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1  Overview 
 

A Background 
 

FSA will launch a formal mentoring program pilot in FY 2012 to provide professional 
relationships in which an experienced person (the mentor) assists another (the mentee) in 
developing specific skills and knowledge that will enhance the mentee’s professional and 
personal growth.  Through the Cultural Transformation Listening Sessions conducted in 
2010, FSA employees requested that a mentoring program be established.  In addition, 
Federal regulations require certain employees to participate in a formal mentoring program. 

 
B Purpose 

 
This notice announces the FSA Mentoring Program, which: 
 
• assists in developing a diverse, high-performing workforce capable of adapting to the 

rapidly changing workplace 
 

• helps to promote and foster a continuous learning environment, cultivate professional 
identity, enhance career growth, and drive cultural change. 

 
C Benefits 

 
There are numerous benefits of a formal mentoring program.  Some of the benefits include 
the following: 

 
• participation may be creditable towards the Cultural Transformation performance 

elements 
 
 
 
 
 
Disposal Date 
 
June 1, 2013 

Distribution 
 
All FSA employees; State Offices relay to County 
Offices 
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1  Overview (Continued) 
 

C Benefits (Continued) 
 

• supports the Secretary’s Cultural Transformation initiative by continually examining 
program delivery and surveying the workforce and/or stakeholders/customers 
 
Note: It creates an environment for inclusion, exceptional performance, effective 

leadership, and works to eliminate any barriers to operation and service 
excellence. 

 
• enhances succession planning by developing employees 

 
• fosters knowledge transfer from 1 generation of employee to another 

 
• helps employees develop as professionals by improving skills in translating values and 

strategies into productive actions by: 
 
• obtaining assistance for new and innovative ideas 
• demonstrating their strengths and exploring potential 
• increasing career networks while receiving greater exposure within FSA or USDA 
 

• improves retention of existing employees 
 

• enhances recruitment of new employees. 
 

D Mentoring Program Offerings  
 

FSA will announce a mentoring program opportunity in FY 2012 open to all Federal, State, 
and County Office employees to apply.  The initial offering will serve as a pilot with 
25 mentors and 25 mentees selected to participate.  Additional mentoring offerings will be 
determined at a later date. 
 
The mentoring session will commence from June 2012 through February 2013.  The 
application due date to participate in the FSA Mentoring Program is from May 7 through 
May 18, 2012.  Employees selected to participate as mentors or mentees will be notified the 
week of June 4, 2012. 
 
Additional information about the timeline and specific training will be communicated to the 
selected mentors and mentees by separate e-mail correspondence.  All individuals required to 
participate in a formal mentoring program will be notified of the requirement and encouraged 
to apply for the initial offering.  The first-line supervisors of employees under the required 
category will also be notified to ensure compliance. 
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1  Overview (Continued) 
 

E Existing Mentoring Programs 
 

In cases where mentoring programs already exist, such as DD or other formal Field Office 
mentoring programs, the intent is not to replace those programs, but rather to make 
available the resources and training for mentors that will be associated with the formal FSA 
program. 

 
2 Nominating New Mentors 
 

A Submitting FSA-612 
 

Employees who wish to serve as a mentor must submit an application using FSA-612 
(Exhibit 1), with supervisor approval and endorsement.  All State and County Office 
applicants are required to have the approval of their respective SED.  The program requires a 
9-month commitment with a minimum of 30 minutes per week to dedicate to the mentoring 
relationship.  Mentors should review the desired criteria, characteristics, roles, and 
responsibilities before applying to be a mentor. 

 
B Desired Mentor Criteria 

 
The following are desired mentor criteria: 

 
• currently hold a supervisor/senior management position, or possess senior level technical 

expertise to broaden the prospective mentee’s experience 
 

• no adverse activity action 
 

• no performance evaluations below fully successful 
 

• possesses the knowledge and influence needed to be a mentor 
 

• willingness to share knowledge 
 

• serve as a resource and positive role model 
 

• embraces the Agency’s mission, vision, goals, and values. 
 

Note: Additional information will be provided during the mandatory virtual orientation.  
This program does not require travel. 
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2 Nominating New Mentors (Continued) 
 

C Desired Mentor Characteristics 
 

The following are desired mentor characteristics: 
 

• people oriented 
• internally motivated 
• effective teacher 
• secure in present position 
• achiever 
• values FSA 
• respects and values others 
• supports diversity, inclusion, and high performance. 

 
D Responsibilities 

 
New mentors: 

 
• are able to guide and coach the mentee 

 
• are willing to participate in all scheduled activities 

 
• maintain strict confidentiality 

 
• participate in feedback sessions with program manager 

 
• complete quarterly progress reports 

 
• can provide objective and positive suggestions on how the mentee may improve 

proficiency and productivity on the job. 
 
3 Nominating Mentees 
 

A Submitting FSA-613 
 

Employees who wish to be mentored must submit an application using FSA-613 (Exhibit 2), 
with first-line supervisor approval for all applicants.  All State and County Office applicants 
are required to have the approval of their respective SED.  All employees are eligible to be 
mentored, however, as mandated by DR 4740-001, a mentor is required for the following 
categories of employees: 

 
• new supervisors (individuals who have never been a supervisor before) 
 
• Presidential Management Fellows 
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3 Nominating Mentees (Continued) 
 

A Submitting FSA-613 (Continued) 
 

• SES Candidate Development Program participants 
 

• Students Career Experience Program Graduates recently converted to permanent status 
within 90 days of conversion. 

 
4 Submission Requirements 
 

A Submitting Applications 
 

All interested mentor and mentees can find the required forms on the FFAS Employee 
Forms/Publications Online Website located at 
http://fsaintranet.sc.egov.usda.gov/dam/ffasforms/forms.html.  Submit the application 
package by e-mail to fsamentoringprogram@wdc.usda.gov.  In the “Subject” line, state 
“Mentor Application” or “Mentee Application”. 
 
Supervisor endorsements are a requirement for a complete package.  The supervisor should 
not return the endorsement to the applicant.  Endorsements should be submitted directly to 
the e-mail address in this subparagraph to be included with the mentor or mentee application 
package. 

 
B Mentor or Mentee Selection and Pairing Process 

 
Employees nominated to be mentors will be vetted through a formal evaluation process by a 
committee.  Considerations for the appointments of mentors or mentees include the 
following: 

 
• fair assignments of the candidate pools and self-nomination criteria (commonality of 

expression of interest between applicants) 
 

• consistency with any applicable labor-management agreement. 
 

Note: A primary consideration will be that the mentor is outside of the mentee’s chain of 
command and at least 1 pay grade higher than the mentee.  Under unusual 
circumstances where no other option exists, mentors may be of the same grade as the 
mentee. 

 
C Contact 

 
For questions about the FSA Mentoring Program, contact the following HRD employees: 

 
• Shirene Warner at 202-772-9165 for program area mentors 
• Cindy Witmer at 816-926-2500 for program area mentees. 
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         Notice PM-2854 Exhibit 1 
 
FSA-612, Mentor Application 
 

The following is an example of FSA-612. 
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FSA-612, Mentor Application (Continued) 
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FSA-612, Mentor Application (Continued) 
 

 
 
 
 
 
 
4-24-12            Page 3 



         Notice PM-2854 Exhibit 1 
 
FSA-612, Mentor Application (Continued) 
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         Notice PM-2854 Exhibit 2 
 
FSA-613, Mentee Application 
 

The following is an example of FSA-613. 
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          Notice PM-2854 Exhibit 2 
 
FSA-613, Mentee Application (Continued) 
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FSA-613, Mentee Application (Continued) 
 

 
 
 
 
 
4-24-12            Page 3 



Notice PM-2854 Exhibit 2 
 
FSA-613, Mentee Application (Continued) 
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