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PART 2057 - TRAI NI NG
SUBPART C - ORI ENTATI ON TRAI NI NG FOR NEW EMPLOYEES

§ 2057.101 Ceneral.

Oientation training is designed to hel p new enpl oyee becorme famliar
with their job, the organization, and the work of the Rural Devel opment. This
trai ni ng begins on the enployee's entrance on duty and continues as deened
appropriate by the enpl oyee's supervisor. Use this Subpart when conducting
orientation training for all new full-time, part-tine, Wwen Actually Enpl oyed
(WAE), intermittent enployees, and enpl oyees who transfer to Rural Devel oprment
from other Federal Agencies. County Committee menbers will receive
orientation training as contained in Subpart E of this Part.

§ 2057.102 (bjecti ve.

The objective of this Instruction and plan for training for new enpl oyees
is to: (1) Provide orientation as to the rights and responsibilities of
Federal enpl oyees, and (2) introduce new enpl oyees to the USDA and Rural
Devel opnent .

§ 2057.103 Responsibility for orientation.

The Director, Personnel Division, the Director, Finance Ofice, and State
Directors have the responsibility to assure that orientation training is
provided to each new enpl oyee within their jurisdiction.

§ 2057.104 Content of orientation.

Supervisors are to use the "Guidelines For the Orientation Training of
New Enpl oyees, " Exhibit A for initial, brief introduction to enploynent with
Rural Devel opnent. This guideline will serve as a "lead-in" to the course,
"Self-Instructional Oientation Course For New Empl oyees," outlined in Exhibit
B. The "Introductory Gui de For Enployees,"” outlined in Exhibit C is to
orient new enployees to their role in Rural Devel opnent.

§ 2057.105 Administration of "Self-Instructional Oientation Course for New
Enpl oyees. "

The following steps are to be used in adm nistering this training:

(a) New enployees will begin the course within three days after entry
on duty.

(b) Supervisors and enpl oyees will establish a target date for
conpl etion of the course. A 1-2 hour study period per day for 5-10
consecutive days is recommended. Supervisors are responsible for
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§ 2057.105(b) (Con.)

hel pi ng enpl oyees in obtaining naxi mal benefits from course
participation. They are encouraged to di scuss each nodule with the
enpl oyee to explain and clarify any m sunderstanding. After the
enpl oyee has conpl et ed each nodul e assessnent, the supervisor is to
eval uate and review the assessnent with the enployee. The final
assessment should be handled in the sane manner.

(c) Supervisors are to return the nodule and final assessnent exercises
t hrough appropriate channels to the responsible official identified in
Section 2057.103 within three days after course conpletion. Additiona
copi es of modul es and final assessments may be made | ocally.

§ 2057.106 Record and certification of training.

Prepare and process SF-182, "Request, Authorization, Agreement, and
Certification of Training," in accordance with RD Instruction 2057-A. Course
Code and Subject Matter Code is 2051 and 1710, respectively.

8§ 2057.107 - 2057.150 [Reserved]

Attachnents: Exhibits A, B, and C
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GUI DELI NES FOR THE ORI ENTATI ON TRAI NI NG OF NEW EMPLOYEES

Use these references as needed,
(Only reference which have a "WsDC"
distribution are listed.)

This segnment is designed to serve as the initial orientation phase of
training. Supervisors will conduct this training within 3 days of
i ncumbent's entry on duty.

TOPI C REFERENCE
1. Entrance on duty:

A. Wl conme enpl oyee into Agency
Introduce to staff.

B. Help enployee fill out all
papers needed to conplete
appoi ntnent. Have to
enpl oyee read the Qath and
Affidavit and the attached
Statenment on Standard Form
61, "Appointnent Affidavits.
G ve empl oyee the Gath of
Ofice. Answer any

guesti ons.

Expl ain the type of Enpl oyee Handbook.
appoi nt nent and the

probationary period (if Part 2054, Subpart U.

necessary).

C. Discuss office hours and
of ficial holidays. Part 2051. Subparts
G and I.
Enpl oyee Handbook.
D. Show enpl oyee her/his work
ar ea.
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E. Explain the persona
"Enpl oynent Fol der."

2. General |nformation.

Each subject area identified in
paragraphs 2, 3, 4, 5, 7, 8 and 9 of
this exhibit are explained in detail in
the "Self Instructiona

Oientation Course for New

Enpl oyees. " Briefly discuss each
i tem enphasi zi ng that each is
explained in detail in the course.

Enpl oyee Handbook.
A. Discuss with enpl oyees the
functions and organization of Part 2003, Subpart A.
Department of Agriculture
and our Agencies in the
Rur al Devel opnent nission area
(Revi sed 12-24-97, PN 284)

B. Discuss the Agency Procedural Part 2006, Subpart A.
| ssuance System and the Exhi bit A
| ocation and availability of
all procedures.

C. Discuss the responsibilities
of public servants.

D. Discuss the "Privacy Act," and Part 2015, Subpart E
the "Freedom of Information Act" and Part 2018, Subpart F
(Revi sed 04-27-88, PN 83.)

E. Explain Fiscal Liability (if Part 2012, Subpart B
necessary).

3. Career Opportunities and |Incentives

Di scuss Career Opportunities,
Merit Pronotion Plan, Equal Enpl oynent

Qpportunity, Awards, Educati onal Enpl oyee Handbook
Trai ni ng Opportunities, and Part 2045, Subpart C
the need for self-devel opnment. Part 2045, Subpart X,
(Revi sed 09-04-96, PN 265.) Part 2006, Subpart H
Part 2063, Subpart B.

(Revi sed 11-20- 85,
PN 986.)



5.

6.

7.

8.

Pay.

(Revi sed 9-11-85, PN 979.)

Di scuss Pay Scal es, when and how
sal ary check will be received,
deduction for taxes, Social
Security, retirement, and health
benefits and insurance. Explain
Form AD- 334, "Ear ni ngs

St atement . "

Leave.

A

Di scuss types: Annual, Sick,
Leave wi thout pay, M scell aneous
| eave.

Expl ai n when and how to request.

Enpl oyee activities.

Di scuss USDA Cl ubs. (i f any),
Enpl oyee Organi zations (if
any), Credit Unions (if any),
Pr of essi onal societi es.

Saf ety and heal t h.

A

Di scuss need for safety and
heal t h.

Tell enpl oyee about first-aid
facilities. Discuss Injury and
Unenpl oynent Conpensati on.

Travel regul ations (when applicabl e)

Expl ai n i mportance of all
travel regul ations. Discuss
the use of privately owned
aut onmobi | es.
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Enpl oyee Handbook.

Current pay scale chart.

Part 2066, Subpart A.
Enpl oyee Handbook.
Enpl oyee Handbook.

Panphl et BEC-11, "When
Injured at Work."

Enpl oyee Handbook,
and Appendi x |.

Part 2042, Subpart B.

Part 2069, Subpart A.

Part 2036, Subpart A.
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9. Gievances and appeal s. Part 2054, Subpart A.
Enpl oyee Handbook,
And Appendi x |1.
10. The job.
Expl ai n how j obs are graded. Part 2048, Subpart A.
Di scuss official job
description, explain standards Bookl et, "Cl assification
of performance and in a Nutshell."
performance ratings.
(Revi sed

Part 2060, Subpart A.
Enpl oyee Handbook.

11. Training plan.

A.  Discuss guidelines for Part 2057, Subpart A.
Rur al Devel opnent Trai ni ng Program

B. Oientation training. Gve Part 2057, Subpart A.
enpl oyee a personal copy of
t he Enpl oyee Handbook and
the "Self Instructional
Oientation Course for New
Enpl oyees".

C. Discuss job training.
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FOR NEW EMPLOYEES

CONTENTS

GLOSSARY OF FEDERAL
TERVMS AND ABBREVI ATI ONS

EMPLOYMENT -
GOVERNMENT

THE FEDERAL
EMPLOYEE BENEFI TS AND
AWARDS

EMPLOYEE RELATI ONS
EMPLOYEE DEVELCPMENT

EQUAL EMPLOYMENT
OPPORTUNI TY
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| NTRODUCTORY GUI DE FOR EMPLOYEES
CONTENTS
Secti ons
A Introduction To Your Training In The Farmers Hone Adm nistration.

B. Basi ¢ Know edge Of Rural Devel opment Hi story and Prograns

C O fice Procedures
D. Referral Guide to Qther Rural Agencies and Prograns
E. Ref erence Guide to District Loan Prograns

F. Addi ti onal Required Training Topics During First Year's Enmpl oyment
G Acronyns and Abbrevi ati ons

H. A ossary of Terns and Prograns
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