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Hidden Disabilities and Reasonable Accommodations 
By Sherri Sirotkin (Sherri.Sirotkin@aphis.usda.gov, 301-851-2949) 

The majority of people with disabilities don’t look “sick” or 
“disabled”! When we see someone in a wheelchair, or using a 
walker, or a white cane we all understand that the individual has a 
physical impairment that is impacting a major life activity.  In the 
workplace, we “get it” and know that this individual probably needs 
some type of accommodation, we may even ask the individual if they 
need assistance reaching their destination. 

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, like cancer or seizures.  
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, 
 Chronic Pain 

 Dizziness 
Cognitive 

 Dysfunction 
Learning 

 Differences 

 Extreme Fatigue  Weakness  Mental Disorders 
Hearing or Vision 

Impairment 

Diabetes Crohn’s Disease/Colitis Cancer 
Hearing or Visual 

Impairments 
Multiple Chemical 

Sensitivities 
Anxiety 

Traumatic Brain Injuries Learning Disabilities Bipolar Disorder 
Lupus Fibromyalgia Depression 

Post-Traumatic Stress Disorder 

Examples of hidden disabilities include: 

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 Sherri Sirotkin at 301-851-2949 or David Walton at 301-851-2936. 

mailto:Sherri.Sirotkin@aphis.usda.gov


HR BROADCAST 

Page 2 HOME May 2012 Issue 

Employees receive a copy of Departmental Regulation 4070-735-001, Employee Responsibilities and Conduct, at 
the beginning of the performance year and acknowledge they have received a copy when they check the box and 
sign their name on Form AD 435 Performance Appraisal. 
  
Government-operated vehicles (GOVs) must be used for official government business – no limited personal use of  
any type is allowed.  GOVs and related property may include, but is not limited to:  Trucks, Cars, ATV’s, Trail Bikes, 
Motorcycles, Boats/water vehicles and Campers/Trailers of any kind, and rental cars and vehicles. 

Dos and Don’ts for Government Owned or Leased Vehicles and Property Use 
By Rene Wing (Rene.E.Wing@aphis.usda.gov, 970-494-7416), 

Taryn McCaughey (Taryn.K.McCaughey@aphis.usda.gov, 970-494-7419), 
and Coleen McMurphy (Coleen.P.McMurphy@aphis.usda.gov, 612-961-6212) 

DO’s 
 Only employees who conduct official business in support of official  Agency duties may operate a GOV. 
 Personal GOV use is authorized only when  in response to a highly unusual circumstance which presents a 

clear and present danger, or when emergencies exist 
 Do have a valid state-issued motor vehicle operator’s license on you at all times of operation. 
 Only persons specifically traveling for the benefit of the mission may ride in GOV’s. 
 Do obey all traffic laws and inform your supervisor of any tickets you receive. 
 You must immediately report accidents to your supervisor. 
 You are personally responsible for all fines and tickets. 
 Do use your vehicle for official business only. 
 Do wear your seat belt at all times. 
 When in doubt, ask your manager.  

  
DON’TS 

You may not smoke in a GOV at any time. 
You may not transport friends or family members in GOV’s. 
You may not transport or consume alcohol or illegal drugs in any GOV at any time. 
You may not use GOVs as transportation to breakfast, lunch or dinner when working in an office. 
You may not use a GOV for doctor’s appointments, personal shopping or running personal errands, unless 
on TDY (refer to Travel Regulations). 
You may not have animals in a GOV unless the presence of an animal is work-related or approved for use as 
an authorized assistance animal. 
You may not at any time transport children in a GOV, even if during an APHIS activity.   This also means you 
may not drop them off or pick them up from school, day care, or other activities even if it is on your way to 
or from work.  
Do not transport firearms or explosives in a government owned or leased vehicle.  The only exception to 
this rule is for those employees authorized to use these items in the performance of official duties. 

 
Resources:  

• USDA Departmental Regulation 4070-735-001 Employee Responsibilities and Conduct;  
• Departmental Regulation 5400-005, Use of Government Vehicles for Home to Work;  
• MRP Motor Vehicle Manual – MRP 5400; 
• MRPBS Publications - Human Resources Desk Guide, Subchapter 4630,Absence and Leave, GOV Use;  
• USDA MRP Administrative Notice APHIS 11-1, 11/16/10 Off Highway Vehicles, Powered Equipment, 

and Boating Safety.  

mailto:Rene.E.Wing@aphis.usda.gov
mailto:Taryn.K.McCaughey@aphis.usda.gov
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The VR&E’s NPWE is a work training program that provides eligible disabled veterans work  
experience designed to provide skills that should help them qualify for employment.   
(This is not to be confused with the Student Intern Program; most veterans in the NPWE  
are not students.)   The NPWE Program is established for a minimum of 90 days and may be  
extended to up to 9 months with approval from the veteran’s Employment Coordinator.  The Veterans 
Administration pays each veteran a modest monthly stipend in addition to their disability benefits.  USDA incurs 
no expense (except for the cost of a background check) but the agency is obligated to provide leadership, 
mentoring, and constructive feedback.  (Although the veterans are not agency employees, they are not 
considered volunteers.  Additionally, if a veteran intern is injured on the job, MRP pays the workers’ 
compensation costs.) 
  
The benefits to USDA MRP for the program are: 
• The VA refers qualified veterans to the employer 
• The employer interviews the veteran prior to the NPWE 
• The employer incurs no cost except for a security check 
• The NPWE participant does not count toward the number of full-time employees (FTE)  
• Employer has the VA support during the NPWE to assist with veteran training related needs 
• The employer does not pay a salary to the veteran; the VA provides a monthly subsistence allowance paid 

directly to the veteran  
• Federal employers may use Veterans Hiring Authorities to directly hire NPWE participants without a 

competitive recruitment 
  
How does this program work?  The programs will work with the Employment Coordinator to interview veterans 
for the NPWE program selection; work with VR&E to establish training objectives; conduct appropriate on-the-
job training; and provide evaluation reports, normally on a monthly basis.  MRP has the opportunity to evaluate 
the veteran before hiring him/her for a permanent position.  Though the Agency is under no obligation to hire 
the veteran, the goal of this program is for the veteran to obtain full time, permanent employment in the office 
where he/she is placed, or in a similar office, using a non-competitive Veterans Hiring Authority.  Appropriate 
types of work would include administrative, clerical, professional, technical, or wage grade jobs.   
  
Additionally, the Selecting Official must:  
• Review resumes received for consideration and interview, as appropriate 
• Make a selection and pass the information to the Staffing Specialist 
• Work with VA, VR&E staff to establish training objectives 
• Provide a training outline, identify tools and equipment needed 
• Request a background investigation and LincPass. 
• Conduct appropriate on-the-job-training 
• Provide professional development, mentoring, supervision  
      and leadership 
• Submit required monthly evaluations  
  

Understanding MRP Hiring Promotion Processes Department of Veteran Affairs 
(VA) Vocational Rehabilitation & Employment (VR&E) 

 Non-Paid Work Experience (NPWE) Program 
By William Bryan (William.K.Bryan@aphis.usda.gov , 612-336-3366) 

Contact your Program Staffing 
Specialist.  Will Bryan, who works 
in HR Staffing as the Veterans 
Employment Emphasis 
Coordinator, can also provide 
assistance at (612) 336-3366 or 
email: 
william.k.bryan@aphis.usda.gov.  
A Q&A Fact sheet on the NPWE 
Program can be seen at 
http://inside.aphis.usda.gov/mrpb
s/veteran/index.shtml  

mailto:William.K.bryan@aphis.usda.gov
mailto:william.k.bryan@aphis.usda.gov
http://inside.aphis.usda.gov/mrpbs/veteran/index.shtml
http://inside.aphis.usda.gov/mrpbs/veteran/index.shtml
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Lost annual leave may be restored beginning pay period 1 of each new leave year.  
It is important for both employees and Resource Management Staffs (RMS) to ensure 
that all of the needed documentation is present before submitting it to the approving 
official for restoration. To restore leave, follow the restoration process below. 
Additional information on the restoration process is found at: 
http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/use_lose.shtml.  
 
 
If you have questions, contact Nella Roberts directly. If you would like HR to handle the 
restoration for you, email the documents to Nella. 

Step Who? Does What? 

1 Employee Collects the necessary documentation and forwards it to the RMS.  Documents: Leave Request, 
Cancellation Memo, 2011 Leave Audit, and WebTA printouts for date(s) leave was cancelled. 
*NOTES* Ask your timekeeper to prepare your 2011 leave audit.  Include annual leave and 
compensatory time off in lieu of overtime pay (comp time).  

2 RMS Makes sure the leave slip is dated before the end of pay period 23, 2011. 
*NOTES*  If it is does not meet the scheduling deadline then the leave may not be restored.  
Go directly to step 6. 

3 RMS Determines if the cancellation memo explains and justifies that an emergency (operational 
exigency) occurred requiring leave cancellation.  Ensures the next level supervisor concurred in the 
decision to cancel the leave. This must be evidenced on the cancellation memo.  
*NOTES*  A good example of an emergency is a disease outbreak that occurs in late November. 
Poor reasons for restoration are an abundance of work or the absence of another employee. These 
situations alone are not enough to justify and/or warrant leave restoration.   
If there is no concurrence on the memo, in the form of a signature etc., have the concurring official 
sign/date the document to indicate s/he was consulted and agreed in the decision. 

4 RMS Checks the WebTA printouts to ensure that leave was not taken on the date(s) leave was cancelled.  
*NOTES*  If, for example, previously restored annual leave, credit hours, comp time were used on 
the date(s) leave was cancelled then the leave may not be restored. Go directly to step 6. 

5 RMS Reviews the leave audit ensuring comp time was not used before use/lose annual leave. 
*NOTES*  If it was, leave may not be restored, however the WebTA records may be changed to 
reflect use/lose annual leave used instead.  The  comp time is then put back into WebTA for future 
use or is paid out, as appropriate.  

6 RMS Prepares the appropriate response memo and AD-582, if appropriate. 
Submits the letter, the AD-582, and the supporting documentation to the approving official.  
*NOTES*  Sample memos:  
Approval: http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/sample_approval.shtml  
Denial:  http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/sample_denial.shtml 
Partial Denial: 
http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/sample_partial_denial.shtml 

7 Approving 
Official 

Signs the memo and the AD-582, if appropriate.  Forwards a copy to the employee, the employee’s 
timekeeper and supervisor, and the servicing personnel office. 

mailto:Nella.Roberts@aphis.usda.gov
http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/use_lose.shtml
http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/sample_approval.shtml
http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/sample_denial.shtml
http://inside.aphis.usda.gov/mrpbs/publications/tod_self_study/sample_partial_denial.shtml
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Section B subsection g was updated to clarify that once Form AD-581, Lump Sum Leave or Compensatory Time 
Payments, is completed, the “management official with the authority to approve time and attendance records” 
must sign the document to initiate payment. The documentation is then forwarded to the Servicing Personnel 
Office for processing.   

See: http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630sbsg.shtml#doc 

Section I was updated to add that an employee who “serves at a post for which payment of a foreign or 
nonforeign  . . . differential of 20% or more is authorized . . . “ earns 15 days of home leave 
while serving abroad.   

See: http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630seci.shtml#home 

TALX:  The Work Number for Everyone 
By Margaret McKinney  

(Margaret.K.McKinney@aphis.usda.gov , 612-336-3334) 

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 (voice and TTY). 

Section D was updated to reflect the Department’s definition and correct use of the terms administrative leave 
and excused absence. The update also reflects the latest in weather emergency guidance for both 
headquarters and field employees.  

See: http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630secd.shtml 

                                               This is a nationwide employment verification 
                                               service that banks, loan processors, etc. can  
                                               contact to verify the employment of an MRP  
employee.  The service is provided by TALX Corporation with assistance of the National Finance Center.   
When using this service, employees need to provide the caller with the Company Code and PIN number.   
The Company Code for MRP employees is  10284 and the PIN number is the month and day of the employees’ 
birthday, e.g. 0828 (August 28).  

mailto:Nella.Roberts@aphis.usda.gov
http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630sbsg.shtml
http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630sbsg.shtml
http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630sbsg.shtml
http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630seci.shtml
mailto:Margaret.K.McKinney@aphis.usda.gov
http://www.aphis.usda.gov/mrpbs/publications/hr_desk_guide/4630/4630secd.shtml
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New Occupational Series GS-0306 
By James Jackson (James.E.Jackson@aphis.usda.gov, 612-336-3624) 

OPM released the final Position Classification Flysheet for the  
Government Information Series, 0306 in March of 2012.  This new 
series includes positions responsible for administering, analyzing,  
supervising, or performing work involved in establishing, disseminating 
or managing Government information i.e.; Freedom of Information Act 
(FOIA) and Privacy Act.   The Government Information Series promotes 
transparency as well as accountability in providing American citizens  
with easier access to government information. 
 
The majority of MRP employees who currently perform these duties are classified under the occupational series 
0301 (Miscellaneous Administration and Program Series).  OPM requires agencies to apply the new standard to 
covered positions within 12 months of the issuance.  Preliminary reviews of affected positions in MRP created no 
change in grade level for positions currently performing this work, though all positions will require a  
reclassification into the new series and will receive new titles.  

Mixed-Series and Mixed-Grade Positions 
By Tom Lehner  (Thomas.D.Lehner@aphis.usda.gov, 612-336-3291) 

Good position management is a constant goal for management.   
These changing times bring an emphasis on restructuring and  
reorganizations to improve efficiency and reduce costs.  As a result,  
certain positions may contain mixed work of more than one series or  
grade level under practical conditions.  There are many reasons for this, 
including offering flexibility by incorporating a variety of functions into  
a position, addressing insufficient levels of work in a specific series or  
                       grade level, or aiding the efficiency and effectiveness of  
                          the organization. 
 
                           When restructuring a position based on mixed series or  
                          grade provisions, supervisors need to keep in mind that a 
                         minimum of 25 percent of the workload is necessary to  
                      warrant the assigned grade.  Factors involved in  
                   determining the proper series include:  
 

• reason(s) for the position’s existence 
• organizational function 
• paramount knowledge required for the position  
• recruitment sources 
• lines of promotion   

If you need assistance in restructuring positions, please contact your servicing Classification Specialist. 

APHIS  - AMS - GIPSA 

mailto:James.E.Jackson@aphis.usda.gov
mailto:Thomas.D.Lehner@aphis.usda.gov
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/HRO_APHIS.pdf
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/HRO_AMS.pdf
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/HRO_GIPSA.pdf
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Telework: Proper Time and Attendance Coding in WebTA 
By Tara Coker (Tara.L.Coker@aphis.usda.gov, 301-851-2883) 

May 2012 Issue 

USDA is committed to being an organizational champion to support telework and tracks each agency’s telework 
percentages through WebTA.  In order to meet the telework goals set by the Department, it is very important that 
all time and attendance (T&A’s) are coded appropriately whether you telework on a regular basis or on an adhoc 
basis.  MRP employees have done a fantastic job complying with these instructions, but there may be some 
confusion as to exactly which Telework Codes (TC) are to be used.  
  
Within WebTA, employees are given the choice of selecting from 7 TC Descriptor Codes to go along with the 
Telework 01 TC Code.  The following table illustrates the telework codes as they are shown in  
WebTA with their definition:  

TC Code TC Descriptor Code Definition 
01-01 11 Reg Time - Telework 
01-01 12 Telework Alt Site < = 2 Days 
01-01 13 Telework Alt Site > 2 Days 
01-01 14 Telework Home 
01-01 15 Telework Home < = 2 Days 
01-01 16 Telework Home > 2 Days 
01-01 17 Telework Other 

Of the 7 TC Descriptor Codes employees should only be utilizing the following 2 telework codes, as highlighted in 
the table above:  
 
• 01-01 Reg Time-Telework if you telework on a regular or recurring basis 
• 01-01 Telework Other if you telework on an unscheduled or adhoc basis 
 
You may be asking the question, “Why include all 7 Telework Codes in WebTA verses just the 2 that should be 
used?” - Here’s the answer:  WebTA is a Web-based application that was specifically developed by the National 
Finance Center (NFC) to support the Federal workforce time and attendance process. Because WebTA interfaces 
with NFC and USDA isn’t the only Federal agency that utilizes the system, we cannot add or delete Transaction 
Codes or Transaction Descriptor Codes. 
 
Please work with your timekeeper to ensure that you are properly coding your T&A’s for all your telework hours. 
 
For more information regarding Telework, please click here: 
http://inside.aphis.usda.gov/mrpbs/hr_telework.shtml   
 
If you have any questions with WebTA, please contact the Leave and Compensation Team.   
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/lct.pdf 

mailto:Tara.L.Coker@aphis.usda.gov
http://inside.aphis.usda.gov/mrpbs/hr_telework.shtml
http://www.aphis.usda.gov/mrpbs/contact_us/downloads/lct.pdf
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Preparing For Retirement Throughout Your Federal Career- 
Part Two- Middle Career 

By Laura Frantes (Laura.L.Frantes@aphis.usda.gov, 612-336-3312) 

HOME May 2012 Issue 

Employees in their middle years of federal employment may find 
themselves stretched financially when trying to save for retirement,  
especially if they have increasing financial demands due to caring for aging parents, paying college tuition for 
children, or experiencing changes in their work or home situations.  Making adjustments to your financial 
planning practices, as well as exploring some lesser known options for federal employees may help keep you 
saving towards a sound financial retirement.  In this article, we will explore options that are available to all 
federal employees, but may be of particular interest to employees facing some of these financial challenges.   
 
Were you aware that the Thrift Saving Plan (TSP), a 401(k)-type retirement saving plan, allows TSP Loans as well 
as In-Service Withdrawals?  The TSP loan program allows employees to borrow against their personal TSP 
contributions and associated earnings to request a general purpose loan, a residential loan, or both.  Loan 
repayments are made through payroll deductions and you pay yourself back, with interest, for any loans you 
take.  Employees requesting TSP loans should be aware that while TSP contributions are made with pretax 
dollars, TSP loan repayments are made with after-tax dollars.  In some instances, this could mean that it may be 
wiser to seek a loan from sources other than your TSP.  For specific information on TSP Loans, see the program 
brochure at https://www.tsp.gov/PDF/formspubs/tspbk04.pdf 

Continue to page 9 

TSP In-Service Withdrawals can be of two types: an age-based in-
service withdrawal, or a financial hardship withdrawal.  To qualify  
for age-based in-service withdrawal, you must be at least age 59 ½ 
and must be vested in the TSP funds you withdraw.  To be eligible 
take a financial hardship in-service withdrawal, you must 
demonstrate a financial need caused by a limited number of 
conditions, such as medical expenses.  Unlike TSP loans, in-service 
hardship withdrawals cannot be repaid.  Also, any TSP withdrawals 
are subject to taxes and penalties according to IRS law.  For more 
information on TSP In-Service Withdrawals, vesting requirements, 
and tax implications, refer to the program brochure at 
https://www.tsp.gov/PDF/formspubs/tspbk12.pdf 
 
Employee should watch for the upcoming Roth TSP option.  This 
option will allow you more flexibility in the tax treatment of your 
contributions and their earnings.  While contributions to a regular 
TSP are made with pre-tax dollars, contributions to a Roth TSP are 
made with after-tax dollars.  And unlike regular TSP contributions 
and their earning, which are taxed upon withdrawal, Roth TSP 
contributions can be withdrawn tax-free.  Roth TSP earnings will  
also be tax-free as long as you are at least 59 ½ and your withdrawal 
is made at least 5 years after the beginning of the year in which you 
made your first Roth contribution.  To learn more about the Roth  
TSP and whether it might be right for you, please visit 
https://www.tsp.gov/whatsnew/roth/index.shtml 

mailto:Laura.L.Frantes@aphis.usda.gov
https://www.tsp.gov/index.shtml
https://www.tsp.gov/PDF/formspubs/tspbk04.pdf
https://www.tsp.gov/PDF/formspubs/tspbk04.pdf
https://www.tsp.gov/PDF/formspubs/tspbk12.pdf
https://www.tsp.gov/whatsnew/roth/index.shtml
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Preparing For Retirement Throughout Your Federal Career – Part Two – Middle Career 
Continued from page 8 

request reimbursement for expenses incurred for anyone you claim as a dependent on your taxes, as long as they 
are under age 13 or unable to care for themselves.  Reimbursable defendant care expenses must have been 
incurred so that you and your spouse, if not the disabled dependent, could work, look for work, or go to school.  
Flexible Spending Account elections are made annually during the Benefits Open Season.  
 
Most financial planners consider long term care Insurance to be an area of underinsurance for most families.  
Many recommend purchasing long term care insurance by the time you are in your 50’s, but early enrollment can 
provide security in the event that you become eligible for long term care benefits at a younger age.  Under the 
Federal Long Term Care Insurance Program (FLTCIP), premiums are based on your age at the time you enroll, 
which may also be a consideration when deciding at what age to enroll in the FLTCIP.  Were you aware that the 
FLTCIP is available to your parents, step-parents, and parents-in-law?  By enrolling your aging loved ones in the 
FLTCIP before they become medically unfit for coverage, you can ensure they have additional financial resources 
available in the event they become disabled under the program.  The FLTCIP can even pay you for assistance you 
provide them in their home, or in your home, if they begin living with you after becoming eligible for benefits.  
While the cost of premiums is higher for older enrollees, FLTCIP plans can be tailored to keep premiums cost 
down while still providing some additional coverage.  Since Medicare and most health insurance will not cover 
long term care, having FLTCIP coverage can go a long way towards protecting your, and your loved ones, financial 
assets.  Are you interested in learning more?  Enroll in a FLTCIP webinar at:  
http://www.ltcfeds.com/meet_us/webinars.html 
 
A final tool that you may find useful when exploring ways to best meet your financial needs now and in the future 
can be found at:  http://www.dallasfed.org/assets/documents/cd/wealth/BuildingWealth.swf Being aware of the 
programs and resources that are available to you as a federal employee can help prepare you for the surprises 
and difficulties that life can sometimes bring.  Making informed decisions in response to life’s challenges will help 
keep you on track towards obtaining a healthy and financially secure retirement.     

With the passage of the Patient Protection and Affordable Care Act (ACA) 
in 2010, children can remain covered under the Federal Employees 
Health Benefits Program (FEHB) until age 26.  THE ACA also removed the 
requirement that children or step-children be living with you, and 
unmarried to remain on your FEHB plan.  Foster children must still meet 
financial dependency requirements, and be living with you to remain 
covered as eligible family members under your FEHB plan.  An additional 
change under the ACA allows you to claim eligible health care expenses 
under your Health Care Flexible Spending Account for children through 
the end of the calendar year in which they turn 26.  You may wish to look 
at the health care needs of your family to decide if these new laws can 
help you save money in health care costs.  FEHB enrollments, or changes 
to enrollments, can be made during the annual Benefits Open Season.  
 
Are you caring for an aging parent?  Do you have a spouse that is 
mentally or physically incapable of caring for themselves? Many federal 
employees are not aware that contributions made to a  
Dependent Care Federal Flexible Spending Account can be used to 

http://www.ltcfeds.com/index.html
http://www.ltcfeds.com/meet_us/webinars.html
http://www.dallasfed.org/assets/documents/cd/wealth/BuildingWealth.swf
http://www.opm.gov/insure/flexible/aca/
http://www.opm.gov/insure/health/
http://www.opm.gov/insure/health/
https://www.fsafeds.com/fsafeds/index.asp
https://www.fsafeds.com/fsafeds/SummaryOfBenefits.asp
https://www.fsafeds.com/fsafeds/SummaryOfBenefits.asp
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Electronic Fingerprinting Capabilities 
By Dru Dukart 

(Dru.J.Dukart@aphis.usda.gov, 612-336-3289) 

May 2012 Issue 

MRP Human Resources is proud to announce that a 
Fingerprint Transaction System (FTS) has been 
installed at the Minneapolis MRPBS site.  This system 
allows HR’s Personnel Security staff to submit 
fingerprint searches electronically through OPM to 
the Criminal Justice Information Service (FJIS) 
Division of the FBI.  All electronic submissions are 
checked to ensure compliance with the FBI’s 
Electronic Fingerprint Transmission Specification 
(EFTS) and will subsequently speed up the processing 
time for advanced fingerprint reports from OPM.   
This will be most beneficial when MRP goes on-line 
with USDA’s new on-boarding process.   
 
The Minneapolis work station has both Live-Scan and 
flat scanner capabilities.  The flat scanner allows 
continued submission of the hard copy fingerprints 
received from remote field locations.  
 
In the very near future, Riverdale, Fort Collins, 
Raleigh, Ames, and Washington, DC will also have 
the Live-Scan capabilities.  MRP Human Resources is 
asking program managers in the Fort Collins and 
Raleigh locations to help with administering the Live-
Scan fingerprinting services.  The individuals should 
be chosen from those who typically oversee the on-
boarding process of their new employees.  Managers 
are encouraged to contact Dru Dukart at 
Dru.J.Dukart@aphis.usda.gov or 612-336-3289 for 
further information, including upcoming training 
opportunities. 

Early Learning Requirements for  
Experienced APHIS Supervisors,  

Managers, and Executives 
By Kathy Trickey 

(Kathy.Trickey@aphis.usda.gov, 301-851-2932) 

APHIS is now using AgLearn to record compliance 
with the APHIS policy requirement that all 
supervisors, managers, and executives must 
complete 24 hours of continual learning each fiscal 
year.  You will now see a new item -  “APHIS-4315” - 
in your AgLearn To-Do List to help you monitor 
compliance with that requirement. 
  
For the policy and information on the ways to meet 
the annual learning requirement, go to the APHIS 
Issuances Library on the APHIS website and scroll 
down to number  4315.1.  Complete your 24 hours of 
continual learning activities according to the 
guidelines.  Then, go into AgLearn, launch the item in 
your AgLearn To-Do List, read the statement, and 
check the box to certify completion.   You need to 
complete your 24 hours of continual learning by 
September 30, 2012. 
  
In October, 2012, you will find a new annual learning 
requirement appear for fiscal year 2013. 
  
The MRPBS-Training and Development Branch (TDB) 
is offering a webinar on July 17, 2012 on the topic of 
Training Requirements and Resources for APHIS 
Supervisors, Managers, and Executives to give details 
on the policy and resources to meet them. Click here 
to register for the July 17th webinar. 
  
Questions?  Call MRPBS-TDB on 301-851-2932 or 
301-851-2947. 

The following training article applies to  
APHIS Employees Only… 

mailto:Dru.J.Dukart@aphis.usda.gov
mailto:Dru.J.Dukart@aphis.usda.gov
http://www.aphis.usda.gov/library/directives/
http://www.aphis.usda.gov/library/directives/
https://aglearn.usda.gov/plateau/user/deeplink.do?linkId=SCHEDULED_OFFERING_DETAILS&scheduleID=26925
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