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1 Overview 

 

A Background 

 

Since November 2014 agencies across the U.S. Department of Agriculture (USDA) have 

been receiving guidance from Secretary Thomas Vilsack and Assistant Secretary for 

Administration (ASA), Dr. Gregory L. Parham related to transforming USDA’s workforce, 

workplace and hiring.  In addition, the Farm Service Agency (FSA) created a hiring task 

force to review ways to improve the hiring process. 

 

B Purpose  

 

This notice provides ongoing guidance on the processes to enhance cultural transformation at 

USDA, and to transform hiring throughout USDA, in alignment with departmental guidance 

and the recommendations of the FSA task force.  The required changes in this notice are 

important to transform our workforce, workplace, and our recruitment process.  To track 

progress in hiring, the department will continue to monitor and share the monthly cultural 

transformation milestones and metrics report with the agencies. 

 

C Labor-Management Obligations  

 

Where exclusive representation exists, bargaining may be requested to the extent allowed by 

applicable statutes. Where contract language already addresses these policies and procedures 

for bargaining unit employees, contract language prevails. 

 

D Contacts 

 

For questions regarding this notice contact Michael Gonzales by either of the following: 

 

 telephone at 816-823-1455, or  

 e-mail to michael.p.gonzales@kcc.usda.gov. 
 
 
 

Disposal Date 

 

November 1, 2016 

 

Distribution 

 

All FSA and RMA managers; State Offices relay 

to County Offices 
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2 Requirements for Hiring Process 

 

A Mandatory Training 

 

To comply with the policy requirements identified by the department, FSA Human 

Resources Division (HRD) will be delivering mandatory training to all hiring managers in 

FSA and Risk Management Agency (RMA) through January 2016.  All current and new 

hiring managers are required to complete the new hiring manager’s training by January 13, 

2016.  Hiring managers hired after January 13, 2016, will automatically be enrolled in a 

hiring manager’s training course in AgLearn and have 60 calendar days to complete the 

training.   

 

B Key Changes 

 

The following key changes will be effective January 18, 2016: 

 

 after January 18, 2016, federal and county managers who have not completed hiring 

manager training in either phase one (face-to-face training) or phase two (virtual training) 

will not be allowed to recruit and fill vacant positions,  

 

 when appropriate, managers should leverage using the non-competitive hiring authorities 

to hire highly qualified veterans and persons with disabilities without posting a vacancy 

announcement, 

 

 federal vacancies should be advertised for five calendar but no more than ten calendar 

days unless mandated by a collective bargaining agreement, and 

 

 managers should limit the number of grade levels in vacancies advertised and be 

purposeful as to whether recruitment is entry level, mid-level or full performance level. 

This will eliminate duplication and result in significant cost savings. 

 

As a precursor to all federal hiring actions, a consultative meeting between the hiring 

manager and the servicing HR specialist is required before a recruit SF-52, Request for 

Personnel Action, may be initiated.  A new Hiring Timeline Agreement (Exhibit 1) was 

developed and replaces the previous Appendix A.  This document will be completed during 

the consultation meeting.  The Hiring Timeline Agreement must be signed and attached to 

the recruit SF-52 personnel action along with a final position description and a signed 

AD-332, Position Description Cover Sheet, before HRD will proceed with the recruit action.  

The Web-52 recruit action will be returned if a completed agreement, position description, 

and AD-332 are not attached. 
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2 Requirements for Hiring Process (Continued) 

 

B Key Changes (Continued) 

 

In an effort to reduce duplication of effort and increase efficiency, most federal vacancy 

announcements will be advertised through delegated examining or merit promotion, but not 

both.  There will be very rare exceptions.  Exceptions will require justification and approval 

through either a deputy administrator or associate administrator and the HRD director.  The 

lone exception in FSA is the announcement of farm loan officer trainee (FLOT) and county 

operations trainee (COT) vacancies.  Even with this exception in FSA, we need to make 

sound decisions in advertising vacancies and prevent needless wasted efforts. 

 

Lastly, as stated in the June 24, 2015, memo from Assistant Secretary Parham, any 

extensions of federal certificates of eligible candidates which go beyond the 80 day time to 

hire goal must be approved in advance by the Secretary of Agriculture.  If needed, an 

example extension request is attached (Exhibit 2).  The extension request should be initiated 

at least ten calendar days before the eightieth day in the time to hire process. 

 

By following these mandatory changes FSA supports the secretary’s goal of creating an 

inclusive, high-performing organization while eliminating unnecessary waste across the 

department. 
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FFAS Hiring Timeline Agreement 
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FFAS Hiring Timeline Agreement (Continued) 
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FFAS Hiring Timeline Agreement (Continued) 
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Extension Request for Federal Certificates of Eligible Candidates 
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