
UNITED STATES DEPARTMENT OF AGRICULTURE  
Farm Service Agency 
Washington, DC 20250 
 
For: FSA and RMA Managers 
 

Revised Hiring Process and Mandatory Training 
Approved by:  Acting Deputy Administrator for Management 
 

 
 
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, and 
 
Note: The required changes in this notice are important to transform our workforce, 

workplace, and 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. 

 
• obsoletes Notice PM-2956.  

 
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. 

 
 
 
Disposal Date 
 
February 1, 2017 
 

Distribution 
 
All FSA and RMA managers; State Offices relay 
to County Offices 
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 Notice PM-2960 
 
1  Overview (Continued) 
 

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. 

 
2 Requirements for Hiring Process 

 
A Mandatory Training 

 
To comply with the policy requirements identified by the department, FSA Human 
Resources Division (HRD) delivered mandatory training to all federal hiring managers in 
FSA and Risk Management Agency (RMA) through January 2016.  All current and new 
federal hiring managers were required to complete the new hiring manager’s training by 
January 13, 2016.   
 
• Federal hiring managers hired after January 13, 2016, will automatically be enrolled in 

the Federal Hiring Manager’s Training Course for phase three in AgLearn (projected to 
be available no later than the end of February 2016) and have 60 calendar days to 
complete the training. 

 
• All current and newly hired non-federal (CO) county hiring managers will 

automatically be enrolled in the County Hiring Manager’s Training Course in AgLearn in 
March 2016 and have 60 calendar days to complete the county training module. 
 

• The AgLearn ID’s for the new online training for both federal and non-federal (CO) 
county managers have not been established.  That information will be provided directly to 
the federal and non-federal (CO) county hiring managers when the courses are available 
and loaded on their work lists in AgLearn  no later than the end of February. 
 

• For state committee (STC) and county committee (COC) members, a paper-based version 
of the county hiring training was provided to the Deputy Administrator for Field 
Operations (DAFO) in February 2016 for distribution on the DAFO training website at 
http://intranet.fsa.usda.gov/fsatraining/.  The training should be delivered to the STC 
and COC during the next scheduled meeting held after the training is made available for 
download.  
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 Notice PM-2960 
 
2 Requirements for Hiring Process (Continued) 
 

B Key Changes 
 

The following key changes will be effective immediately or as indicated: 
 

• after April 2016 federal managers who have not completed hiring manager training in 
either phase one (face-to-face training), phase two (virtual training), or phase three in 
AgLearn will not be allowed to recruit and fill vacant positions,  
 

• after April 2016 non-federal (CO) county hiring managers who have not completed the 
county hiring manager training in AgLearn 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 business days 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 will be completed during the consultation meeting.  The hiring timeline 
agreement must be signed and attached to the recruit SF-52 personnel action 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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 Notice PM-2960 
 
2 Requirements for Hiring Process (Continued) 
 

B Key Changes (Continued) 
 

In an effort to reduce duplication of work 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.   

 
Lastly, as stated in the June 24, 2015, memo (Exhibit 3) 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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 Notice PM-2960 Exhibit 1 
 
FFAS Hiring Timeline Agreement (for Federal positions only) 
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 Notice PM-2960 Exhibit 1 
 
FFAS Hiring Timeline Agreement (for Federal positions only) (Continued) 
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 Notice PM-2960 Exhibit 1 
 
FFAS Hiring Timeline Agreement (for Federal positions only) (Continued) 
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 Notice PM-2960 Exhibit 1 
 
FFAS Hiring Timeline Agreement (for Federal positions only) (Continued) 
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 Notice PM-2960 Exhibit 2 
 
Extension Request for Federal Certificates of Eligible Candidates 
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 Notice PM-2960 Exhibit 3 
 
Memorandum for Assistant Secretary Parham 
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