VISITING PERSONNEL APPROVAL PROCESS

1)  All visitors to a ARS lab for the purpose of performing research require approval prior to their arrival.  
2)  The hosting scientist should submit to the Area Office, through their Research Leader, a Visiting Personnel Approval Request form (attached). If the visitor is a foreign national, then an ARS-215 (attached) must be submitted along with the Visiting Personnel Approval Request form. 

Depending upon the specific research project and its funding, a collaborative research agreement may be required. After reviewing the Visiting Personnel Approval Request, the BA Office of Technology Transfer will determine whether an agreement is required and what type of agreement would be appropriate.  

3)  After the Visiting Personnel Approval Request has been approved, the host scientist will be notified by the Area Office. Depending upon the citizenship of the visitor, the host scientist will then:

a) Non-federal U.S citizens that are not working under a collaborative research agreement must then sign a Volunteer Service Agreement (attached) that is filed in the Laboratory or Unit Office. 

b) Foreign nationals will receive a background check from Homeland Security after submission of an ARS-230 (attached) to the Foreign Visitor Specialist in the office of the ARS Homeland Security Staff (George Washington Carver Center (GWCC), Rm. 2-1112A, Jason.Groves@ars.usda.gov). After Homeland Security Clearance, the ARS-230 is forwarded by the Foreign Visitor Specialist to the BA Personnel Office to process the H-1B Visa. When approval/disapproval is received, the visitor will receive a letter with their enter on duty date. 

Note: foreign nationals for whom a host is requesting issuance of a DS-2019 (Certificate of Exchange Eligibility for (J-1) Status and/or establishment of a maintenance allowance will not submit the ARS-230 electronically. The ARS-230 and all other supporting documentation for DS-2019s and maintenance agreements will be listed as enclosures on an assistance memo submitted for signatures. Once all BA signatures have been obtained the request will be forwarded to Homeland Security.

c) See Student and Volunteer Programs Policy and Procedure 413.8 (April 2006) for additional information and forms that may need to be signed. 
4) Once all the appropriate forms have been signed and approved, the visitor may arrive. Your Institute Office should be notified once the visitor arrives at the location. The host scientist is responsible for the visitor receiving the appropriate orientation, safety, equal employment opportunity, and security training.      

5) The visitor receives their identification badges by submitting the Photo Identification Badge Request Form (attached) to the AREA Personnel Office in person. 
6) The visitor receives their proximity cards by submitting the Proximity Card and Security Code Request Form (attached) to the AREA Security Services Support in person or by fax. 
7) Once the visitor leaves, the host scientist should notify the Institute Office and Homeland Security Staff (if foreign national) and should follow exit clearance procedures including recoving the identification badge, keys, and proximity card.    
