event; including
employees from Wildlife Services and
Investigative and Enforcement Services. PPQ
Staff in Northern New England (NH, VT, ME) and
the CPHST lab (Cape Cod) were able to
participate via Live Meeting and conference call. (L to R) Jenny McMoarn, Deb Linder, Clint McFarland,
The presenter, Deb Linder, from WRWB, was Nancy Lebedzinski, and Paul Vincelette
engaging and well received!”

Here are some photos from the event:

The APHIS Collaborative Resolution Program
provides alternative dispute resolution (ADR)
services to all Agency employees. These
services are offered as early intervention
tools that employees can access and use to
develop conflict resolution strategies when
faced with workplace challenges.

Services include Mediation, Conflict Coaching,
Conflict Management Training, and Team
Assessment.

For more information about the Collaborative
— Resolution Program please contact the main
i » —7 line number at 301-851-2950, email
|.|||llv ! g i CRP@aphis.usda.gov or visit the website
f http://inside.aphis.usda.gov/mrpbs/hr/hrd

collaborative resolutions.shtml.
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It’s not too early to prepare for FY2013 Mid-Year Performance Reviews!
By Gwen Montgomery (Gwen.Montgomery@aphis.usda.gov, 301-851-2928)

The midpoint of the FY2013 performance cycle is March 31, 2013 and — as normal —
supervisors and managers must conduct mid-year performance reviews with all eligible
employees. All MRP mid-year performance reviews must be certified as complete no later
than May 1, 2013, as a result of reporting requirements set by the USDA,

Office of Human Resources Management (OHRM).

Supervisors and employees should maintain ongoing, two-way communication with employees throughout the
entire performance cycle. These conversations are crucial for accomplishing program goals and employee
performance expectations, and may ease anxiety often associated with mid-year performance review meetings.
Employees are also encouraged to prepare and submit summary reports to supervisors to ensure their
accomplishments are captured for their mid-year performance review.

Additional information on performance management is available on the Intranet at
http://inside.aphis.usda.gov/mrpbs/performance _management/performance appraisals.shtml. ltems posted
on the webpage include USDA and MRP Directives, performance management calendar, accomplishment report
tip sheet, and other helpful guides and web links for both supervisors and employees.

For additional information, please contact Gwen Montgomery at (301) 851-2928 or via email at
Gwen.Montgomery@aphis.usda.gov.

Leave Restoration

by Nella Roberts (Nella.H.Roberts@aphis.usda.gov, 301-851-2910)

Happy New Year! Did you know that if you lost annual leave in 2012 due to various
emergency situations and/or high priority work projects, you may be eligible for
leave restoration? To be eligible for possible restoration, you must meet the
following basic requirements:

* Your leave must have been scheduled, electronically or in writing, by the end of
pay period 24, 2012, December 1, 2012.

* Your supervisor must have canceled your leave in writing. The written cancellation must have included the
reason(s) for the cancellation (i.e, identified the operational emergency and explained, in detail, why the
leave could not be granted), the specific dates and hours cancelled, and must have included higher level
concurrence in the decision to cancel leave (in the form of a signature on the memo).

Lost leave may not be restored if compensatory time off in lieu of overtime pay was used throughout the 2012
leave year instead of use/lose annual leave. This does not include compensatory time off for travel or credit
hours. Your timekeeper is responsible for preparing a 2012 leave audit to include compensatory time off in lieu
of overtime pay. Programs have the authority to restore leave lost due to operational emergencies (exigencies
of the public business). Leave lost due to illness must be forwarded to HRD for restoration consideration.

Guidance on the leave restoration process is available on the web at:
http://inside.aphis.usda.gov/mrpbs/publications/tod self study/use lose.shtml.

A checklist for requesting restoration is also available on the web at:
http://www.aphis.usda.gov/mrpbs/publications/hr _desk guide/4630/4630sbse.shtml#tchecklist.

For additional guidance or questions, contact Nella Roberts, HR Policy Branch (see contact info. in header).
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W-2 Information
By Cindy Hadlich (Cindy.L.Hadlich@aphis.usda.gov, 612.336.3310)

National Finance Centers (NFC) Employee Personal Page (EPP). The paper copies
will be mailed to each employee by the end of January.

Please compare the information on your Statements of Earnings and Leave against
your W-2. Your W-2 will reflect all salary paid from pay period 25/2011, through
pay period 25/2012. In addition, please read through the additional pages sent
with your W-2. There is excellent information regarding each block on the W-2.
The answer to your questions may be found there.

Please pay close attention to box 12. There may be some new information this
year in that box depending upon your salary deductions. The additional pages
explain each code listed in that box very well. Please see below for some
information.

Box 12

C. Taxable Life Insurance The amount of taxable group-term life insurance.

D. 401K TSP The amount of Thrift Savings Plan (TSP) deductions, Federal, and non-Federal
TSP catch-up deductions.

E. 403B TIAA The amount of elective deferrals under a section 403(b) salary reduction
agreement.

P. Moving Allowance NT The 2012 moving allowance amount not taxed.

W. HSA Employer contributions to your Health Savings Account. Report on Form 8889,
Health Savings Account (HSA). Also, amounts the employee elected to
contribute to an HSA, using a section 125 (cafeteria plan), are reported here.

AA. 401K Roth Designed Roth contributions under a section 401(k) plan.

BB. 403 B Roth Designed Roth contributions under a section 403(b) plan.

‘DD. Employer Health Coverage Total cost of health coverage.
A

Please Note: The code DD is the total cost of employer-sponsored health coverage. The reporting in Box 12,
using Code DD, of the cost of employer-sponsored health coverage is for your information only.
The amount reported with Code DD is not taxable.

If you have any questions, or if you have not received your W-2 by February 15, please contact your Civilian
Pay Technician on the Leave and Compensation Team in Human Resources.
http://www.aphis.usda.gov/mrpbs/contact us/downloads/Ict.pdf

‘f HOME Page 8 February 2013 Issue



http://www.aphis.usda.gov/mrpbs/contact_us/downloads/lct.pdf

HR BROADCAST

ANNUAL REFRESHER SECURITY
TRAINING FOR EMPLOYEES
HOLDING SECRET OR TOP

SECRET CLEARANCES
By Tom Lewis

(Thomas.L.Lewis@aphis.usda.gov,
612-336-3296)

National Security Information (CNSI). This training is
mandatory in order to maintain current access to
CNSI. Failure to complete this training will result in
the suspension of any access to CNSI at the
employee’s parent organization as well as at external
organizations (where a clearance has been passed).
This includes the suspension of access to any security
containers, secure rooms and any secure computer
systems. Consequently, having an adverse effect on
an employee’s ability to perform daily duties.

Previously employees had a choice of taking the on-
line AglLearn course or one conducted through
Security POCs within their Agency (AMS, APHIS, or
GIPSA). However, the Department’s Security Branch
has resumed oversight and when it is time to
complete this requirement, employees will now
receive an email from USDA’s Personnel and
Document Security Division (PDSD) with instructions
on how to complete the training through AglLearn. If
you have any questions about this process or would
like to discuss this requirement further, please
contact one of USDA’s Special Security Officers at
(202) 720-7373. If your position no longer requires
access to classified information, please contact the
APHIS Personnel Security Officer, Dru Dukart,

at (612) 336-3289.

aglearn+
o adding to your knowledge

HOME

LINCPASS 5-YEAR CREDENTIAL/CARD
RENEWALS
By Dru Dukart (Dru.J.Dukart@aphis.usda.gov,
612-336-3289)

Personnel Security staff is
initiating card renewal
requests in GSA’s
USAccess System for MRP
employees whose 5-year
LincPass card expiration
date is approaching.
Employees with LincPass
Credentials due to expire

DEC2017

USDA

Amagecn

within 90 days will receive fﬂi
two instructional email JTTD
notifications from 9 J

HSPD12Admin@usaccess.gsa.gov. The first email
(Subject: USAccess Credential Renewal Notification)
will state a new credential has been requested;
provide the date the current credential is going to
expire as well as information pertinent to the
renewal process. Employees are asked to pay
particular attention to IMPORTANT dates and
SPECIAL INSTRUCTIONS regarding the new
credential. If ignored, the credential will expire and
employees will have to re-enroll to obtain a new
credential.

The second email, (Subject:
USAccess Renewal Credential
Ready for Pick Up) is sent once
the new credential has been
printed, delivered, and checked
in by the credentialing site

2013 Issue

Februar



mailto:HSPD12Admin@usaccess.gsa.gov
http://www.fedidcard.gov/

() BENEFITS

What’s happening in the world of Federal Employees’ Benefits?

@ ZZ By Peigi Enzler (Peigi.Enzler@aphis.usda.gov, 612-336-3283)

Looking back at 2012...

Most people would say that looking back at what has happened in the past year is a good way to gain a
perspective of what’s to come in the New Year. Here are a few highlights from 2012:

e Last April, the Office of Personnel Management (OPM) acknowledged a backlog of 60,000 retirement
applications and, in an effort to improve the processing time of retirement applications,
proposed a customer service plan designed to reduce the backlog by July of 2013.
In December, OPM reported that this backlog had been reduced to 26,402 applications.
This is great news for retirees as this demonstrates that OPM is progressing towards their goal of providing
90% of retires their full annuity within 60 days of retirement!

* The Thrift Savings Plan Board introduced the Roth TSP option in May.
As thoughts of potentially higher tax rates weigh on the minds of
employees, the opportunity to contribute to a Roth TSP provides
employees the option to diversify their future tax liabilities. Simply
put, the Roth TSP option allows eligible employees to pay taxes on
current contributions and later withdraw those contributions and their
earnings tax-free. Additional information is available at

https://www.tsp.gov/whatsnew/roth/compareRoth.shtml. If you
want to make a change to your Traditional or Roth TSP account, please
use the National Finance Center’s (NFC) Employee Personal Page (EPP).
Please review your EPP election carefully. The Traditional and Roth TSP
elections are independent of one another. To enroll, make a change,
or cancel a contribution, you must complete a separate action for each
type of account. If you choose to complete a TSP-1 or TSP-1C form,
please make sure to clearly indicate your election for both your Traditional and your Roth TSP accounts.
Election forms should be faxed to Benefits in Minneapolis at (612) 336-3545.

¢ December 31, 2012 marked the end of the Non-foreign Area Retirement Equity Assurance (NAREA) provision
of the National Defense Authorization Act of 2010. This provision allowed employees who worked outside of
the contiguous 48 states and who were receiving a Cost of Living Allowance (COLA) to make a deposit to have
a portion of their COLA credited as basic pay for annuity computation purposes. Formerly, COLA’s were not
considered part of basic pay which meant employees receiving COLA’s received a less generous retirement
benefit. 2012 marked the end of a three year phase-in period in which employees were transitioned from
COLA to locality pay, thus providing these employees the same annuity entitlements as employees already
receiving locality pay.

* Lastly, in continued cost saving efforts, APHIS and GIPSA offered employees an opportunity to separate
under a Voluntary Early Retirement Authority (VERA) and/or an opportunity to separate from service with a
Voluntary Separation Incentive Payment (VSIP) or “buy-out”. Close to 100 of our coworkers took advantage

of this opportunity and separated from service last spring.
Continue to page 11 “Looking forward to 2013...”
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Continued from page 10

Looking forward to 2013...

The perspective gained: employees need to be aware of changes that affect
their finances and should review their financial needs and retirement saving
plans annually.

A major change to the Flexible Spending Account (FSA) programs took effect in
tax-year 2013 due to a change in IRS code. The amount employees, federal or
private, can allocate to health care FSA’s was reduced from $S5000 to $2500.
Another change which occurred for 2013 was the expiration of the Federal Tax Relief Act of 2010, which
returned the withholding percentage for Social Security taxes to 6.2% from the temporarily reduced withholding
of 4.2%.

Be sure to review your Earnings and Leave Statement (ELS) and make any necessary adjustments early in the
year (e.g. tax withholdings, TSP contributions etc.) The ELS is available on the NFC’s EPP at
https://www.nfc.usda.gov/epps/. According to the NFC, EPP’s technology has been upgraded to support its use
on mobile devices. NFC recommends using Internet Explorer 8 or newer, or the latest version of other web
browsers such as Firefox, Chrome, Safari, and Opera.

The 2013 Employee Personal Benefit Statement is going green! The Statement, which is usually mailed to
employees in early April, will only be available on online through EPP beginning this year. Watch for an email
indicating the statements are ready. Employees are encouraged to access the Statement to review their benefit
and retirement information while planning for retirement. Aglearn offers online classes to employees who
want to know more about how to plan for retirement.

The passing of Public Law 112-96 Section 5001, the Middle Class Tax Relief and Job Creation Act of 2012,
established that all new employees, hired after December 31, 2012 and who are eligible for retirement coverage
will be automatically placed under the Federal Employees Retirement - Revised Annuity Employees (FERS-RAE)
system. Under FERS-RAE, the percentage of employee contributions to the Civil Service and Disability
Retirement Fund will increase from 0.8% to 3.1%. Former federal employees who are rehired on or after
January 1, 2013 and who have less than 5 years of creditable or potentially creditable service as of

December 31, 2012 will also be covered under FERS-RAE.

As the year progresses there may be more changes to benefit entitlements. OPM’s newly updated website at
Www.opm.gov is a great place to find information about your retirement and health insurance benefits.

Looking beyond 2013...
Watch for more information on two recently enacted changes to retirement entitlements.

On January 1, 2014, employees retiring under the Federal Employees Retirement System (FERS) will start to
receive 100% credit for their sick leave balance in the computation of their annuity. Employees covered under
the Civil Service Retirement System (CSRS) already receive full credit for sick leave balances at the time of
retirement.

Also, phased retirement is on the horizon! Congress passed P.L. 112-557 on July 6, 2012 which made it possible
for employees to receive a phased retirement annuity and continue to receive pay for part-time work in their
federal job. OPM is currently working on regulations to implement this program.

The HRO Benefits team in Minneapolis wishes you a Happy New Year! Please contact us with your insurance and
retirement related questions throughout the year.
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