In order to fulfill the Department’s Cultural Transformation goals and to remain in compliance with USDA regulations, in April ARS implemented the new Departmental Regulation, DR-4720-001, USDA Onboarding Requirements.  

We have expressed our concerns to the Department about the negative impact that certain requirements of this program have on individuals from rural and/or economically disadvantaged applicant pools.  Based on our appeal the Department has agreed to review the Onboarding Program.  While the Department is reviewing the Onboarding Program and to facilitate the immediate summer hiring needs, we are making the following changes to ARS’ Onboarding Requirements:

Onboarding Program Exemptions for Student and Temporary Appointments of Less than One Year

1. Pre-employment Fingerprint Checks:
0. Pre-employment fingerprint checks are no longer required for students and short term temporary appointees.  
0. All employees must still receive, at a minimum, a fingerprint check.  Fingerprints for students and short term temporary employees must taken on their first day.
0. For selectees you have in-process:
2. If you have issued a tentative selection but do not have fingerprints, please contact those individuals to notify them of the change in requirements (i.e., that they do not need to proceed with obtaining pre-employment fingerprints) and set a start date.
2. If you have already received/submitted the fingerprints but have not yet received fingerprint results you may set a start date without waiting for fingerprint results.
2. If you have already received fingerprint check results that have identified issues, the issues must be resolved and a favorable adjudication issued before setting a start date.

1. Onboarding Portal Forms and Training:
1. Students and temporary employees (appointments of 1 year or less) are not required to complete the forms and training on the Onboarding Portal until after the employee reports for duty.  
1. Onboarding forms and training should be incorporated into student and temporary employee entrance-on-duty orientation and completed on the first day.
1. For selectees you have in-process:
2. Those who can complete their forms and training should still be encouraged to do so.  For all others, they may complete their forms and training on their first day.

These exemptions are effective immediately.  

With these changes, new STEP and temporary appointment selectees will no longer need to have a Tentative Selection letter issued to them.  They should still receive an official offer letter.  Human Resources Specialists or Administrative Officers with the appropriate delegated authority retain responsibility for issuing official offer letters.  A copy of the revised official offer letter for this type of appointment is attached for your convenience.  

No other exemptions to the program are being made at this time.  Therefore all other portions of the Onboarding Program still apply to students and temporary employees, i.e., Supervisor Welcome Letters, Supervisor Onboarding Checklist, assignment of a Sponsor, issuing the New Employee Essentials, etc.  are all still required.

These exemptions ONLY apply to student and temporary appointments of less than one year.  All other new employees, i.e., new employees employed under permanent and term appointments, must still obtain pre-employment fingerprints and must still be directed to complete their forms and training through the Onboarding Portal before their first day.



STEP LA and Temp NTE 1 Yr Offer Letter

Date

Name
Address
City, State, Zip Code

Dear                      :

Welcome to the Agency.

It is my pleasure to confirm your acceptance of our offer of temporary employment as a Title, Grade, Series, and Step, in the Agency, Department, Division, in City, State.  Your salary will be $ Total Salary/Hourly per annum/per hour (this includes locality pay). 

The type of appointment will be an Excepted Appointment Not to Exceed Date.  This position is full time/part-time/intermittent.   This appointment does not confer civil service status, nor does it provide eligibility for permanent employment, transfer, or reinstatement.

As a temporary employee, you are ineligible for retirement coverage, life insurance, and health benefits.  Temporary employees may purchase health insurance after they have one year of temporary service, but the employee must pay the full cost with no Government contribution.  Under this appointment you will earn sick leave. Temporary employees whose appointment lasts longer than 90 days will also earn annual leave (i.e., vacation time).

As a new employee, we encourage you to visit the USDA Onboarding Portal at www.dm.usda.gov/OBP for useful information on the Department.  The effective date of your appointment is Date.  On Date, please report to LAO NAME  at 8:00 a.m. at enter address, wherein you will complete the orientation process.  Please note, the forms and training requirements outlined in the USDA Onboarding Portal will be completed at you orientation and you are not required to complete them until that time.  After completing the orientation process you will be directed to your supervisor.

· This appointment is subject to confirmation that you are eligible to work in the United States under the provisions of the Immigration Reform and control Act of 1986.  To confirm this, when you report for duty, please be prepared to provide your state driver’s license or state-issued identification card containing your photograph AND your original social security card or birth certificate.  If you do not have these documents, please review the alternatives provided on this Form I-9, Employment Eligibility Verification, which you will be required to complete during your onboarding process.  For additional information on the appropriate identification, please go to the Before You Report section of the Onboarding portal, at:  http://www.dm.usda.gov/OBP/beforeyoureport.htm to review a list of acceptable documents. You MUST bring proper identification with you when you report for duty.

(IF APPOINTMENT WILL LAST FOR 90 DAYS OR LESS)
· The position you have been selected for requires a minimum of a Federal Bureau of Investigation (FBI) National Criminal History Check (fingerprint).  Fingerprints will be taken or arranged for at your orientation.  Your appointment requires that you complete and receive a favorable adjudication of your fingerprint check.

(IF APPOINTMENT WILL LAST FOR MORE THAN 90 DAYS SELECT THE APPROPRIATE INVESTIGATION AND INCLUDE ETHICS ORIENTATION INSTRUCTIONS)
· Your appointment requires that you obtain and maintain a favorable National Agency Check with Inquiry (NACI) Background Investigation.  In order to complete the background investigation you will need to complete SF-85 at www.dm.usda.gov/OBP/OBPForms.htm.  For information or additional instructions please contact insert the appropriate Personnel Suitability Staff member name at contact information.
OR
· This appointment requires that you obtain and maintain a background investigation/security clearance entailing an in-depth background investigation. In order to complete the background investigation/security clearance you will need to complete SF-85P/SF-86 at http://www.dm.usda.gov/OBP/forms.htm.  For information or additional instructions please contact insert the appropriate Personnel Suitability Staff member name at contact information.

· Within 90 days from the effective date of this appointment, you must complete an initial ethics orientation.  With supervisory approval, you are entitled to one hour of official duty time to complete a computer based training module, “New Employee Ethics Orientation.”  This module is available for your review at:  http://www.usda-ethics.net/training/index.htm .  You will be directed to a secure site that will record your completion of this module.   If you have any questions regarding completion of the training requirements, please contact the USDA Office of Ethics, Science Ethics Branch on 301-504-1442.  Any possible conflict of interest should be resolved prior to your appointment.

If you are unable to report as indicated above, or have any questions, please call me at HR Specialist/Assistant/LAO number.

Sincerely,

HR Specialist/Assistant/LAO Signature block

cc:  new employee’s supervisor
AO (Position or SF-52#)
e-OPF

