ITEMS FOR DISCUSSION BY SUPERVISOR

For New Scientists (Cat 1, 4 and new RL’s)

Employee’s Name
           Title / Series / Grade / Location         EOD Date
	
	
	


         
HOURS OF DUTY AND LEAVE - Explain hours of duty the employee will be expected to work, method of signing in and out and flexitime, if applicable.  Advise the employee of procedure for requesting leave as well as when and whom to notify if unable to report for work. 

          POSITION DESCRIPTION - Provide the employee with a copy of the official   position description.  Discuss the contents of the position description to insure that there is a common understanding of what is expected of the employee.
_____ CATEGORY 1 SCIENTISTS ONLY - Discuss RPES system and review Manual 

431.3.   Discuss Case Write-up Instructions.
_____ CATEGORY 4 SCIENTISTS ONLY – Discuss procedures for promotions and review of grade level of encumbered positions. (Provide copy of ARS Bulletin 01- 401-Trial Policy for Assessment of Impact-of-Person-on-the-Job in ARS Category 4 positions)
           PERFORMANCE STANDARDS - Performance standards need to be developed and discussed with the employee as soon as possible after the employee enters on duty.  The employee should be asked to sign the standards and be provided with a copy of the performance standards.  Explain the mid-year review process (written statement by supervisor is to be submitted to Area Office).  Inform the employee of the date when the next performance appraisal will occur. (An employee cannot be evaluated until he/she has worked for at least 90 days under the standards).  Discuss with the employee the impact a performance appraisal can have, i.e., a good performance appraisal may result in a cash award and a poor performance appraisal will result in the withholding of a within grade increase.  Discuss the requirement for the new scientist to submit a written accomplishment statement, addressing each element, to be attached to the performance appraisal documents (an annual written assessment by supervisor is also required).  Ensure the performance standards are in compliance with the ARS Strategic Plan.  Detailed information about the Strategic Plan can be found at 

http://www.ars.usda.gov/aboutus/docs.htm?docid=1766&page=2 
          
TRAINING/INDIVIDUAL DEVELOPMENT PLANS (IDP) - Explain the availability of training and the purpose of the IDP.  The IDP is done annually in conjunction with the performance appraisal process. 

          
SAFETY - Discuss with the employee the procedure to be followed if injured and availability/requirements of protective clothing or specialized safety equipment.  Safety training will occur within 30 days of EOD with local safety officer.
_____ CRIS PROJECT PLAN – Provide information on the approved CRIS project plan.
_____ ARS CODE OF SCIENTIFIC ETHICS – Provide copy

_____ PROBATIONARY PERIOD – If applicable, discuss and provide copy of P&P 418.2, Appraisal of Probationary & Trial period employees.
_____ CONDUCT – Communicate conduct and performance expectations and clearly explain administrative actions associated with conduct or performance problems.  
_____ EEO POLICY STATEMENT – Ensure employee received a copy of the ARS and NPA EEO policy statements.
_____ WEBSITES – Provide information on ARS and NPA websites, including “About Us” and “Research”.  Provide instruction on how to navigate the ARS and NPA websites.
_____ CONTACTS – Provide list of key ARS contacts and information about the REE directory
_____ LOCATION INFORMATION – Provide location-specific information such as safety programs, benefits and labor contract (if applicable).
_____ ACTIVITIES – Provide information on the activities and functions of the Area Office, National Program Staff, and ARS Headquarters.  

_____ TRAINING INFORMATION – Provide information packet on the various training opportunities available through USDA Graduate School, OPM and Texas A&M.
_____ NASPDP INFORMATION – Forward e-mail from Area Office on the Newly Appointed Scientist Professional Development Program
                        MANDATORY TRAINING 
	Name of Training
	Date Completed

	Understanding Conflict

(CD)
	

	Americans with Disabilities Act (CD)
	

	Workplace Violence

(online)
	

	Sexual Harassment Prevention (online)
	

	Handling Diversity in the Workplace (online)
	

	** Ethics 

 (online)

(additional form to sign)
	

	IT 
(handouts)

(additional form to sign)
	

	AgLearn registered

(online)
	


THE TOPICS SHOWN ABOVE HAVE BEEN DISCUSSED
                                                             
      _________________________________
Employee Signature                   Date
      Supervisor Signature                        Date

                                  ____________________________________

                                  Research Leader Signature                Date
Mail to the Area Office Personnel Department within 30 Days of Hire

Attach copy of Performance Plan
