~ UNITED STATES
P POSTAL SERVICE.

Employee and Labor Relations Manual
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Transmittal Letter

A. Introduction

The Postal Service™ has positioned itself to meet its current and future business
objectives by maintaining a skilled and ready workforce that is diverse, engaged,
efficient, and safe. This enables the Postal Service to successfully perform our long-
standing mission of providing affordable, reliable, universal service.

The Employee and Labor Relations Manual (ELM) is a critical tool for understanding and
implementing the programs and processes that contribute to this goal.

B. Explanation

ELM issue 52 was published in March 2022 and includes all revisions published in the
Postal Bulletin through February 10, 2022. The Summary of Changes contains detailed
information about all revisions since the publication of ELM issue 51 in September 2021.
All changes published in the Postal Bulletin are effective immediately.

C. Availability

The ELM is available online and updated periodically; however, all ELM changes that are
published in the Postal Bulletin are effective immediately. ELM issues 12.1 through 51
are available on both the Postal Service PolicyNet website and at https.//
about.usps.com/manuals/elm/elmarch.htm.

D. Comments and Questions.

Send comments and questions to:

DIRECTOR

NATIONAL HUMAN RESOURCES
US POSTAL SERVICE

475 LENFANT PLZ SW RM 1831
WASHINGTON DC 20260-4201

-

Simon Storey
Vice President
Human Resources


https://about.usps.com/manuals/elm/elmarch.htm
https://about.usps.com/manuals/elm/elmarch.htm




Summary of Changes

Index

The Employee and Labor Relations Manual, issue 52, constitutes a revision of
ELM issue 51, which was published in September 2021.

How to Use the Summary of Changes

Find the chapter, subchapter, part, section, or system of records in the first
column and read across the other columns to find specific information about
that revision.

This chapter, in Postal
subchapter, Bulletin
part, or issue with an issue
section... titled... was revised to... number... date of ...
Chapter 4, Pay Administration
411.31 Assignment of Clarify the standard and to update the | 22590 1-27-22
Positions name of the organization from
Compensation and Benefits to
Compensation Programs.
412.12 New Career Modify pay policies and schedules for | 22590 1-27-22
Appointment nonbargaining unit employees.
413.21 Nonbargaining Unit Modify pay policies and schedules for | 22590 1-27-22
Employees nonbargaining unit employees.
413.3 Position Upgrade Modify pay policies and schedules for | 22590 1-27-22
nonbargaining unit employees.
434.411 Holidays Observed Add Juneteenth National 22591 2-10-22
Independence Day (June 19) as a
federal holiday to be observed by the
Postal Service.
Chapter 5, Employee Benefits
518.1 Observed Holidays Add Juneteenth National 22591 2-10-22
Independence Day (June 19) as a
federal holiday to be observed by the
Postal Service.
Chapter 6, Employee Relations
662.11 Ethics Advice Clarify the standard related to ethics 22590 1-27-22
advice for applying ethics regulations
to particular situations.
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111.1

111.2

111.3

Purpose

Objectives

The organizational structures policies of the Postal Service are established to

meet the following objectives:

a. Support the mission of the Postal Service.

b. Ensure there is no duplication of jobs, functions, or responsibilities
within or between organizational structures.

C. Ensure the relevance and consistency of organizational structures and
staffing.

Note: See 113.1 for definitions of organizational terms.

Chapter Content
The content of this chapter:

a. Documents the principles to establish organizational structures and
staffing and describes the programs used to monitor and assess them.

b. Establishes guidelines, policies, and procedures for implementing
changes in organizational structures and staffing patterns, and it
describes factors to be considered in making decisions related to
organizational changes. In view of functional diversity, varying work
requirements, and the wide range of operational circumstances,
factors are considered and decisions are reached on a case-by-case
basis.

Importance of Concepts

Organizational design operates on the basis of standard organizational

structures and staffing criteria. Postal Service managers must be aware of

the concepts applied in evaluating organizational change requests so that

they can:

a. Make informed decisions when requesting organizational changes.

b. Submit appropriate documentation to support proposed changes.

C. Understand the basis upon which their requests will be reviewed and
evaluated.
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1121

112.2

112.3

113

113.1

Organizational Structures

Responsibilities

Headquarters

Employee Resource Management within Human Resources at Headquarters
has overall responsibility for the control of organizational structures and
staffing for the Postal Service. This includes:

a. Developing and implementing organizational management policies and
programs for bargaining unit and nonbargaining unit positions.

b. Designing programs and procedures for auditing and assessing
existing structures and staffing.

C. Providing the capability to plan for the long-term organizational
development of the Postal Service in response to technological and
environmental changes.

Areas
The area Human Resources manager:

a.  Serves as an advisory resource on matters relating to field
organizations.

b. Monitors compliance with approved staffing and structures for field
units.

Managers
All levels of managers in the Postal Service are responsible for:

a. Planning and implementing administrative and operating methods that
comply with Postal Service organizational structures and staffing
policies.

b.  Reviewing the structures and staffing of their organizations and
recommending changes according to the instructions in this chapter.

Definitions

Organizational Terms

a. Activity — a group of related (but possibly heterogeneous) tasks that
constitute an easily defined operation or service which may be
performed by an employee or group of employees.

b.  Function — a principal method of devising work. A function may be a
single activity, but is more commonly a group of related activities
placed together under one responsibility. Functions are categorized as
major or minor as follows:

(1)  Major function — a group of activities that has a direct impact on
the overall mission of the Postal Service.

(2)  Minor function — a group of activities that has an indirect impact
on the mission of the Postal Service.
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113.2

113.3

113.3

Organizational structure — the formal relationship that:

(1)  Reflects the organizational units within a given group and the
pattern of work to be accomplished by the employees in the
organization;

(2) Delineates responsibilities and reporting relationships; and

(3) Creates a rational division of work.

The organizational structure should respond to the needs of the
organization and foster the achievement of its objectives. When there is
a basic change in the amount or kind of work to be done or in the
assignment of the work to the positions involved, the organizational
structure should be changed.

Organizational unit — an entity in which the necessary activities are
divided into segments small enough to be managed or supervised by
one person. An autonomous unit operates under a manager with the
discretionary decision-making responsibility (see 113.3).

Program — a specialized, continuing endeavor consisting of a group of
selected projects and activities related to one another within a major
function.

Staffing — the number and types of positions within an organization,
typically determined by criteria, guidelines, and standards.

Basic Managerial Positions
Basic managerial positions are as follows:

a.

Installation head or manager — one who plans, organizes, directs,
guides, controls, and evaluates the efforts of subordinate managers,
employees, or both to achieve organizational goals.

Supervisor — one who has a direct responsibility for ensuring the
accomplishment of work through the efforts of others. Normally, a
supervisor has no subordinate employees with managerial
responsibility for others.

Organizational Entities
Organization entities include the following:

a.

Executive vice president organization — an organizational entity in
Headquarters that exercises managerial and directive control over one
or more vice president organizations or serves as a member of the
senior management team.

Vice president organization — an organizational entity in Headquarters
with responsibility for major heterogeneous functions having service-
wide impact.

Headquarters unit — an organizational entity in Headquarters managed
by an executive and subordinate to a vice president or a manager with
responsibility for one or more major homogeneous functions having
service-wide impact.

Headquarters-related field unit — an organizational entity that performs
a major function or group of minor functions, reports directly to a
Headquarters manager, and resides outside the Headquarters building.
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Service center — an organizational entity that reports directly to a
manager at Headquarters and resides outside the Headquarters
building.

Service office — an organizational entity that performs an activity or
group of activities, usually to support a service center.

Area office — an organizational entity that has responsibility within a
specified geographical area for major heterogeneous functions having
area-wide impact. These functions include oversight of:

(1)  Subordinate districts,

(2) Processing and distribution centers,
(3) Network distribution centers,

(4)  Airport mail centers,

(5) International service centers, and
(6) Remote encoding centers.

District office — an organizational entity subordinate to an area, with
responsibility for major heterogeneous functions having district-wide
impact, including oversight of subordinate Post Offices™ and delivery
distribution centers.

Processing and distribution center (P&DC) — an organizational entity,
subordinate to an area, with significant responsibility for the processing
and distribution of mail for a geographic area. A P&DC may have one or
more reporting facilities.

Processing and distribution facility (P&DF) — an organizational entity,
generally subordinate to a P&DC, that has responsibility for the
processing and distribution of mail for a geographic area.

Network distribution center (NDC) — an organizational entity, generally
subordinate to an area, within a three-tier system of distribution of
Standard Mail, periodicals, and packages. Some NDCs serve as
consolidation points for truckload volumes.

Surface transfer center (STC) — an organizational entity, generally
subordinate to an area, designed to distribute, dispatch, consolidate,
and transfer First-Class Mail®, Priority Mail®, and periodicals within a
specialized surface transportation network.

Logistics and distribution center (L&DC) — an organizational entity,
generally subordinate to a district, engaged in the receipt, unloading,
sorting, loading, dispatch, and transportation of a variety of mail
products for a designated service area.

Remote encoding center (REC) — an organizational entity, generally
subordinate to an area, that processes video images of partially
resolved or script letter mail for the P&DCs.

International service center (ISC) — an organizational entity that
distributes and dispatches international mail received from a
designated service area to specific foreign countries or to gateway
exchange offices.
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p. Post Office — an organizational entity subordinate to a district, and
perhaps also an administrative Post Office, managed by a Postmaster,

with responsibility for:

(1)  Customer services,
(@) Local delivery,

(3) The receipt and dispatch of all classes of mail, and
(4)

In some instances, processing and distribution of mail for other
Post Offices in the surrounding geographic area.

A Postmaster may be responsible for the operation of more than one
facility, and duties may be performed by designated subordinate
personnel at the direction of the Postmaster, including when the
Postmaster is not physically present.

g. Remotely Managed Post Office (RMPQO) — a Post Office that:
(1)  Offers part-time window service hours,
(2) Is staffed by a Postal Service employee, and
(3) Reports to an Administrative Post Office.
r. Part-Time Post Office (PTPO) — a Post Office that:
(1)  Offers part-time window service hours,
(@) Is staffed by a Postal Service employee, and
(3) Reports to a district office.

S. Administrative Post Office — a Post Office that has administrative
control of or responsibility for:

(1) A contractor-operated retail facility,
(@) A classified station or branch, or
(3)  Another Post Office.

Note: Unless otherwise specified, all references to “Post Office” include
RMPOs and PTPOs.

Organization Charts

An organization chart is the graphic representation of an organization’s
structure. The official organization charts of the Postal Service are
maintained by Organizational Effectiveness, Employee Resource
Management, at Headquarters.
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Overview

The basic organizational structure of the Postal Service is comprised of
Headquarters, areas, districts, P&DCs, and Post Offices. Some units are
uniquely designed because of their specialized nature; however, units that
perform essentially identical functions are typically standardized. The primary
goal of the Postal Service is to standardize structures to the greatest extent
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possible. When special operating conditions or service requirements arise, it
is appropriate to make adjustments in organizational structures and staffing.

Structuring Principles
The principles of an effective organizational structure include the following:
a. Each position is:

(1)  Tailored to be within the capacities of a single individual.

(2)  Subject to the line authority of only one higher position.

(3) Clearly defined in terms of objectives and measurable
contributions.

(4) Classified and grouped with other positions to avoid either gaps
or overlaps in work and functions.

Duties and authority are definitely fixed.
Incumbent’s authority corresponds with his or her responsibilities.

d.  All activities necessary for an incumbent to achieve objectives are
assigned to his or her position.

e. Structure is developed within complement constraints that are
projected realistically.

f. Structure provides for control of all work necessary to achieve
mandated objectives.

g.  Span of control is neither so broad as to exceed the manager’s
capacity to manage and integrate effectively nor so narrow as to
preclude adequate delegation.

h. Chain of delegation is short enough to minimize vertical filtering of
communications.

i. Related activities are integrated at the lowest level consistent with the
attainment of objectives, economical use of personnel, and assignment
of responsibilities.

j- To the greatest extent possible, the organizational design anticipates
future work requirements in order to minimize the need for frequent
reorganization.

k. Responsibilities for current and long-range work are clearly
segregated.

Standard Structures

Characteristics

Most field operations have common characteristics that can be assessed
and used to determine standard organizational structure and staffing
requirements. These characteristics include size, complexity, and
accountability for the work to be performed.

Installations

The Postal Service has developed standard organizational structures for
most field units (e.g., districts, P&DCs, NDCs, Post Offices, and carrier
stations).
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Specialized Structures

Specialized structures must be established individually, based on the
operational requirements that separate these units from other organizations.
A specialized structure generally meets at least one of the following
conditions:

a.  The unit’s structure is unique, complex, and normally large due to its
service requirements and operational scope.

b.  The unit’s functions are highly specialized.

Staffing

Overview

Once an effective structure is established, the next step in the organizational
design process is to identify appropriate staffing levels. Based on operational
factors, staffing requirements — numbers, types, and grade levels of
positions — may differ for organizations with the same structure. However,
functional responsibilities and reporting relationships remain generally
consistent from one installation to the next.

Criteria

The amount and type of work are the primary determinants of authorized
staffing. Organizations of comparable size and activity that fall within a
designated category (e.g., districts, P&DCs, NDCs, and Post Offices) usually
can be staffed uniformly above the first level of supervision.

In some structures, circumstances may justify staffing variations above the
first level of supervision. Variations occur when the workload in specialized
functions fluctuates significantly between organizational units within a
standard structure category. In such instances, separate criteria may be
developed for position use.

Matrices

Staffing matrices are used to provide staffing guidance to districts and local
installation heads. A staffing matrix details the following:

a. Types and numbers of positions authorized for specific functional
areas, such as in-plant support or safety.

b. Titles, grades, and the minimum and maximum number of positions
appropriate for organizational units such as districts, P&DCs, NDCs,
and Post Offices.
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Workload Increase or Decrease

Increased Work

When the volume of work increases to the point where an existing
organization can no longer effectively complete the work in accordance with
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accepted performance standards, organizational change may be justified.
Workload increases may lead to one or more of the following organizational
changes:

a. Adding a layer of management to maintain an appropriate span of
control.

Example: Authorization of a distribution operations manager
responsible for supervising multiple supervisors.

b.  Adding supervision within an authorized, existing layer in an
organization.

Example: Authorization of an additional distribution operations
supervisor.

c.  Adding support positions.

Example: Authorization of operations specialists or analysts to
support strategies and goals.

Decreased Work

When the volume of work decreases to the point where the organization’s
existing resources are underutilized, a reduction in authorized staffing and
layers of management may be justified.

Change in Nature of Work

A change in the requirements placed upon an organization may involve
adding or eliminating specialized functions within an authorized scope of
activity. When functions are added to or removed from an established
structure, it may be necessary to modify the organizational structure.

Duplication of Functional Responsibility

When two or more units within an organization are responsible for
accomplishing essentially the same work:

a. Accountability for performance is difficult to fix;
b. Unnecessary costs are incurred; and
C. The units may be working at cross-purposes.

In such cases, consolidation of overlapping functions normally is the
appropriate remedy.

Inappropriate Reporting Relationships

Hierarchy of Responsibility

The tasks assigned to a subordinate unit or position within an organization
should be reflected within the broader scope of responsibility of the next
higher level of management. It is inappropriate to retain a reporting
relationship in which the work of the subordinate unit or position bears no
relevance to the functional responsibilities of the management level under
which the unit or position is organizationally located.
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Contingent Work Relationships

When a high level of interdependence between two organizational functions
makes the performance of one unit contingent upon the performance of
another, both units usually have a common reporting relationship. In this
way, responsibility is clearly fixed for ensuring that the two functions are
coordinated. When highly interdependent functions report to different control
points in the organization, it may be necessary to restructure the reporting
relationships.

Unconnected Work

Common activities and tasks requiring similar supervisory or technical skill
for effective performance should be grouped within an organizational unit or
job description. When activities and tasks become too highly differentiated
within a unit or position, it may be necessary to separate them into discrete
functions.

Inappropriate Span of Control

Factors

The complexity of a managerial function is a governing factor in establishing
an appropriate span of control. When subordinates perform similar tasks, the
span of control can be broader than when they perform dissimilar tasks.

Considerations

It is not practical to prescribe upper or lower limits to the span of control in a
general context. Each organizational situation must be separately analyzed.
The following principles serve as guidelines:

a. When the span is so narrow that delegation is impaired and
subordinate supervisors are limited in the use of initiative and
judgment, the span should be broadened.

b.  When the span is so broad that subordinates are not receiving the
proper degree of management, the span should be narrowed.

Change in Mission

Sometimes the mission of an organization changes so substantially that the
existing structure and staffing become inadequate. Under such
circumstances, a major reassessment of existing functional responsibilities
and capabilities is required.

Reduction of Expenses

A comparison of work requirements with authorized staffing may reveal
inefficiencies. It may be necessary to consolidate duties and responsibilities
whenever staffing resources are not being used to the fullest extent. The
objective is to achieve operating economies without adversely affecting
performance.
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Completion of Transition

Organizations that have been designed around new and complex systems
often move through a start-up phase before becoming fully operational. Note
that:

a. During the start-up phase, actual staffing requirements may differ from
projected staffing requirements due to specialized activation programs
and related activities.

b.  When possible, identify the temporary elements of a start-up operation
in advance, so that temporary solutions can be developed.

C. When the organization achieves operating stability, it may be
necessary to reassess and adjust the initial structure and staffing.

140 Organizational Change Analysis

10

141

1411

141.2

142

142.1

Analysis of Work Requirements

Nature of Functions

Analyzing the nature of functions involves allocating work of the organization
into separate functional components. Each functional component should
represent an aggregate of duties that logically fall within the scope of a single
job description (i.e., duties that involve similar kinds of skills, knowledge, and
abilities).

At this stage, the objective is not to establish detailed position requirements,
but to focus on the manner in which work can be segmented and assigned to
major functional reporting or control points within a unit.

Volume of Work
The volume of work:

a. Can be translated into the number of employees required to perform
the work by using conversion factors appropriate for the activity
involved.

b. Is derived from historical data combined with economic forecasts and
other relevant projections, and — whenever possible — expressed
quantitatively.

C. Is analyzed for its impact on staffing requirements in the principal areas
of operating activity, as well as in supporting functions.

Analysis of Skill Requirements

Purpose
The analysis of skills requirements helps managers to:
a. Establish a basis for determining selection criteria.

b. Develop a hierarchical management structure for the organization that
is internally consistent and compatible with structures in other Postal
Service installations.
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Method

In order to establish responsibility for work, it is necessary to assign specific
duties to designated staff positions. To establish the requirements of a
position, the managers must analyze the job-related skills and experience
required. This analysis helps to identify structural implications. The first step
in this process is to define job content by preparing a narrative description,
as follows:

a. State the:
(1)  Functional purpose of the position,
(2) Scope of responsibility, and
(3) Degree of supervision required.

b. Outline in detail the core duties and responsibilities performed by the
incumbent. The description of each duty and responsibility determines
the skills required for efficient work performance. Use action words —
such as directs, manages, supervises, oversees, plans, and
coordinates — to describe the depth of involvement and the degree of
responsibility. Action words help to differentiate the level of skill,
knowledge, and ability required.

c.  Analyze the functional purpose, duties, and responsibilities of the
position to connect the educational disciplines, work experience,
physical capacities, and job-related skills expected of the incumbent.

Selection Criteria and Procedures

Organizational Effectiveness, Employee Resource Management, in
consultation with the appropriate executive vice president or vice president
organization, determines the selection criteria for each position by issuing a
qualification standard or an interim statement of qualifications.

Analysis of Functional Relationships

Basic Factors

The identification of work and skill requirements provides the basis for
determining staffing needs. The next step is to analyze the organizational
structures to ensure that functional alignments and reporting relationships
are appropriate to the unit’s mission. The criteria used to make such a
determination are identified in subchapter 130. Critically important criteria, as
outlined in previous sections, are repeated below:

a. Review functional statements and job descriptions to eliminate
duplication of responsibility between subordinate units of the
organization, as discussed in 133. Where such duplication is found,
functional responsibility is assigned to the subordinate unit having
dominant interests in the activity under review.

b. Group functional activities to ensure homogeneity of work as
discussed in 135.

C. Establish a span of control consistent with the guidelines discussed in
136.
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d. Establish a hierarchy of responsibility in vertical reporting relationships
consistent with the guidelines discussed in 134.1.

e. Align contingent work relationships so they are consistent with the
concepts discussed in 134.2.

Reporting Relationships

Administrative

An administrative reporting relationship establishes a clear line of authority
between positions or units in the organizational hierarchy. The actions of the
subordinate are subject to the direction and approval of the next higher level
of management, irrespective of the autonomy the latter may choose to grant
to, or withhold from, subordinate levels. Subordinate positions never report
administratively to more than one higher level supervisor.

Functional

A functional reporting relationship establishes a connection between
positions or organizational units at different management levels based on the
specialized nature of the function for which a mutual responsibility is shared.
In this type of situation — often referred to as an indirect reporting
relationship — the higher level position or unit provides functional guidance
and support to positions or units lower in the organizational structure.

For example, Human Resources at Headquarters has functional
responsibility for human resources activities in the areas. However, these
activities report administratively and directly to the vice president, Area
Operations. There is no formal line of authority in a strictly functional
relationship.

Management of Reporting Relationships

The administrative head of an organization integrates all unit activities
through the exercise of organizational authority. Detailed functional expertise
is usually located immediately below this level of management, where
administrative authority and functional direction are joined.

Sometimes it is necessary to separate administrative and functional reporting
relationships. A separate functional reporting relationship might be justified
when:

a.  The knowledge essential to effective performance is so specialized that
the function can only be placed in the higher levels of the organization
(e.g., the Postal Service medical program).

b.  The consequences of an incorrect decision are so great as to require
continuing consultation with a higher organizational level having policy
responsibility for the functional area in question (e.g., international
mail).

c.  The sensitivity of the function requires total uniformity of execution
throughout the entire organization (e.g., labor relations or purchasing).

Organizational relationships are analyzed in terms of the adequacy of
functional direction. Where it is appropriate, functional reporting relationships
can be formally established so that sanction channels of communication are
not reflected in the administrative structure.
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Line and Staff Relationships

While line relationships are based on the exercise of organizational authority,
staff relationships are founded on the exercise of organizational influence
and the authority of knowledge. While line managers are empowered to
make operating decisions, staff personnel act in an advisory role. Line
managers report administratively to the next higher level of management.
Staff managers report administratively to line or staff management and often
functionally to another level of management outside and, sometimes, above
the unit structure.

Staff functions are analyzed based on the following criteria:

a. Appropriate placement within the structure. If the reporting point is too
low in the structure, the exercise of influence is impaired.

b.  Extent of need. Functional expertise may be readily accessible to line
management outside the immediate structure, obviating the need for
redundant internal staff.

Responsibility and Authority

A principle rule in organizational design requires authority to be
commensurate with responsibility. Managers cannot be held accountable for
results over which they have limited or no control. Analyze reporting
relationships to uncover any organizational defects such as:

a. Placement of authority at one or more levels above the designated
level of responsibility.

b. Placement of essential organizational resources outside the managerial
control of the manager who needs them most and who should be
accountable for their use.

C. Granting overlapping authority to two or more positions or units that
could lead to jurisdictional conflicts.

Identification of Discrepancies

Design of Organizational Structure

Performing the analysis described in 141 through 143 provides a basis for

the design of an organizational structure, as follows:

a. Analysis of work and skill requirements helps management to identify
the organizational resources that are needed.

b.  Analysis of functional relationships helps management to arrange the
organizational resources into a functional structure.

Comparison With Existing Organization

If an existing organization is compared to a proposed organizational
structure, functional relationships and staffing discrepancies can be
identified. The discrepancies become the focal points for organizational
change if further analysis confirms the need to modify existing structures or
staffing.
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Performance Issues

No organization is static, so managers need to ensure that structures and
staffing continue to meet their unit’s objectives. However, an organization
may not perform up to expectations for reasons other than deficiencies in
structures or staffing. If the organization is fundamentally sound, allow
structures and staffing to remain intact and consider other courses of action.

The causes of organizational performance issues can often be traced to one
or more of the deficiencies listed below. If the organization suffers from any
of the deficiencies listed, changes in structures or staffing are not likely to
correct them. Management must address these issues directly by actions
unrelated to the organizational design process. These include deficiencies in
the following areas:

Training.

Planning and goal setting.
Recruitment and selection.
Methods and procedures.
Controls and feedback.
Communication.

@ o a0 oTp

Leadership.

Reasons for Making Organizational Changes

Basic reasons for making organizational changes may include changes in the
following:

Strategy, mission and vision.

Centralization of work or shared services concept or insourcing.
Consolidation of facilities.

Type or amount of work performed.

Operating procedures.

- o o0 T @

Reporting relationships.

Types of Organizational Changes

General

Proposed organizational changes are classified as major or minor, as
specified in 153.2 and 153.3. Organizational change requests can originate
at any level of management. After the request has been reviewed and
concurred by the next level managers, it must be initiated by an officer or his
designee for approval. Before making an official request, the requestor
should discuss it informally with higher level functional management, district
or area Human Resources manager, and/or the Manager, Organizational
Effectiveness to seek further guidance.
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Major Organizational Changes

Major organizational changes are initiated by an officer and implemented by
Organizational Effectiveness within the Employee Resource Management
function. A major organizational change may consist of at least one of the
following:

a. Consolidation: Involving the movement of operations from one or more
facilities to other facilities.

b. Closure: Involving the elimination of one or more facilities.
Restructure: Involving a major change in strategy within a functional
group. (For example: centralization, insourcing, shared services,
decentralization, and new technology.)

Note: A major organizational change may result in the elimination of

encumbered positions which may lead to a potential Reduction in Force
(RIF) impact. (See section 354, Assignment of Unassigned Employees.)

Minor Organizational Changes

Minor organizational changes are initiated by an officer and implemented by

Organizational Effectiveness. A minor organizational change may consist of

at least one of the following:

a. Realignment of functional units. For example: a change in reporting
relationship.

b. Realignment of work performed within a functional unit resulting in the
modification of one or more job descriptions. This may also result in the
creation of new jobs.

c.  Change in job titles.
d. Minor changes to a job description.

The above are not all-inclusive. A minor change may consist of other aspects
concerning the specific organization.

Note: Minor organizational changes should not result in the elimination

of an encumbered position.

Before making an official request, the requestor should discuss it informally
with higher level functional management, district or area Human Resources
manager, and/or the Manager, Organizational Effectiveness, to seek further
guidance.

Submitting Requests
Field Units

Managers of field units are to forward requests with appropriate
documentation (see 155) through appropriate managerial channels to the
district Human Resources manager. Each level of management must concur
before a request is submitted to the next higher level.

a. The district Human Resources manager submits the request to the
area Human Resources manager.

b. If it is concurred with at the area human resources level, it is submitted
to the area Vice President for review and concurrence.
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C. The area vice president or area Human Resources manager submits
the formal request to the vice president, Employee Resource
Management (ERM).

Headquarters Units

Managers of Headquarters units are to forward requests with supporting
documentation to their next higher level manager for review and
concurrence. The next higher level manager will then submit the request to
the vice president of the functional department for concurrence. The vice
president of the functional department will seek concurrence from their
Executive Leadership Team (ELT) member. The ELT member must submit
the formal request to the vice president, ERM for review and consideration.

Documenting Requests

The process for requesting a major or minor organizational change is
described below:

a. The officer of the functional area submits a formal request to the vice
president, ERM, with a copy to the general counsel & executive vice
president. The request should include supporting documentation and
describe the organizational change, its rationale, potential efficiencies,
and cost savings.

b.  The vice president, ERM reviews the request and forwards it to the
manager, Organizational Effectiveness (OE), for further review.

C. If OE determines the request to be a major change, it will contact the
business customer to discuss the completion of an organizational
change restructure proposal packet (provided by OE).

d. If OE determines the request to be a minor change and is in agreement
with the request, it will contact the business customer to discuss, if
necessary, or proceed with the requested change.

Note: Due to the potential employee impact that may result from an
organizational change, OE will consult with the Law Department to
discuss any legal aspects that should be considered before proceeding
with the request.

Approval Authority and Disposition of Requests

All organizational changes — major and minor — may be approved by the
chief human resources officer or vice president, ERM, or manager,
Organizational Effectiveness.

After Organizational Effectiveness reviews the request and initiates all
appropriate procedures for implementation, the vice president, ERM may
approve, approve in part, deny, or propose changes to any organizational
change request.

An approved request that is ready for implementation may include one or
more of the following:

a. Organizational chart showing revised reporting relationships, as
applicable.
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b. List of approved job titles, grades, occupational codes, and number of

positions.
C. Implementation guidelines.
Approval

A request that has been approved is sent to the initiating official through
appropriate channels.

Denial

A letter explaining the reasons for denying a request is sent to the initiating
official, with copies provided to the appropriate functional units.

Implementation

To effect a major organizational change with service-wide impact,
Organizational Effectiveness coordinates the preparation of an
implementation plan with stakeholders. Functional management at
Headquarters provides technical guidance, as requested, to ensure accuracy
of content and consistency with established policy. When the
implementation plan is approved, changes to organizational structure will be
entered in the Organizational Management system (see 161.1).

Due to the unique circumstances of each organization, implementation plans
will differ. However, most implementation plans may include at least one or
more of the following items:

a. Schedule of target dates for each phase of the plan.

b.  Anticipated internal operational impacts of the modified structure and
staffing plan.

C. Standard job descriptions for new or modified jobs.
Guidelines for consolidating duties and responsibilities.

Guidelines covering the transfer of functions to or from another
organizational unit.

f. Clarification of new reporting relationships.

g. Instructions concerning changes affecting bargaining unit positions
and consultations with the management associations and local unions,
as necessary.

h.  Suggested procedures for monitoring compliance.

Note: When implementing an organizational change, the organizational
change procedures in 354, Assignment of Unassigned Employees, may
need to be invoked.
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Organizational Management System

Explanation
The Organizational Management (OM) system is a computerized system that:

a. Provides information reflecting actual organizational characteristics
down to the smallest supervised unit in every Postal Service
installation.

Identifies the hierarchy of organizational units and authorized positions.

C. Enables the comparison of the structural organization and staffing
levels of similar facilities for the purpose of identifying inconsistencies.

Reports Generated

Authorized Staffing Organization Report

The Authorized Staffing Organization Report is a graphic display of the
distribution of all authorized nonbargaining unit and selected bargaining unit
positions within a manager’s span of control. The report displays the
structural arrangement of an organizational unit (e.g., Postal Service facility,
tour, and specialized unit) and provides the following data:

Job title and occupation code.

Pay schedule and grade or level for each position.
Number of positions authorized for a given job title.
Date of the last change to the organizational unit.

®© o0 T P

Cost center code for the specified organizational unit.

Note: The cost center code is a 10-digit number consisting of a unit’s
Finance Number and Unit ID.

Payroll Staffing Condition Report

Description

The Payroll Staffing Condition Report is a sequential printout of authorized
nonbargaining unit positions and their incumbents generated by the web-

based Complement Information System (webCOINS). The report shows all
variances to approved staffing by comparing data from these two sources:

a. The authorized and on-rolls complement of a unit (identified by cost
center code and extracted from the OM system).

b.  Current payroll records.
Identifying Discrepancies
Discrepancies between the two sets of data can be readily identified. The

report notes the following variances between authorized and on-rolls in the
Variance column:

a. Vacant positions (VAC).
b Over-complement positions (OVC).
C. Non-authorized positions (NAU).
d Occupied positions (OCC).
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Administrative Responsibility

Headquarters

Organizational Effectiveness establishes policies and procedures for the
Organization Management system.

Districts

District Human Resources managers are responsible for verifying
organizational and staffing information for all Postal Service facilities within
their jurisdiction. If an OM change is required, the district must submit a
request to the area for review and concurrence. If the area Human Resources
managers concur, they submit a formal request to the vice president, ERM,
for review and approval.

Areas

Area Human Resources managers are responsible for verifying
organizational and staffing information for all Postal Service facilities within
their jurisdiction, including the area office. If an OM change is required, they
submit a formal request to the vice president, ERM, for review and approval.

Organization, Staffing, and Position Reviews

Responsibility
Organizational Effectiveness periodically assesses established structures
and staffing.

Purpose

Organizational Effectiveness conducts reviews to ensure that the allocation
of approved positions and the assignment of personnel reflect the most
effective use of human resources. Specific objectives are to:

a. Assess uniformity in organizational structures and position use
throughout the Postal Service.

b. Evaluate the adequacy of job descriptions used in the organizational
unit review.

C. Assess the effectiveness of approved staffing and structure.

d. Identify the informal organization and compare it to the formal
structure.

e. Evaluate staff interaction in a unit or facility to determine whether:
(1)  Approved organizational structures have been implemented.
(2)  Authorized positions are functioning as intended.

(3) Weaknesses exist in the approved organizational structure,
positions used, or both.

(4) Timely action is taken whenever non-authorized positions are
found.

f. Determine if overlapping duties and responsibilities exist within the unit.

g. Determine if structural or staffing designs leave essential work
inadequately supported.

Note: The use of the word positions is not related to the on-rolls staffing.
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Purpose
This chapter:

a. Provides a logical, fair, and consistent framework for determining the
measure of relative value of each bargaining unit and nonbargaining
unit position.

b.  Establishes a process for reviewing and updating job descriptions and
qualification standards used throughout the Postal Service™.

C. Outlines the procedures used to request a job evaluation review.

Responsibilities

Chief Human Resources Officer and Executive Vice
President

The chief human resources officer and executive vice president is
responsible for ensuring that:

a. Each position in the Postal Service is evaluated and assigned to an
appropriate grade level.

b. Postal Service employees receive equal pay for substantially equal
work.

Compensation
Compensation:

a. Ensures that the job evaluation policy reflects the Postal Service’s
commitment to an open, equitable, and cost-effective method of
determining the relative value of positions and grade levels, using the
appropriate job classification system.

b. Employs the appropriate job analysis tools to identify position duties
and responsibilities to achieve organizational objectives.

C. Develops new standard job descriptions and qualification standards,
when appropriate.

d. Revises existing standard job descriptions and qualification standards,
when appropriate.

e. Evaluates all jobs and assigns the appropriate grade levels.
f. Reviews the grade levels assigned to existing jobs.
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212.2 Job Evaluation

g. Processes requests for job evaluation reviews (RFRs) applicable to
bargaining unit and nonbargaining unit positions and reviews RFRs
submitted by Headquarters and area offices.

h. Reviews requests to rank a bargaining unit position (see Exhibit 212.2,
PS Form 820, Ranking of Position Request).
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Exhibit 212.2 (page 1 of 2)
PS Form 820, Ranking of Position Request

= UNITED STATES . .
B P0sTAL SERVICE « Ranking of Position Request

A. Position to Be Ranked

Name of Office or Organization This section to be completed by the Approving Officer
Title Occupation Code
Suggested Title of Position Position Identification Level
Recommended Salary Level (From Part D) Key Position Reference Craft
Date Submitted Signature of Approving Official Date Approved (DD/MM/YYYY)

Reason for This Request

B. Position Description (Attach continuation sheet if necessary)

1. Basic Functions

2. Duties and Responsibilities

3. Organizational Relationships

PS Form 820, March 2014 (Page 1 of 2)
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212.2

Exhibit 212.2 (page 2 of 2)

PS Form 820, Ranking of Position Request

C. Evaluation

Index

Job Evaluation

Instructions: For comparative purposes, select an existing ranked position in the organization that is functionally related to the position
being evaluated. If no such position exists, select from a functional area the existing ranked position that is most comparable in terms of

duties, responsibilities, and work requirements.

1. Title of Comparison Position

2. Key or Standard Position Number Assigned to Comparison Position

3. Level of Comparison Position

4., Comparative Analysis (In the table below, compare the position for which a ranking is requested to the comparison position by entering a check in the

appropriate column for each component.)

Descriptive Comparison
(Components of New Position)

Rank in Relation to Comparison Position

Substantially Below

Approximately

Below the Same Above

Substantially
Above

Difficulty of Work

Responsibility Exercised

Scope and Variety of Tasks

Conditions of Performance, Including Physical
Requirements or Hazards

Skill or Knowledge Requirements

Experience Requirements

Public Relations Requirements

5. Specify any other considerations or unusual conditions that may have a bearing on the salary level of the position for which the ranking is required.

D. Recommendation

Level

On the basis of the analysis completed in Part
C, I recommend that this position be placed in

Signature of Authorized Official

Date (MM/DD/YYYY)

If you object to any phase of the assignment: (a) notify the installation heads of the nonauthorized features; and (b) caution them
concerning permission to perform the duties. In your notification, do not designate any task by level.

Signature of Reviewing Official

Date (MM/DD/YYYY)

PS Form 820, March 2014 (Page 2 of 2)
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212.3

212.4

212.5

213

21341
213.11

213.12

213.2

213.2

Initiating Offices

Initiating offices (e.g., Post Offices™, districts, processing and distribution
centers or facilities, areas, and Headquarters units):

a. Rank authorized bargaining unit positions within their organizations.

b. Prepare requests to rank bargaining unit positions that cannot be
matched to either key or standard job descriptions within their
organizations.

c. Prepare RFRs for nonbargaining unit positions.

District Offices
District offices:
a. Match RFRs to existing job descriptions.

b.  Provide comments and input on RFR requests submitted to the area
office for review.

Reviewing Offices
Each reviewing office reviews RFRs and processes them as follows:

a. If the reviewing office concurs, it submits the recommendations as to
the validity of a request to the next review level.

b. If the reviewing office does not concur, it returns the request to the
requesting official, explaining the reasons for denial.

Management levels of review are defined as follows:

Initiating or Reviewing

Office Level of Review
Post Office/Plant District

District Area

Area Compensation
Headquarters unit Compensation

Job Descriptions

Maintenance

Compensation

Compensation maintains a master file of all job descriptions for bargaining
unit and nonbargaining unit positions throughout the Postal Service.
Field

Management officials and support administrative staff in Post Offices and
districts can access job descriptions through an electronic database named
Job Description (JD) Online or JD Online.

Access to Job Descriptions

All employees are entitled access to job descriptions for the jobs they
currently hold or for which they apply. Installation heads must take the steps
necessary to ensure that job descriptions are available to employees.
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Job Evaluation

220 Nonbargaining Unit Positions
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221

222

2221

22211

222.12

222.13

Job Descriptions

Compensation develops and maintains job descriptions, the basic
documents used to describe and evaluate all nonbargaining unit positions. A
job description includes information that describes the functional purpose of
the position, the essential duties and responsibilities, and the organizational
reporting relationship. Information concerning the knowledge, abilities, and
skills required to perform the duties and tasks of a position are contained in
the position’s qualification standards.

Requesting a Job Evaluation Review

Background Information

Conditions
Employees or managers must initiate a RFR if they believe that:
a. A major aspect of a job’s duties and responsibilities has changed; or

b. A major duty has been added that was not considered in the initial job
evaluation review.

Employee-Management Differences

The job evaluation review process is not to be used to resolve disputes
between managers and employees over job requirements. A review may be
requested if management concurs with an employee that the work
performed is not incorporated into the existing job description or job
requirements.

Change in FLSA-Exempt Status

Employees or managers must initiate an RFR if there is reason to believe that
a position previously classified as FLSA-exempt no longer qualifies for that
status. The request for review is sent to the area Human Resources manager
and the Law Department. An FLSA-exempt status may change for any of the
following reasons:

a.  The work performed by the employee is not consistent with the work
requirements set out in the job description.

b. Management determines that the job description’s work requirements
no longer fulfill operational requirements and wants the employee to
perform other work.

C. The position is executive exempt (manager or supervisor) and the
manager or supervisor does not supervise two or more career or
noncareer employees who collectively work 80 or more hours per week
regularly. The 80 or more hours per week includes actual work hours,
not other paid hours.
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222.2

222.21

222.22

222.3

222.4

222.5

222.5

Documentation Requirements

Preparing a Request for Review

The incumbent or manager prepares a narrative RFR stating the differences
between the content of the employee’s assigned position and the actual
duties and responsibilities of the position.

Action at Management Review Levels

Reviewing managers will:

a. Ensure that each RFR is accurate and properly stated.

b. Determine whether the job description assigned to the employee is
consistent with the actual duties and responsibilities of the position.

C. Provide a written evaluation that either supports or refutes the RFR. An
RFR that does not include a recommendation — either positive or
negative — may be returned.

d.  Forward the RFR through normal management channels to:
(1)  The appropriate district office; or
(2)  For area or Headquarters jobs, Compensation.

Action by Districts

District Human Resources managers analyze the RFR and take one of the
following courses of action:

a. Deny the request and prepare a memorandum stating the reasons.

b. Forward the request, with comments and a summary of the analysis, to
the area Human Resources manager for review.

Action by Areas

Area Human Resources managers analyze the RFR and take one of the
following courses of action:

a. Deny the request and prepare a memorandum stating the reasons.

b. Forward the request, with comments and a summary of the analysis, to
Compensation for review.

Action by Compensation
For a position that may need nationwide review and for any area or
Headquarters position, Compensation analyzes the RFR and takes one of
the following courses of action:
a. Denies the request and prepares a memorandum stating the reasons.
b. Approves the request and takes one of the following courses of action:
(1)  Revises an existing job description to include the duties and
responsibilities resulting from the analysis and makes any
necessary changes to the qualification standards.
(2) Develops a new job description that reflects the duties and
responsibilities resulting from the analysis and makes any
necessary changes to the qualification standards.

(3) Sends an approval memorandum to the initiating employee or
manager.
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230 Bargaining Unit Positions Covered by a National
Agreement
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231

232

2321
232.11

232.12

232.2
232.21

Job Descriptions

PS Form 820, Ranking of Position Request, (see Exhibit 212.2), is the basic
document used to describe and evaluate or rank bargaining unit jobs
covered by a collective bargaining unit agreement, and generates the
following two types of job descriptions:

a. Key positions (KPs). Used as benchmarks, or models, in the creation of
standard positions, KPs are ranked to clearly reflect level distinctions.
KPs use general terms to describe the duties and responsibilities of
more than one employee.

b.  Standard positions (SPs). Although SPs are described in more specific
terms than KPs, they also use general terms to describe the duties and
responsibilities of more than one employee.

The purpose of a job description is to describe three components of a
position:

a. Primary assignment or basic function,

b.  Tasks and duties involved in carrying out the primary assignment, and
c. Organizational relationship.

These components constitute the basis for comparing a position with key
positions and for aligning it with other positions in the Postal Service.

Note: The job description terminology used in 231 is based on existing
regulations.

Using PS Form 820
Background

Purpose

PS Form 820 is used to establish and review rankings of bargaining unit
positions in the field and in certain area and Headquarters units. It serves to
document requests for a new position or for changes to an existing one. In
most cases, this form is not required because of the number of positions
already in existence to which work can be matched.

Conditions

If a position’s duties and responsibilities change or a new position is needed,
the Installation Head, functional manager, or designee must complete a
PS Form 820 with assistance from Compensation.

Exception: If a position changes as a result of a national review of bargaining
unit positions, Compensation completes the form.

Documentation Requirements

Preparing PS Form 820
Installation heads enter the following information on the form:
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232.21

Position to Be Ranked:

1)

Name of Office or Organization. Enter the name of the Post Office
or other Postal Service installation where the position exists.

Suggested Title of Position. Enter the title proposed for the
position to be ranked.

Recommended Salary Level. Enter the level from Part D on
page 2.

Date Submitted. Enter the date on which the PS Form 820 is
submitted.

Reason for This Request. Enter the reason for submitting the
PS Form 820.

Job Description:

(1)

Basic Functions (ltem B.1). Describe the position’s basic function
in a concise statement that explains the position’s primary
purpose. For example, “Makes general repairs on a variety of
postal and building equipment on a tour when no other
mechanics are present; performs clerical tasks related to the
scheduling, control, and reporting of plant maintenance
activities.” Do not attempt to describe the specific tasks
associated with the position in ltem B1; this information goes in
Item C.

Duties and Responsibilities (ltem B.2). Enter the individual tasks
performed in carrying out the basic function:

(@ Explain the tasks in detail sufficient to provide a clear
understanding of the work, referring to the evaluation
factors given in Part C. These include trade fields in which
the work is performed, type of equipment worked on,
commonly used hand and power tools, and nature and
extent of repairs. Describe work conditions such as “in and
around moving machinery,” “bench work,” or “outside
work.”

(b)  Explain responsibilities in terms of decisions. For example,
“removes needed equipment from service for repair,” or
“requests additional mechanical or supervisory
assistance.”

() Note skills, knowledge, and/or experience necessary to
accomplish the basic function efficiently, especially where
the task description does not make these qualities readily
apparent. Avoid listing an incumbent’s or applicant’s
specific qualities, unless those qualities are clearly
essential to the position.

(d) Note the duties and responsibilities assigned to the
position that are beyond the scope of the basic function.
Estimate the percentage of time devoted to the separate
tasks. Also note tasks performed at intervals other than
daily (e.g., quarterly, semiannually, annually).
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Job Evaluation

(e) If the position is composed of a combination of tasks
requiring materially different skills and knowledge, estimate
the percentage of time to be devoted to each area.

(H  Avoid ambiguous terms like assists or processes. If such a
term is used, specify the work tasks attached to that
position feature.

Organizational Relationships (Item B.3). Give the title and grade of
the position’s immediate supervisor, and:

(@  If the immediate supervisor works a different tour than the
incumbent, give the supervisor’s tour time.

(b)  If the supervisor works in a different building, make a
notation.

(¢) Explain the nature and extent of:

(i) Instructions given to the incumbent before, during,
and after task performance.

(i)  Available guidelines and procedures directly
applicable to the work.

(i)  Review of the finished work.

(d)  If more than one supervisor in the chain of command
reviews finished work, make a notation.

Evaluation:

1)

(4)

When choosing a position for comparison in item C.1, select a
ranked position in the installation closely related in function to the
position under analysis. If no closely related position exists,
select one with similar work processes or other characteristics.

Complete items C.2 and C.3.

Rank factors in comparative, not absolute terms. For example, if
neither position involves contact with the public, check “Public
Relations Requirements” in item C.4 as “Approximately the
Same.” Comparison reflects the evaluator’s best judgment,
based on knowledge of both the comparison position and the
position under review.

Complete item C.5, as applicable.

Recommendation: After completing Part C, recommend a position
level (grade level), then sign and date the entry.

232.22 Action at Management Review Levels

Reviewing managers review the initiating office’s recommendations and take
one of the following actions:

a.

If they do not concur with the initiating office’s recommendations, they
return the unsigned PS Form 820 with a memorandum explaining
reasons for disapproval.

If they concur with the initiating office’s recommendations, they
forward the request to the next higher management level for review, as
appropriate.
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233.1

232.3 Action by Districts

232.4

232.5

233

233.1

District Human Resources managers take one of the following courses of

action:

a. If the job can be matched to an existing key or standard position, they
forward the PS Form 820 signed and dated, to the area Human
Resources manager for review.

b. If the job cannot be matched to an existing key or standard position,
they forward the PS Form 820 with Part C left blank to the area Human
Resources manager for review.

Action by Areas

Area Human Resources managers take one of the following courses of

action:

a. If they do not concur with the district’s conclusions, the manager
returns the PS Form 820 to the initiating office, along with a
memorandum stating the reasons for nonconcurrence, and sends a
copy of PS Form 820 to the district Human Resources manager.

b. If they concur with the district’s conclusions, the manager forwards the
PS Form 820 to Organizational Effectiveness for review.

Action by Compensation
Compensation takes one of the following courses of action:

a. If Compensation does not concur with the area’s conclusions, it returns
the PS Form 820 to the area with a memorandum stating the reasons
for non-concurrence.

b. If Compensation concurs, it takes the following steps:
(1)  Evaluates the job against an existing key or standard position,
then either:

(@ Revises an existing standard position; or
(b) Establishes a new standard position.

(2)  After completing the job evaluation, Compensation forwards the
new or revised job description to Labor Relations for review, craft
determination, and any further action required under terms of the
applicable national agreement.

(3)  After final approval, Compensation sends a formal response to
the area Human Resources manager that includes steps for
implementation.

Evaluating Bargaining Unit Positions

Purpose

Evaluating bargaining unit positions consists of establishing a clear
understanding of the duties, responsibilities, and work requirements of a
position. Careful description of the position ensures that employees receive
equal pay for substantively equal work.
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233.2 Basis for Position Evaluation

The comparison of a position’s duties, responsibilities, and work
requirements to key job descriptions serves as the only basis for evaluation.

a.

The following factors determine final ranking:

(1)  Difficulty of the work to be performed.

(2) Degree of responsibility to be exercised.

(3) Scope and variety of tasks involved.

(4) Conditions under which the work is performed.
The following factors do not affect the final ranking:

(1)  The incumbent’s knowledge, skills, abilities, or previous position
title.

(2) Designation of the hiring list or the maintenance craft’s internal

promotion eligibility register or preferred assignment register (as
applicable) from which the employee will be selected.

233.3 Criteria for Evaluating Mixed Assignments
The criteria for evaluating mixed assignments are as follows:

a.

32

Regularly scheduled to two bargaining unit positions on a daily basis.
When a full-time employee is scheduled every workday to perform the
work of two separately defined bargaining unit positions in two
different grades, the employee is placed in the position of the higher
grade. The duties of the lower grade position, while included in the
work assignment, represent extra duties in relation to the official
position and do not affect the pay grade of the employee.

Regularly scheduled on intermittent days in two bargaining unit
positions. When a full-time employee is regularly scheduled on
intermittent workdays to perform the work of two separate bargaining
unit positions in different grades, the employee is placed in the position
in which more than 50 percent of the time is spent. If the time is equally
divided, the employee is placed in the higher grade position.

Regularly scheduled on intermittent days to more than two bargaining
unit positions. When a full-time employee is scheduled on intermittent
days to perform the work of more than two bargaining unit positions in
different grades, and less than 50 percent of the time is spent in a
single position, the total work assignment of the employee is separately
defined as a position and ranked in an appropriate grade.

Regularly scheduled to perform work in two or more bargaining unit
positions in the same grade. When a full-time employee is regularly
scheduled to perform the work of two or more bargaining unit positions
in the same pay grade, the employee is assigned to the position in
which more than 50 percent of the time is spent. If the work is evenly
divided between two positions, or if less than 50 percent of the time is
spent in a single position, the work assignment of the employee is
separately defined and an appropriate title is assigned.
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234 Appeals

Employees with positions covered by a collective bargaining agreement may
grieve the salary level, title, or identification of their positions through the
agreement’s grievance-arbitration procedures.

240 Other Bargaining Unit Positions

To establish or change bargaining unit positions that are not covered by a
particular collective bargaining unit agreement, this requires submission of a
narrative request or PS Form 820. Employees should direct questions
regarding these position evaluations to Compensation.

250 Position Reviews

To ensure proper identification of a position and proper evaluation of the
position’s duties and responsibilities, Compensation or other appropriate
management officials may review any positions at any time — by
correspondence or onsite interview. These officials may direct appropriate
action to correct the improper evaluation or identification of a position.

251  Qualification Standards

251.1 General

All candidates must meet the appropriate qualification standards for
positions. The statements of knowledge, skills, and abilities establish the
minimum requirements that candidates must meet.

2512 Sources

251.21 Nonbargaining Unit and Bargaining Unit Positions

Qualification standards for Postal Service nonbargaining unit positions are
available in electronic form on the Postal Service Intranet under the Human
Resources homepage (as described in 251.22). These do not include
qualification standards for positions in the Postal Career Executive Service
(PCES), which do not exist.

Qualification standards for use in entrance and in-service placement for
Postal Service bargaining unit positions are found on the Postal Service
Intranet under the Human Resources homepage (as described in 251.22).
The application of these standards must be consistent with the applicable
provisions of the appropriate collective bargaining agreement. See
Handbook EL-312, Employment and Placement, 76, Bargaining Position
Qualification Standards, for more information.
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251.22 Qualification Standards Online

Qualification standards for Postal Service nonbargaining unit (except PCES)
and bargaining unit positions are available in electronic form on the Postal
Service Intranet, as follows:

a. Go to http://blue.usps.gov/wps/portal.

In the right column, under Human Resources, click HR Home.
Click Resource Library.

Under Pay & Benefits, click Systems and Tools.

® a0 0O

Click Pay Programs, then click the hyperlink to JDOnline.
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310 General Provisions

311

311.1

311.11

311.12

311.13

311.2

311.21

March 2022

Functional Responsibilities

Basic Principles

Best Qualified Personnel

Employee Resource Management designs employment and placement
processes to ensure that the recruitment, assignment, promotion,
motivation, training, development, and retention procedures yield the best
qualified personnel to carry out the mission of the Postal Service™ with
maximum productivity and economy of operations.

Prohibition of Discrimination

It is Postal Service policy that all employees and applicants for employment
be afforded equal opportunities in employment without regard to race, color,
sex (including pregnancy, sexual orientation, and gender identity, including
transgender status), national origin, religion, age (40 or over), genetic
information, disability, or retaliation for engaging in EEO-protected activity as
provided by law. As part of its program of equal employment opportunity, the
Postal Service prohibits discrimination or harassment based on any of these
categories.

In addition, it is also Postal Service policy to prohibit discrimination or
harassment based on political affiliation; marital status; status as a parent;
and past, present, or future military service. Position changes and
advancement are based solely on merit, applicable experience, and
knowledge, skills, and abilities.

Prohibition of Political Recommendations

The law (39 U.S.C. 1002) prohibits political and certain other
recommendations for appointments, promotions, assignments, transfers, or
designations of persons in the Postal Service.

Administrative Responsibilities

Vice President of Employee Resource Management

The vice president, Employee Resource Management, develops policies,
methods, and procedures for recruiting, selecting, appointing, assigning,
reassigning, and promoting employees.
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311.22

311.23

311.24

Employment and Placement

Area Manager of Human Resources

The manager Human Resources (Area), directs the review, compliance, and
continued long-term improvement of all employee and labor relations
programs, including collective bargaining, grievance processing, arbitration,
contract interpretation, contract analysis, recruitment, compensation,
organizational design, staffing, training, Equal Employment Opportunity
(EEQ), safety, and Postal Career Executive Service (PCES) administration.

Diversity and Inclusion

Diversity and Inclusion ensures that recruitment, retention, and promotion
practices draw upon and support the communities served by the Postal
Service. Diversity and Inclusion implements affirmative employment plans
and takes the following actions:

a. Develops and implements recruitment and hiring strategies to increase
the employability of underrepresented groups, including minorities,
women, and people with disabilities.

b. Establishes retention initiatives to reduce turnover of a diverse
workforce.

C. Establishes methods to increase participation of underrepresented
groups in development and promotion activities.

d. Identifies and removes employment barriers for minorities, women, and
people with disabilities.

District Manager of Human Resources

The manager, Human Resources (District), manages the human resources
function district-wide, ensuring compliance with postal employment and
placement policies and coordinating human resources activities to support
postal operations.

320 Recruitment

36

321

321.1

General Provisions for Recruitment

Anticipating Recruitment Needs

Generally, nonbargaining positions are filled from within the Postal Service.
When vacancies are not filled by internal placement of employees, career
and noncareer vacancies may be filled externally. The appointing official
must anticipate recruitment needs in time to ensure that qualified persons
are available for appointment. The appointing official must consider the
number of anticipated vacancies, and decide whether the needs can be met
with noncompetitive recruitment sources, competitive recruitment, or a
combination of competitive and noncompetitive recruitment sources. When
competitive recruitment will be utilized, the appointing official determines
whether additional recruitment efforts are necessary to yield a diverse pool of
qualified persons for potential Postal Service employment (see Handbook
EL-312, Employment and Placement, chapter 2).

ELM 52



Employment and Placement 332.1

321.2

321.3

321.4

321.5

322

Publicizing Job Opportunities
District human resources managers and appointing officials must ensure that

job opportunities are widely publicized to recruit new employees (see
Handbook EL-312, part 42).

Veterans’ Preference for Eligible Applicants
The Postal Service grants veterans’ preference to eligible applicants for

Postal Service employment. See Handbook EL-312, 48, Veterans’
Preference, for specific procedural guidelines.

Register Preference Factors
The Postal Service grants veterans’ preference for Postal Service

employment. See Handbook EL-312, 48, Veterans’ Preference, for specific
procedural guidelines.

Register Maintenance

The district maintains registers for filling positions in an installation or group
of installations. Entrance examination results are used to create the registers
used to fill jobs. A separate register exists for each examination. See
Handbook EL-312, chapter 4, for specific procedures for establishing,
maintaining, and using registers.

Special Employment Programs (Employment of
Individuals With Disabilities)
See Handbook EL-312, 235, Employment of People With Disabilities, and

Handbook EL-307, Reasonable Accommodation, An Interactive Process, for
more information concerning the employment of people with disabilities.

330 Examinations

March 2022

331

332

332.1

Purpose of Examinations

The Postal Service administers employment and promotion examinations to
help identify the best qualified eligible candidates for filling vacant positions.
See Handbook EL-312, chapter 3, for detailed provisions regarding
employment and promotion examinations.

Conducting Examinations

General

The proper conducting of examinations plays an essential role in the
employment and placement function in the Postal Service. See Handbook
EL-312, chapter 3, for detailed provisions and instructions for conducting
examinations.

37



332.2

332.2

332.3

332.4

333

334

334.1

334.2

Employment and Placement

Entrance and Inservice Examinations

Only authorized personnel and vendors may conduct entrance and inservice
postal examinations.

Inservice Examinations

Installations that have regularly-assigned examiners must use these trained
personnel to administer inservice examinations, provided there are no
conflicts of interest such as the examiner is assigned to proctor an exam in
which he or she or a relative is enrolled. Any exceptions to this policy must
be approved by the Headquarters Testing and Assessment department. See
Handbook EL-312, chapter 3, for more information.

Examination Locations

The Postal Service obtains qualified employees and helps applicants seeking
postal employment through a network of examination locations where
persons may take the required examinations for Postal Service employment.

Veterans’ Preference

Veterans’ preference is granted to eligible applicants for Postal Service
employment. The Postal Service’s online application system, eCareer, adds
claimed preference points to examination ratings as required by the
Veterans’ Preference Act of 1944, as amended, or arranges the applicants in
rank order by veterans’ preference claim status (see 441). The appointing
official or designee adjudicates the claimed preference. See Handbook EL-
312, 48, Veterans’ Preference, for more information.

Establishing Hiring Lists
Applicants

Persons who apply to a vacancy announcement posted externally on http://
about.usps.com/careers/welcome.htm are applicants.

Definition of Hiring List

A Hiring List consists of a listing of the names of eligible applicants who
applied to the specific vacancy announcement arranged in descending order
by score or veterans’ preference status, as appropriate to the position being
filled, for appointment consideration. See Handbook EL-312, subchapter 44.

340 Suitability, Selection, and Appointment

38

341

Positions Restricted to Preference Eligibles

The Postal Service restricts certain positions to preference eligible applicants
under the Veterans’ Preference Act of 1944, as amended. This restriction
applies only to appointments made from external recruitment sources. See
Handbook EL-312, 232.52, Positions Restricted to Applicants Eligible for
Veterans’ Preference, for more information.
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342

343

344

344.1

344.2

344.2

Preemployment Suitability Determinations

To maintain public trust and confidence in the reliability and integrity of its
employees, the Postal Service must evaluate the overall suitability of
applicants for postal employment prior to consideration and selection.

It is Postal Service policy not to discriminate in personnel decisions on the
basis of:

a. Race, color, sex (including pregnancy, sexual orientation, and gender
identity, including transgender status), national origin, religion, age (40
or over), genetic information, disability, or retaliation for engaging in
EEO-protected activity as provided by law; or

b. Other non-meritorious factors, such as political affiliation; marital
status; status as a parent; and past, present, or future military service.

Applicants Separated for Cause

Prior approval of the manager, Human Resources (District); the manager,
Human Resources (Area) for Area positions; or the vice president, Employee
Resource Management for Headquarters and Headquarters Field Unit
positions, must be obtained before employing any former postal or federal
employee who was removed from the Postal Service or other federal
employment for cause or who resigned after being notified that charges
proposing removal would be, or had been, issued. See Handbook EL-312,
514.11, Handling Removals From Postal Service or Other Federal
Employment, for further information.

Hiring Worksheets

When to Issue Hiring Lists

When necessary to hire externally from a competitive recruitment source,
Human Resources publishes a vacancy announcement on http://
about.usps.com/careers/welcome.htm. If an entrance examination is
required, applicants not currently qualified on the examination may be invited
to take the test. A Hiring List containing the names of qualified applicants is
created after expiration of the testing time limit. Each applicant listed on the
Hiring List is invited to be interviewed for the position.

Interviewing Applicants

Interviewers for nonbargaining vacancies must be trained and certified on
Nonbargaining Selection Methods, Course 10022345 and Essentials of
Interviewing and Hiring: Behavioral Interview Techniques, Course 3623586.
Interviewers for external bargaining vacancies must be trained and certified
on Entry Level Interviewer Training, Course 21585-00. Interviewers become
certified by completing the course, observing an interview conducted by a
certified interviewer, and being observed conducting an interview by a
certified interviewer. A trained, certified interviewer conducts interviews with
external applicants for bargaining positions.
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Appointing Official Responsibilities

The selecting official must make selections for appointment from external
hiring lists using the rule of three (see 344.4). Selections must be made
based on merit. It is Postal Service policy not to discriminate in personnel
decisions on the basis of:

a. Race, color, sex (including pregnancy, sexual orientation, and gender
identity, including transgender status), national origin, religion, age (40
or over), genetic information, disability, or retaliation for engaging in
EEO-protected activity as provided by law; or

b. Other non-meritorious factors, such as political affiliation; marital
status; status as a parent; and past, present, or future military service.

Rule of Three

Appointing officials select from among the three highest ranked and available
applicants from the appropriate external Hiring List. An applicant who is
performing uniformed service is not per se unavailable; consult human
resources. This selection method is known as the rule of three (see
Handbook EL-312, 624).

Nonselection of a Veterans’ Preference Eligible

A veterans’ preference eligible candidate may not be passed over to select a
nonpreference eligible candidate that is lower on the Hiring List, unless the
selecting official objects to the veteran and the objection is sustained. See
Handbook EL-312, 627, Objection to or Pass Over of Preference Eligible, for
requirements for passing over a veteran.

Auditing Hiring Lists
After the appointing official has made all selections and each action has been

properly documented, the selections are audited according to provisions
found in Handbook EL-312, 63, Auditing Selection Actions.

Conditional Offer of Appointment

When an applicant is selected, the appointing official makes a conditional
offer of appointment that includes:

a. Full particulars regarding the position, including title, duties, level,
salary, location of employment, nature, and duration of appointment.

b. Instructions for medical assessment and any other required conditions
the appointee must fulfill after entrance on duty, e.g., serving a
probationary period, obtaining a security clearance, or being subject to
investigation.

Former Postal or Federal Employees

For applicants selected and hired for noncareer jobs after having previously
served in a position in the Postal Service or other federal agency, wherein
they were covered by civil service retirement, health benefits, or life
insurance, such persons must have at least a 4-day break between such
service and their appointment as a noncareer employee. For more
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information on restrictions on hiring a postal or federal employee covered by
benefits into a temporary postal position, see Handbook EL-312, 233.34,
Dual Employment.

Dual Employment

Dual Employment Within the Postal Service

General Explanation

Under certain circumstances, as described in this chapter, an employee may
be appointed to more than one position in the Postal Service. This type of
employment is known as a dual appointment. Only one of the appointments
may be to a position in the career workforce. The primary purpose of dual
appointments is to improve the opportunity of career part-time employees
and noncareer employees to gain additional employment and to minimize
unemployment compensation expense. Dual appointments also allow the
Postal Service to use experienced employees instead of hiring new
employees.

Substitute rural carriers (designation/activity codes 720 and 730) may be
given a dual appointment to a career part-time position or noncareer
position. Postal Support Employees (PSEs), City Carrier Assistants (CCAs),
Mail Handler Assistants (MHAs), Casual Mail Handlers, Rural Carrier Reliefs
(RCRs), Rural Carrier Associates (RCAs), and Postmaster Relief (Remotely
Managed Post Office (RMPO) (PMRs), cannot be given a dual appointment to
a career position. Dual appointments of honcareer employees in other
noncareer positions may also be limited. Consult the Valid Dual
Combinations list on the HRSSC Personnel Administration Toolkit web page
as needed.

Consideration Factors

Installation heads must ensure that all dual appointments are cost effective

and in the best interest of the Postal Service. Before deciding to make dual

appointments, installation heads should consider the following factors:

a. Estimated daily workload requirement (hour by hour) in each craft.

b.  Workload that can be covered by increasing the hours of part-time
flexible employees currently on the rolls, by the judicious use of
overtime hours.

C. Workload that can be covered by using employees from another craft,
in accordance with applicable provisions in collective bargaining
agreements.

Practicality of using part-time employees from nearby Post Offices.

Installation flexibility to make necessary leave replacements if dual
appointments are made.

f. Average weekly workhours for each employee on the rolls and dual
appointment reduction in the Postal Service’s liability for state
unemployment compensation benefits.

g. Combined hours of the dual appointment totaling more than 8 hours a
day or 40 hours a week.
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Appointment Authority

The district manager or designee has authority to make dual appointments,
as appropriate.

Appointment Requirements

Employees considered for dual appointments must meet all qualification
requirements for both positions, including examination requirements, if any.
Likewise, substitute rural carrier employees (designation/activity codes 720
and 730) may be appointed to entry level career positions noncompetitively
as permitted under applicable collective bargaining agreements. All other
procedures for selection and appointment are included in Handbook EL-312,
Employment and Placement.

Compensation, Benefits, and Other Rights

An employee serving under a dual appointment is compensated for the work
performed in a particular position at the appropriate rate for that position. If
one of the positions of a dual appointment carries the right to benefits, the
employee accrues the rights immediately upon appointment to that position
and retains the rights even while working in another position that does not
have such benefit rights. Other rights, which accrue to a position under the
terms of a collective bargaining agreement, are accorded to the employee.
Special handling is required to ensure that FLSA-overtime is properly paid
where the employee works overtime at two different rates and in more than
one facility.

Change to Full-time Status

An employee’s change to full-time status requires termination of the dual
appointment.

Between Postal Service and Other Federal Agencies

An employee, other than a Governor, may serve and receive pay
concurrently as an employee of the Postal Service and as an employee of
any other federal agency, except the Postal Regulatory Commission. See
Handbook EL-312, 233.35 and 234.23, Dual Employment, for information on
restrictions on dual employment. When a postal employee is employed
concurrently in another federal agency, postal employment is primary and
takes precedence when a scheduling conflict arises.

Between Postal Service and Private Industry

A Postal Service employee may be employed concurrently as an employee in
the private sector unless such employment has an adverse impact on postal
operations or where conflicts of interest may be generated between the
private employer and/or employee and the Postal Service. When a postal
employee is employed concurrently by another private employer, postal
employment is primary and takes precedence when a scheduling conflict
arises. See 662.1 for further information.
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Official Personnel Folder

Purpose

The Official Personnel Folder (OPF) documents the employment history of
individuals employed by the federal government. The records included in the
OPF protect the legal and financial rights of the government and the
employee. An OPF is established and maintained for each Postal Service
employee, regardless of appointment type or duration.

Contents

The OPF contains personnel records that reflect the employee’s official
status, benefits, and service and includes other documents that are
significant in the employee’s Postal Service career. When an employee has
former postal or federal civilian service, the OPF for that service must be
merged into a single OPF.

Electronic Official Personnel Folder System

The official record of a document in an OPF is the hard copy until the
document is scanned and accepted into the Postal Service’s electronic
Official Personnel Folder (eOPF) system. At that point, the scanned image
contained in the eOPF system is the official record of the document, and the
hard copy ceases to be the official record.

Exceptions:

a. If a PS Form 50, Notification of Personnel Actions, (1) has been created
electronically and stored in the Postal Service’s human resources
information system, and (2) has not been printed out in hard copy and
placed in the OPF, then the official record is the electronic version of
the PS Form 50 stored in the human resources information system.

b. If a document has been created electronically and stored in the Postal
Service’s eOPF system, the official record is the electronic version of
the document stored within the eOPF system.

350 Assignment, Reassignment, and Promotion
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Introduction

Purpose and Scope

Employee Utilization

Postal officials in charge of installations have an overall responsibility to
effectively use human resources. Supervisory employees have specific
responsibilities to improve the use of human resources. Postal officials in
charge of installations and supervisors must carefully plan and analyze the
anticipated workload to enable the use of the minimum workforce consistent
with effective operations.

43



351.12

44

351.12

351.13

351.2

351.3

351.31

351.32

Employment and Placement

Filling Postal Positions

The assignment, reassignment, or promotion of postal employees fills most
postal positions, except entry-level positions.

Eligibility for Promotion

An employee serving under a career appointment is eligible for reassignment
or promotion to a career position. An employee serving under a noncareer
appointment is not eligible for promotion to a career position.

Positions Not to Be Filled on a Permanent Basis
The following are not to be filled on a permanent basis:

a.  Any position from which an employee is absent under circumstances
where he or she has a right to be restored to his or her position; for
example, because of an on-the-job injury.

b.  Any position from which an employee is on leave without pay to
perform military service and has or may have reemployment rights
under USERRA (see EL-312, section 77). Note: A position does not
need to be held for an employee who (1) resigned to perform active
military duty and (2) executed a Resignation to Enter Military Service
Declaration; however, an employee placed into a position vacated by
an employee who resigned to perform military service and completed a
Resignation to Enter Military Service Declaration may be removed from
that position in order to comply with the requirements of USERRA to
reemploy an employee with reemployment rights who resigned to
perform military service.

c.  Any position from which an employee was (a) subjected to an adverse
action (e.g., removal, demotion, or reassignment) and (b) for which a
grievance or appeal to the Merit Systems Protection Board is pending.

Qualification and Eligibility Requirements

Qualification

Employees selected for a position must meet the minimum qualification
requirements established for the position. See Handbook EL-312, chapter 7,
for explanation of nonbargaining qualification standards and bargaining
qualification standards.

Eligibility for Consideration

Eligibility for consideration for some nonbargaining positions is limited to
employees in specific grades, occupations, geographic areas, or
organizations, especially during periods of organizational change. The
limitations for bargaining positions are described in collective bargaining
agreements and Handbook EL-312, 72, Bargaining Positions. Employees
with restoration rights by reason of military duty may request consideration
and are considered for promotion, assignment, and conversion to full-time
status, if otherwise eligible. (Consult human resources if an employee absent
because of military duty requests consideration, but does not submit a
formal application.) Other employees on extended leave or leave without pay
are considered, provided they are eligible and have submitted an application.
The personnel action is effected upon return to duty and is dated
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351.5
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351.52

351.53

351.53

retroactively to the date the change would have occurred had the employee
not been absent.

Note: The employee may be entitled to benefits including back pay for
leave (including military leave) and retroactive activation of Federal
Employees Health Benefits coverage (see Chapter 5, Employee

Benefits).
Equal Opportunity

Postal Service policy provides all qualified employees an equal opportunity
for assignments and promotions. Assignments and promotions must be
based on merit and the relevant experience, training, knowledge, skills, and
ability required for the positions being filled.

It is Postal Service policy not to discriminate in personnel decisions on the
basis of:

a. Race, color, sex (including pregnancy, sexual orientation, and gender
identity, including transgender status), national origin, religion, age (40
or over), genetic information, disability, or retaliation for engaging in
EEO-protected activity as provided by law, or

b. Other non-meritorious factors, such as political affiliation; marital
status; status as a parent; and past, present, or future military service.

General Promotion Policies

Merit Promotion Program

The promotion program for positions in the Postal Service is based on the
principle of promotion by merit. The program provides the means for making
selections for promotions according to the relative qualifications of the
employees eligible for consideration. Officials engaged in the selection
process must administer the program systematically, uniformly, and
equitably. Promotions to craft positions must be made in accordance with
applicable collective bargaining agreements.

Merit Promotion Program Objectives

The goal of the merit promotion program is to obtain maximum effectiveness
and efficiency in postal operations by:

a. Identifying highly qualified candidates for management’s consideration
in a timely manner.

b.  Ensuring best placement of employees according to their capabilities
and potential.

C. Maximizing use of employees’ special skills and abilities.

d. Providing employees an incentive to improve their performance and
develop their knowledge, skills, and abilities.

e. Providing all employees the maximum possible opportunities for
advancement, and ensuring that qualified employees who are eligible
and available are given fair and appropriate consideration when filling
higher-grade vacancies.

Policies
The following promotion policies apply:

45



351.54

46

351.54

351.55

351.6

351.61

Employment and Placement

a. First consideration is given to qualified employees within the Postal
Service. The area of consideration is broad enough to provide a supply
of well qualified candidates for promotion. The selecting official is
provided an adequate number of well qualified candidates from which
to choose, but should not be burdened with a lengthy list of candidates
to consider.

b.  Consideration is expanded to postal employees outside the minimum
area of consideration when appropriate and necessary to ensure that
an adequate number of qualified candidates are available for
promotion consideration.

C. Required files are maintained; adequate procedures are developed for
periodic review of promotion actions; and appropriate corrective action
is taken if procedural, regulatory violations, or other deficiencies are
found.

d. Employees selected for promotion are released from their current
positions without undue delay. This is normally not later than 2 to 4
weeks after selection or in conformance with the provisions of any
applicable labor agreement.

e. Information is made available to employees, upon request, about:

(1)  Promotion program requirements and procedures and the
promotion programs affecting them;

(2) Promotion opportunities available to them;
(3) Their eligibility in specific promotion actions; and
(4)  The identity of the person selected.

f. Restrictions on the promotion (or recommendation for promotion) of
immediate relatives are explained in Handbook EL-312, 513.3,
Relatives.

Exceptions to Competitive Promotion Procedures

Promotions excepted from competitive procedures are listed in Handbook

EL-312, 717.32, Exceptions to Competitive Procedures.

Temporary Promotions

See Handbook EL-312, 716.2, Temporary Promotion, for conditions when
temporary promotions are appropriate.

Mutual Exchanges

General Policy

Career employees may exchange positions (subject to the provisions of the
appropriate collective bargaining agreement) if the officials in charge at the
installations involved approve the exchange of positions. Mutual exchanges
must be made between employees in positions at the same grade levels. The
following employees are not permitted to exchange positions:

a. Part-time flexible employees with full-time employees.
b. Bargaining employees with nonbargaining employees.
C. Nonsupervisory employees with supervisory employees.
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353

353.1

353.2

353.21

353.21

Rural Letter Carrier Employees

The mutual exchange of regular rural letter carrier employees of different
Post Offices is permitted in accordance with the applicable provisions of the
USPS-NRLCA National Agreement. The following mutual exchanges are not
permitted:

a. Between regular rural letter carrier employees in the same Post Office.

b. Between rural letter carrier employees and members of other crafts.

Selection for Bargaining Positions

Procedures and requirements for filling bargaining positions are found in the
following publications:

a. The appropriate collective bargaining agreement contains governing
policies and procedures affecting bidding, assignments,
reassignments, higher grade assignments, and promotions.

b. Handbook EL-312, 72, Bargaining Positions, contains detailed
procedures and administrative requirements.

C. Position descriptions online (http://hrishg.usps.gov/jdonline) on the
Postal Service Intranet contain qualification standards for bargaining
positions.

Selection for Nonbargaining Positions

Promotion

A promotion is the permanent assignment, with or without relocation, of an

employee:

a. To a position having a higher grade than the position to which the
employee is currently assigned, or

b.  To a position with a higher equivalent grade.

In addition to the general promotion policies in 351.3, specific policies and
procedures govern promotion to various nonbargaining positions. Selection
procedures for Postal Career Executive Service (PCES) employees are
described in 380 of this manual, and for other nonbargaining positions, in
Handbook EL-312, 74, Nonbargaining Positions or 75, Supervisor Selection
Process.

Reassignment

A reassignment is the permanent assignment, with or without relocation, of
an employee:

a. To another position with the same grade, or
b.  To a position with an equivalent grade.

Management Option

Authorized management officials may reassign nonbargaining employees
without following regular competitive procedures (see Handbook EL-312,
section 743.11).
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Employee Self-Nomination

Employees who desire noncompetitive reassignment may nominate
themselves by making a written request to the selecting official.

Unassigned Employees

Unassigned nonbargaining employees (i.e., employees whose positions have
been abolished) are reassigned in accordance with 354.

Temporary Assignment
See Handbook EL-312, 716.1, Temporary Assignments.

Realignment or Reevaluation

In a realignment or reevaluation involving nonbargaining positions,
Headquarters Employee Resource Management determines the effect on
individual positions. Based on those determinations, the following general
rules apply when assigning incumbents and filling affected positions:

a. The incumbent is automatically assigned to the position if there is no
significant change in duties or responsibilities and no change in grade.

b.  The incumbent is promoted noncompetitively if the position is
upgraded with no significant change in duties or responsibilities.

C. The incumbent has no assignment or promotion right to the new
position if there is a significant change in duties and responsibilities
that result in the authorization of a new position at the same or higher
grade and abolishment of the present position. The new position is
filled in accordance with regular procedures, and the incumbent of the
abolished position is assigned in accordance with 354.

d.  Theincumbent is treated in accordance with 354.241 in any situation
where a position is evaluated at a lower grade.

Assignment of Unassigned Employees

Policy

Bargaining Employees
Assignment of excess bargaining employees must be in accordance with the
applicable provisions of the appropriate collective bargaining agreement.

Non-bargaining Employees

Assignment of unassigned career non-bargaining employees must be in
accordance with the procedures described in 354.2, as appropriate. Postal
Service policy provides equal opportunities for all employees without
discrimination because of race, color, religion, sex, national origin, disability,
or age.

Assignment of Non-bargaining Unit Employees Due to a
Potential or Actual Reduction in Force

The Postal Service has the option to apply to any individual organizational
change none, one, or more of the following provisions that are not required
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by reduction in force (RIF) statutes and Office of Personnel Management RIF
regulations applicable to the Postal Service.

General

Definition of Reduction in Force

A reduction in force (RIF) is the administrative process through which the
Postal Service eliminates positions and accounts for the employees who
formerly occupied those positions. A RIF action occurs when an employee is
released from his or her competitive level by separation, demotion, or a
reassignment requiring displacement. Release from a competitive level must
be caused by the following:

[ Elimination or significant modification of existing work.

] Creation of new work.

] Reorganization.

u Transfer of function.

] An individual’s exercise of reemployment or restoration rights.

] Reclassification of an employee’s position based on the erosion of
duties that will take effect after a RIF has been formally announced in
the employee’s competitive area (i.e., the area in which the employee
competes for retention during a RIF) and when the RIF will take effect
within 180 days.

Note: With the exception identified above concerning the

reclassification of an employee’s position, a change to lower grade

based on the reclassification of an employee’s position due to a change

in classification standards or the correction of a classification error is not

a RIF.

Legal Basis for Reduction in Force

Laws governing RIF are found in Title 5, United States Code (U.S.C.),
Sections 3501-3503. These laws are implemented in the federal government
through regulations issued by the U.S. Office of Personnel Management
(OPM) (Title 5, Code of Federal Regulations (CFR), 351). In the Postal Service,
these laws apply only to individuals entitled to veterans’ preference during a
RIF. The legislative provisions making these laws and regulations applicable
to preference eligible employees in the Postal Service are found in Title 39,
U.S.C. Section 1005 (a)(2).

Management and Human Resources’ Responsibilities

Management plans and organizes the workforce based on the strategic
direction of the Postal Service. That responsibility includes determining the
type, number, and location of positions that are to be filled, abolished, or
vacated (see 156). When changes are anticipated as a result of this
responsibility, management determines whether a RIF is necessary and
when such action will occur.

Human Resources is responsible for coordinating RIF avoidance strategies
to exhaust all means of placement for a specific competitive area undergoing
a RIF. This responsibility includes advising and assisting management in
designing a RIF strategy and implementing management’s RIF-related
decisions. Human Resources will work with all stakeholders and responsible

49



354.214

50

354.214

354.215

354.216

Employment and Placement

managers to coordinate the process associated with a reinstatement list for
preference eligible employees (see 354.27).

Coverage of Reduction in Force Procedures

RIF procedures apply to the assignment or separation of career non-
bargaining employees who occupy positions that have the potential of being
impacted by, or will be directly affected by, a RIF.

These procedures apply to non-career, non-bargaining employees serving in
an indefinite appointment period only to the extent necessary to terminate
their employment, or to avoid (or minimize) the impact of a RIF on career
non-bargaining employees.

Exclusion: Bargaining employees are excluded from these procedures. The
assignment or separation of excess bargaining employees is in accordance
with the applicable collective bargaining agreement and applicable statutes.

Veterans’ Preference Status

Entitlement to veterans’ preference is based on the Veterans’ Preference Act
of 1944, as amended, and is codified in various provisions of Title 5, U.S.C.
Employees who are eligible for veterans’ preference for purposes of initial
appointment are also eligible for veterans’ preference for RIF, except for
employees who are retired members of the uniformed services. Employees
who retired from the military must meet one of several special conditions
before they can be granted veterans’ preference for RIF purposes. The
conditions differ and depend on whether the employees retired below, at, or
above the rank of major.

Veterans’ Preference Entitlement
Veterans’ preference eligible employees are entitled to the following:

a. Higher Retention Standing. A preference eligible employee is entitled to
a higher retention standing (seniority) on a retention register than a
non-preference eligible employee during a RIF.

b.  Assignment Rights. A preference eligible employee is entitled to
assignment rights if the employee’s last merit performance rating of
record before separation was better than a non-contributor for RIF
purposes or its equivalent under paragraphs (1) or (2) of this
subsection.

(1) Bumping. A preference eligible employee may replace an
employee in the same competitive area who has a lower retention
standing and occupies a position that is no more than three
grade levels (or appropriate grade interval or equivalent) lower
than the position from which the preference eligible employee is
released.

(2) Retreating. A preference eligible employee may replace an
employee (in the same competitive area, tenure group, and
veterans’ preference subgroup), who has a lower retention
standing, occupies the same position, or a different position that
was previously held by the preference eligible employee, that is
no more than three grade levels (or appropriate grade interval or
equivalent) lower than the position from which the preference
eligible employee is released. A preference eligible employee
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with a compensable service-connected disability of 30 percent or
more can retreat to a position that is up to five grade levels (or
appropriate grade interval or equivalent) lower than the position
from which he or she is released.

c.  Appeal Rights. A preference eligible employee may file an appeal with
the Merit Systems Protection Board (MSPB) under the provisions of 5
CFR 351.901. For additional information, refer to the Merit Systems
Protection Board’s website at mspb.gov.

Processing Requests for Organizational Change

Evaluating the Need for Change

Requests to change a Headquarters or field organizational structure are
initiated by the business function with approval of the functional organization
vice president. An organizational change is made to meet one or more of the
following objectives:

a. Change in mission.
b.  Change in nature of work.

c. Duplication of jobs, functions, or responsibilities within or between
organizational structures.

d.  Ensure the relevance and consistency of organizational structures and
staffing.

Human Resources, in consultation with the business function, reviews and
evaluates the specific needs for change with the functional organization vice
president to provide possible solutions (see 140 for more details).

Human Resources evaluates how the proposed changes will affect specific
competitive areas and determines whether a RIF may be necessary. If the
potential for a RIF exists, Human Resources provides the business function
with a preliminary placement plan that outlines the strategies to minimize or
avoid the need for a RIF.

Implementing the Change

Following completion of the evaluation process and final approval, Human
Resources takes the following actions:

a. Notifies the business function of the new or modified structure and
staffing changes to be implemented.

b.  Develops qualification standards (knowledge, skills, and abilities) for
any new positions and assigns the positions to the appropriate
competitive levels. If placement of competitive area employees into the
new organization based on competitive levels and qualification
standards does not result in a potential RIF situation, the vice president
and competitive area management are advised to proceed to fill any
vacant positions under the normal EAS selection procedures.

If the organizational change does result in a potential RIF, Human Resources
is responsible for coordinating RIF avoidance or minimization strategies,
conducting the RIF process, and, if necessary, coordinating with competitive
area management other placement opportunities that may be available.
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354.23 Minimization Strategies for RIF Avoidance

To minimize or avoid the impact of a RIF, Human Resources, in coordination
with the business function, may implement some or all of the following

354.24
354.241

actions:

a. Freeze hiring and promotion actions.

b.  Separate contract employees, temporary employees, and reemployed
annuitants.

C. Reassign employees:

(1)  To vacant positions in the same competitive area or other
competitive areas.

(2) To positions within or outside the commuting area. This may be
voluntary (e.g., where an employee has responded to a vacancy
announcement) or directed by management.

Note: Reassignments are not subject to RIF procedures
when employees are involuntarily placed into same level
positions.

d.  Cancel all detail and temporary promotion PS Forms 50, Notification of
Personnel Action.

e.  Terminate probationary employees.

f. Approve employee requests to voluntarily change to vacant positions
at lower grades within the competitive area, including bargaining
positions.

g. Provide voluntary resignation incentives.

h. Obtain approval from OPM to offer a voluntary early retirement option.

Provide voluntary early retirement incentives.

When circumstances warrant, implement other RIF avoidance
measures, provided such measures comply with regulations and, if
appropriate, the applicable collective bargaining agreements.

Providing Initial Notification and Making Preliminary Placements
Notifying Employees of a Potential RIF

If the potential for a RIF exists, management at the competitive area must
meet with employees to advise them of the situation, either individually or in
groups. This meeting occurs after approval is received from Human
Resources, but before issuance of the specific RIF notice. The information
provided to employees includes, if applicable:

a.

A description of the new organization, including the job title and
number of any new positions added, their grade levels, and reporting
relationships.

The number of positions by title and grade level in the organization
being abolished.

The position titles, grade levels, or organizational function that will be
directly impacted by the RIF.

The options available to impacted employees, including any RIF
avoidance or minimization strategies that will be used (see 354.23).
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Establishing Employee Job Profile
Employees who may be impacted by a RIF must update and maintain their
employee profile to apply for any available vacant positions.

Implementing RIF Procedures

Issuing Specific RIF Notices

Human Resources issues specific RIF notices to all impacted employees
within the competitive area no less than 60 days before the RIF effective
date. Each specific RIF notice either advises an employee that he or she has
been placed in the new organization, giving the position title, grade level,
occupational code, and duty station location, or that he or she did not
receive a placement offer and will be separated from the Postal Service. The
specific RIF notice also contains the following:

a. Information used to determine an employee’s assignment rights in the
RIF, including the competitive area, competitive level, tenure group,
veterans’ preference subgroup, RIF service date, and the four most
recent merit performance ratings of record.

b.  Naotification of how to obtain a copy of OPM’s RIF regulations at 5 CFR
part 351.

C. Information concerning saved grade and saved salary under the
provisions of 415.1.

d. PS Form 999, Application for Reinstatement List, if the employee is
preference eligible, did not receive a placement offer, and was notified
that he or she would be separated from the Postal Service.

e. If the employee is preference eligible and was separated or changed to
a lower grade level as a result of the RIF, information about his or her
right, if any, to appeal to the Merit Systems Protection Board.

Placing Unplaced or Displaced Employees

Procedures for placing employees before the RIF effective date are as
follows:

a. Preference eligible employees who are not placed based on their RIF
rights and non-preference eligible employees who are considered for
any appropriate and available vacant positions remaining in their
competitive area as follows:

(1)  Following the issuance of the specific RIF notice, Human
Resources provides the business function with a list of
employees not placed during the specific RIF action
(see 354.251), and a list of vacant positions within the
competitive area undergoing the RIF, if any. In the case of
closure of an entire competitive area, all positions are abolished
and no placement opportunities remain within the competitive
area.

(@)  The business function may place the remaining impacted
employees into vacant positions as a RIF assignment based on
RIF retention standing. This process is strictly optional.

(3) If the business function elects to place remaining impacted
employees into vacant positions as a RIF assignment, it must
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return the entire placement file to Human Resources. If it
chooses not to place remaining impacted employees, it must
notify Human Resources in writing.

b. Career bargaining employees, displaced in order to afford a preference
eligible employee his or her RIF assignment rights, are reassigned in
accordance with the applicable collective bargaining agreement.

Advising Employees of Options

Before the RIF effective date Human Resources meets individually, or in

groups, with employees who remain unplaced to discuss in detail the

following options:

a. Non-pay, Non-duty Status. Employees who do not expect to be placed
by the RIF effective date may request to be placed in a 30-day non-
pay, non-duty status, as an extension to the RIF effective date. The
placement administrator must receive this request before the RIF
effective date. During the 30-day extension, employees may continue
to seek a position with the Postal Service based on the conditions
specified in 354.26.

b. Compensation Alternatives. An overview of the compensation
programs available to employees who will be separated can be found
in the Organizational Change/RIF FAQs on the Organizational Changes
website.

Separating Remaining Employees
Employees who decline or fail to request a 30-day extension in a non-pay,
non-duty status by the RIF effective date are separated on that date.

Making Post-RIF Employee Placements

Employees placed on a 30-day extension in a honpay, honduty status have
the following options:

a. Noncompetitive Consideration. Employees may apply
noncompetitively for any vacancy at or below their current grade within
the commuting area. Employees assigned to a lower grade position are
entitled to grade and salary treatment in accordance with 415.4.

b. Voluntary Bargaining Position Placement. If employees meet the
qualifications for vacant bargaining positions, they may volunteer for
placement into these vacancies subject to the approval of the manager
where the vacancy exists. Seniority and pay provisions governing such
placements are in accordance with the applicable collective bargaining
agreement.

Establishing a Reinstatement List

Providing Priority Consideration to Employees

A reinstatement list (RL) identifies career preference-eligible employees who
are eligible for priority consideration for reinstatement to the Postal Service
because they have been separated as a result of a reduction-in-force (RIF).
An RL is established the day after the RIF effective date if one or more
employees have been found eligible for placement on the RL. The RL
remains in effect for 2 years following its establishment or until no eligible
employees remain on the RL, whichever is earlier.
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Note: Acceptance of an employee’s PS Form 999, Application for
Reinstatement List, and placement on the RL does not guarantee the
employee’s reinstatement to the Postal Service.

Determining Employee Eligibility
A career employee is eligible to be placed on an RL if all conditions listed
below occur:

a.

The employee is preference eligible for RIF purposes, as defined in
section 354.215.

The employee received a specific RIF notice indicating that he or she
will be separated from the Postal Service, and that notice has not been
canceled or rescinded. An employee who retires on or before the RIF
effective date is eligible for placement on the RL, provided he or she
meets all other eligibility requirements.

The employee does not refuse an offer of a position under 5 C.F.R. part
351, subpart G, with the same type of work schedule and with a
representative rate at least as high as that of the position from which
the employee was or will be separated.

The employee’s last merit performance rating of record before
separation was better than a non-contributor for RIF purposes or its
equivalent.

The employee submits an Application for Reinstatement List no later
than the RIF effective date.

The employee is at least minimally qualified for one or more of the
positions identified on the Application for Reinstatement List.

Considering Employees on a Reinstatement List

Provisions for reinstatement list consideration are as follows:

a.

Eligible RL applicants are provided initial consideration before external
advertisement of a vacant position within their competitive area and all
other competitive areas within commuting distance not undergoing an
organizational change/RIF action. Consideration is limited to those

applicants who are at least minimally qualified for the vacant position.

Note: A vacant position does not include positions that are filled
through other special programs, such as the restoration of
individuals who served in the uniformed services and the
reemployment or reassignment of employees injured on duty who
recover within one year.

Human Resources maintains the RL and checks the list before
publishing external job postings.

Positions identified by eligible RL applicants on their Application for
Reinstatement List form for which they are at least minimally qualified
must be:

(1)  Authorized positions.

(2) Atthe same or lower grade level (or representative rate) as the
position held before separation due to a RIF action.

If an otherwise eligible RL applicant is found to be at least minimally
qualified for a position identified on his or her Application for
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Reinstatement List, he or she must be offered the position before
external applicants are considered.

354.274 Removing Employees From a Reinstatement List

355

355.1
355.11

355.12

355.13

An employee’s name is removed from the RL in the following situations:

a. The employee accepts a career appointment with the Postal Service or
another federal agency;

b.  The employee voluntarily requests, in writing to Human Resources, to
have his or her name removed from the RL;

C. The employee fails to provide Human Resources with any changes in
his or her address or telephone number, thereby preventing Human
Resources from contacting the employee about potential employment
opportunities; or

d. Human Resources tries to contact the employee about a position with
a representative rate at least as high as the representative rate of the
position from which the employee was separated, and the employee
declines the position, fails to respond, or fails to appear for an interview
without having taken reasonable steps to reschedule the interview.

For additional information or to learn more about RIF under OPM’s
regulations, refer to OPM’s website; links are available via the Organizational
Change website at liteblue.usps.gov/humanresources/
organizationalchanges/oc_home.shtml.

Light Duty Assignments
Voluntary Requests

Circumstances

Any full-time regular or part-time flexible employee recuperating from a
serious illness or injury and temporarily unable to perform the assigned
duties may voluntarily submit a written request to the installation head for
temporary assignment to a light duty assignment.

Any ill or injured full-time regular or part-time flexible employee having a
minimum of 5 years of postal service, or any full-time regular or part-time
flexible employee who sustained injury on duty while performing the
assigned duties, regardless of years of service, can submit a voluntary
request to the installation head for permanent reassignment to a light duty
assignment.

Method

Voluntary requests are made in accordance with the applicable collective
bargaining agreement.

Response

The light duty provisions of the various collective bargaining agreements
between the Postal Service and the postal unions require that installation
heads show the greatest consideration for full-time regular or part-time
flexible employees requiring light duty or other assignments, giving each
request careful attention, and reassign such employees to the extent
possible in the employee’s office.
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355.14

362.22

No Guarantee

The light duty provisions of the various collective bargaining agreements
between the U.S. Postal Service and the postal unions do not guarantee any
employee who is on a light duty assignment any number of hours of work per
day or per week.
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General Considerations

It is Postal Service policy to prohibit discrimination and harassment in
personnel decisions on the basis of:

a. Race, color, sex (including preghancy, sexual orientation, and gender
identity, including transgender status), national origin, religion, age (40
or over), genetic information, disability, or retaliation for engaging in
EEO-protected activity as provided by law; or

b. Other non-meritorious factors, such as political affiliation; marital
status; status as a parent; and past, present, or future military service.
Career advancement is based solely on merit, applicable experience,
and knowledge, skills, and abilities.

Change to Lower Level

Purpose and Authority
Changes are initiated based on the application of the employee or at the

request of the installation head. Postal officials who are not authorized to
take final action provide recommendations to the higher authority.

When Change to Lower Level May Be Made

At Request of Employee

Employees may be changed to a position of lower-grade level at their own
request, without regard to adverse action procedures, when their written
requests establish that the changes are made solely for personal reasons in
their own interests. Employees’ written requests become a part of their
official personnel folders. The request must contain the following facts:

a. Employee and not the postal official initiated the request for the action.

b. Postal official, or any superior, has not pressured the employee.

C. Employee fully understands the requested transaction and considers
the reduction to be in his or her self-interest and benefit.

Because of Performance

When an employee’s performance is unsatisfactory due to the employee’s
inability to do the work, a change to a lower grade may be made to a position
where the employee can reasonably be expected to adequately perform. A
written notice prepared in compliance with the adverse action procedure
precedes the change.
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Relegation of a Post Office

A change to a lower grade resulting from relegation of a Post Office must be
in accordance with the adverse action procedures. See 650 for
nonbargaining employees. See the appropriate collective bargaining
agreement for bargaining employees.

Realignments

In organizational realignments, management may offer an employee a
lower-grade position. Although the offer is management-initiated, the
change, if voluntarily accepted by the employee, is not processed as an
adverse action. In realignments involving a RIF, 354.2 governs voluntary
changes to a lower grade for nonbargaining employees.

Restrictions on Change to Lower Level

To fill a position by change to lower-grade level, an employee must meet the
requirements for the new position described in the applicable qualification
standard.

Conversions

Definition

Conversion refers to the process of changing a noncareer employee’s status
to a career appointment in one personnel action. The selected noncareer
employee should not be separated and then given a career appointment
unless the employee’s appointment expires before the employee can be
converted to career status.

Competitive and Noncompetitive Authority

A conversion to career status based on a competitive authority occurs when
a selection is made from a Hiring List and the Hiring List documents the
selection. A conversion to career status based on a noncompetitive authority
occurs when a selection is made due to noncompetitive eligibility such as
reinstatement, transfer from another agency, or veterans recruitment
appointment.

Restrictions on Conversion to Career Appointment

Vacancies

A vacancy for a permanent position must exist for an employee to be
converted to a career appointment. Conversion is not possible to a
temporary vacancy (for example, due to another employee’s absence on
active military duty).

Positions Restricted to Veterans

Except as required by a collective bargaining agreement, an employee who
is not entitled to veterans’ preference may not be converted to career status
in a position restricted to veterans unless preference eligibles are
unavailable. See Handbook EL-312, 232.52, Positions Restricted to
Applicants Eligible for Veterans’ Preference.
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Changes in Duty Status

Changes in duty status are changes that place employees in a nonpay status
or return them to active duty and pay status. These changes are defined in
items a through d.

a. Leave Without Pay (LWOP) — A temporary nonpay status and absence
from duty, granted when appropriate, as a result of an employee’s
request (includes time spent on active military duty).

b.  Suspension — A temporary nonpay status and absence from duty for
disciplinary or other reasons. If the suspension is for a specific period,
the appropriate documentation specifies the exact number of days and
dates of suspension.

c.  Absence Without Leave (AWOL) — A temporary nonpay status and
absence from duty without appropriate authorization.

d.  Return to Duty — A return to active duty and pay status from LWOP in
excess of 30 days. This includes a return to duty from active military
service (refer to EL-312 773 for additional requirements on return to
duty from 30 days or more of active duty military service). In the
remarks section of the personnel action, Human Resources indicates
the authority and reason for effecting the change in duty status.

In the remarks section of the personnel action, Human Resources indicates

the authority and reason for effecting the change in duty status.

Separation

Administrative Considerations

Definition

Separations are personnel actions that result in taking the employee off the
rolls of the Postal Service.

Effective Date of Separation

The effective date of separation is the last day the employee is carried on the
rolls.

Standard Terminology

A separation from the service must be identified by the prescribed term. Care
must be taken to use the term appropriate to the case, (e.g., death, removal,
resignation). Standard procedures and terminology must be used in
preparing personnel action forms.

Notice to Federal Employee About Unemployment Insurance
See 550.

Separations - Voluntary

Resignation
Definition of Resignation

Resignation is a separation at the employee’s discretion. Resignations must
be accepted and are binding once submitted. However, employees are
permitted to withdraw their resignation request provided the request to
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withdraw is made before close of business on the effective date of the
resignation.

To Avoid Separation for Cause

If an employee submits a resignation after having been notified, either orally
or in writing, that an adverse action has been proposed for removal, change
to lower grade, or suspension for reasons furnished him or her, the
resignation must be accepted. A resignation must also be accepted if an
employee receives a written notice of decision to separate the employee for
reasons given in a notice of decision.

Because of lliness
The following policies apply in cases of resignation caused by illness:

a. 5 Years or More of Service. Employees covered by the Civil Service
Retirement System with 5 or more years of civilian service who resign
because of illness must be advised of their eligibility to apply for a
disability retirement.

b. 18 Months or More of Service. Employees covered by the Federal
Employees Retirement System with 18 months or more of creditable
civilian service must be advised of their eligibility to apply for a
disability retirement.

C. Less Than 18 Months of Service. Employees covered by the Federal
Employees Retirement System who have less than 18 months of
creditable civilian service must furnish medical evidence supporting
their claim to the installation head at the time of separation if their
seniority on reinstatement is to be restored. The existence of such
evidence should be annotated on the separation PS Form 50. The
evidence itself is forwarded to the appropriate Postal Service medical
official for retention.

To Perform Military Service

If a career or non-career employee seeks to resign postal employment to

perform military service and does not intend to return to the Postal Service,

he or she must be notified of the effect this will have on his or her restoration
rights and benefits. Therefore, only Human Resources can accept and

authorize processing of a resignation for military service (see EL-312 772.3).

Notice and Acceptance

The following policies apply regarding notice and acceptance of
resignations:

a. Written Resignation. Resignations should be submitted in writing. The
employee specifies the reason and effective date. When possible,
written notice of resignation must be given at least 2 weeks before the
anticipated last day of work.

b.  Oral Resignation. If employees decline to submit written resignations,
their oral resignations must be accepted, preferably in the presence of
witnesses. The supervisor or other official who receives an oral
resignation records the date received, the reason given, the effective
date, and the names of any witnesses. This record, signed by the
supervisor, is placed in the employee’s official personnel folder as a
permanent record.
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C. Reason for Resignation. The reason for a resignation should be clearly
stated in either a written or oral resignation. If the employee fails to give
a reason for resignation, the supervisor enters the reason she or he
believes the employee resigned. See 365.214 when the reason for
resignation is to perform military service.

d.  Effective Date. When the employee sets an effective date of resignation
to include a period of unapproved leave, the unauthorized absence
may be charged to either earned annual leave or LWOP at the
discretion of the appointing official. The employee is informed of the
decision and given an opportunity to change the effective date. If the
employee is resigning in lieu of an involuntary separation, he or she
may not set an effective date for resignation that will occur after the
effective date for the involuntary separation.

Separation-Transfer
Definition
Separation-transfer is an action by which career employees are taken off the

rolls of a postal installation to permit their appointments to positions in other
federal agencies without a break in service.

Contact Human Resources before processing a separation-transfer for an
employee on military service. If the employee does not return to duty with the
Postal Service, he or she has not been reemployed and is not eligible for
transfer.

Effective Date

An employee who notifies the appointing officials of a pending
separation-transfer may be carried in an annual leave (or nonpay, if no annual
leave is available) status between the last workday in the postal installation
and the entrance on duty in the other agency. No action is taken until notice
of employment has been received from the gaining agency. The personnel
action form is then prepared effective as of the close of business the day
before the employee’s entrance-on-duty date at the new activity.

Replying to Requests for Suitability Information

When another government agency requests information on the suitability of
an employee transferring from the Postal Service, relevant information
contained in Postal Service records is furnished to safeguard its confidential
nature and to protect confidential sources.

Separation, Retirement
See 550 and 580.

Separations - Involuntary

Removal

Definition

Removal is an action involuntarily separating an employee, other than an
employee serving under a temporary appointment or a career employee who
has not completed the applicable probationary period, for cause.
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Effective Date

The effective date is the date designated by the official making the decision,
but is not before the expiration of the required time limit for the notice period.

Separation-Disqualification

Applicability

This type of separation applies only to employees who have not completed
their probationary period.

Reasons for Action

Separation-disqualification is an action that results from the failure to meet
conditions specified at the time of appointment (such as failure to qualify by
conduct or capacity during the probationary period). It may also result from
information that, if known at the time of appointment, would have disqualified
the employee for the appointment.

Probationary Period

Separation-disqualification must be effected during the probationary period.
Action is initiated at any time in the probationary period when it becomes
apparent that the employee lacks capacity for efficient service.

Who Initiates Action

Supervisors may recommend separation-disqualification, but such
recommendations must be referred for decision to the official having
authority to take the action.

Procedure in Separating

If an appointing official decides to terminate an employee who is serving a
probationary period due to conditions arising prior to appointment, or
because work performance or conduct during this period fails to
demonstrate qualification for continued postal employment, the employee’s
services are terminated by notifying the employee in writing as to why he or
she is being terminated and the effective date of the action. The written
notice of termination must at a minimum consist of the appointing official’s
conclusions about the inadequacies of performance or conduct.

Effective Date

The effective date of separation must be before the end of the probationary
period and must not be retroactive.

Termination or Separation of Non-Career Employees

An employee serving under a temporary appointment may be separated at
any time after notice in writing. In determining the proper action for a
particular case, the following criteria are used:

a. Termination, expiration of appointment, is the term used to separate an
employee who has reached the end of his or her term or whose
services are no longer required.

b.  Separation is the term used when describing the discontinuance of the
service of a non-career employee because of unsatisfactory
performance that warrants termination from the Postal Service.
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365.34 Separation-Disability
365.341 Definition

Separation-disability is a term used to indicate the separation of an employee
other than a non-career or a probationary employee whose medical
condition renders the employee unable to perform the duties of the position
and who is ineligible for disability retirement.

365.342 Applicability

a.

At the expiration of 1 year of continuous absence without pay, an
employee who has been absent because of iliness may be separated
for disability. This action is not mandatory, however, and if there is
reason to believe the employee will recover within a reasonable length
of time beyond the 1-year period, the employee may be granted
additional leave in 30-day periods, not to exceed 90 days. If the
employee’s condition indicates that LWOP beyond that period is
necessary incident to full recovery, the postal official must submit a
comprehensive report to the area manager of Human Resources with
appropriate recommendation and retain the employee on the rolls
pending a decision.

An employee covered under USERRA who is hospitalized or
convalescing due to a service-connected disability is required to return
to work once recovered. The recovery period may not exceed 2 years
(see EL-312 773(d)). Before any employee covered under USERRA can
be separated for disability, the requesting postal official must submit a
comprehensive report through the proper channels to the manager of
Human Resources (Area), with appropriate recommendations. The
employee must be retained on the rolls of the Postal Service pending a
decision.

If an employee on the rolls of the Office of Workers’ Compensation
Programs (OWCP) is unable to return to work at the end of the initial
1-year period of LWOP, the LWOP may be extended for successive
additional periods of up to 6 months each. Extensions are granted only
if it appears likely that the employee will be able to return to work within
the period of the extension. If it does not appear likely that the
employee will be able to return to work during the period, the
employee, upon approval of the area manager of Human Resources
(Area), is separated subject to reemployment rights.

Before any employee on the rolls of the OWCP can be separated, the
requesting postal official must submit a comprehensive report through
channels to the manager of Human Resources (Area), with appropriate
recommendations. The employee must be retained on the rolls of the
Postal Service pending a decision.

If the manager of Human Resources (Area) approves the request, and if
the employee has sufficient service for entitlement to retirement, the
employee is not separated until given an opportunity to retire. For
involuntary separation, the notice and appeal procedures outlined in
650 or the applicable collective bargaining agreement, whichever is
appropriate, is followed.
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f. An employee who is eligible for disability retirement but chooses not to
apply is not separated for disability until a complete medical report has
been received and the employee has received retirement counseling.

g. Anemployee who is eligible for disability retirement is not separated for
mental disability. Rather, the appointing official files an application for
disability retirement on the employee’s behalf provided the
requirements are met (see 568 and 588).

Notice to Employee

No employees who have completed their probationary period are separated

for disability until given a notice in writing of the proposed action and an

opportunity to reply in accordance with appropriate adverse action
procedures. Employees eligible for disability retirement are advised and
notified that unless they file application for disability retirement within 1 year
of separation their rights will lapse.

Effective Date

Separation-disability is effective on the date determined by the Human

Resources official or on the date authoritative notice is received in the case

of legal incompetence. If unused sick leave remains to the employee’s credit,

the effective date may be extended to permit payment for the unused sick
leave. If an annuity is involved, an employee may wish to evaluate an earlier
annuity payment against the unused sick leave. Separations for disability
may not be effected retroactively or before the date of expiration of the time
specified in the notice.

Separation, Reduction in Force

The Postal Service procedure for effecting reductions in force parallels the
OPM procedure. The Postal Service attempts to make personnel
adjustments by various administrative actions other than RIF. If these actions
are not adequate, however, and RIF appears to be appropriate, prior
approval for such action must be obtained, through channels of
communication, from the vice president of Employee Resource
Management.

Death

Proof of Death

No action is taken to process the separation until credible evidence of death
is received. Evidence of death is filed in the deceased employee’s official
personnel folder. The time and date of a postmaster’s death should be
reported immediately to the vice president of Area Operations and the vice
president of Employee Resource Management.

Effective Date

The effective date of separation is the date of the employee’s death.
Personnel action forms also show the last day that the employee was in a
pay status.

Expression of Condolence

The appropriate postal official should express condolences to the survivors,
including a sincere expression of sympathy, and an offer to assist in filing
claims for any funds to the deceased employee’s credit.
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Separation — Ineligibility for Reemployment Under USERRA
Definition

Separation due to ineligibility for reemployment under the Uniformed
Services Employment and Reemployment Rights Act (USERRA). This action
occurs when the Postal Service determines that an employee who is
performing or has been released from uniformed (military) service does not
have reemployment rights under USERRA and as a result, the Postal Service
separates the employee. This is an administrative action, not a disciplinary
action, in compliance with USERRA (see EL-312 774(b)).

Effective Date
The official making the decision chooses the effective date for the separation
due to ineligibility for reemployment under USERRA.
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Introduction

Postal Service employees are expected to conduct themselves in a manner
that reflects favorably upon the organization and perform their duties in the
most efficient manner. Both the supervisor and employee have a mutual
responsibility to achieve these goals. When properly used, performance
evaluation strengthens the daily supervisor-employee relationship in working
toward this end.

Sound Supervision

The principles of sound supervision require that supervisors evaluate
employee performance daily. Supervisors should counsel and instruct their
employees as necessary, giving attention to evidence of good performance,
as well as to areas where the employees need improvement.

Performance Evaluation Systems

Formal Evaluation

Postal Service Headquarters prescribes formal evaluation systems for a
variety of purposes. A formal evaluation consists of defined standards of
performance, instructions for establishing a measure of where an employee
fits within the standards, and a form to record information.

Informal Evaluation

Informal evaluation is based on the supervisor’'s day-to-day observations
and is characterized by the absence of forms and instructions. The
supervisor should make use of available human resources and give personal
encouragement and guidance as a part of his or her daily practice. These
practices must be part of a continuous formal and informal process.
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Discussing Performance With Employees

The supervisor must discuss job performance with each employee. If the
employee’s performance is unsatisfactory, the supervisor suggests
constructive measures for an employee to follow to improve his or her
performance to a satisfactory level.

Outstanding and Unsatisfactory Performance

Outstanding Performance

Outstanding performance is a level of performance that far exceeds that
which is normally expected of an individual in a particular position and is far
above the performance and achievement of most satisfactory employees in
terms of productive effort, proficiency, and significant contributions to the
Postal Service. If a supervisor determines that a bargaining employee’s
performance is outstanding, the supervisor considers recommending the
employee for a special achievement award or quality step increase. For EAS
employees, such performance is recognized in their annual merit review and
recognition programs. See 416 and 490 for more information.

Unsatisfactory Performance

Unsatisfactory performance is a level of performance that is repeatedly or
consistently below the minimum requirements expected of an employee in
the position, based on an evaluation of job-related factors such as reliability,
willingness to work with fellow employees, quantity or quality of work
production, and attendance. If a supervisor determines that an employee’s
performance is unsatisfactory and reasonable efforts toward improving
performance to a satisfactory level have not been successful, effort is made
to reassign the employee to a job that the employee can be expected to
perform satisfactorily. If there is no such job available and if disciplinary
action must be taken, the appropriate adverse action procedure is followed.

Performance Evaluation During Probation
See Handbook EL-312, 584, Employee Evaluation.
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Purpose

The Postal Career Executive Service (PCES) was established in 1979 to
develop and maintain a highly motivated, competent group of individuals
capable of filling the key management positions and providing the leadership
needed for the continued success of the Postal Service. PCES comprises
Officers (PCES ll) and Executives (PCES I).
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Equal Opportunity

The principles of equal opportunity apply to all aspects of the PCES,
including executive reassignment, training and development, evaluation,
compensation, and awards. The Postal Service considers individuals seeking
entry into the PCES without regard to:

a. Race, color, sex (including preghancy, sexual orientation, and gender
identity, including transgender status), national origin, religion, age (40
or over), genetic information, disability, or retaliation for engaging in
EEO-protected activity as provided by law; or

b.  Other non-meritorious factors, such as political affiliation; marital
status; status as a parent; and past, present, or future military service.

Positions in the PCES

Officer Positions

The postmaster general establishes officer positions, subject to approval by
the Board of Governors.

Other Executive Positions

The vice president, Employee Resource Management, establishes executive
positions (PCES ), subject to approval of the Postmaster General.

Filling PCES Vacancies
PCES Il Vacancies

The postmaster general fills PCES Il vacancies through appointment (except
for the positions of postmaster general and deputy postmaster general,
which are filled pursuant to 39 U.S.C. 202).

PCES | Vacancies

An officer, subject to approval of the next officer level, fills PCES | vacancies
through selection from the Succession Planning List or from outside the
Postal Service.

Approval Phase ‘ ‘ '

Hardware and Software

Hardware Hardware Hardware and Software

®m Technology Initiative
Prioritization
Assessment (TIPA)
Process
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4111 Scope

March 2022

411.2

This subchapter establishes the conditions and procedures for setting
salaries of Postal Service™ nonbargaining unit career and noncareer
employees in supervisory, professional, technical, clerical, administrative,
and managerial positions in the Pay Band (V) and Executive and
Administrative Schedule (EAS) and applies to all employees except those:

a. Covered by collective bargaining agreements (except when assigned
to nonbargaining positions).

b.  Assigned to the Postal Career Executive Service (PCES).
C. In the Office of Inspector General.

d.  Inthe Inspection Service designated as law enforcement.
e. In attorney positions in the office of the General Counsel.
Objectives

The principal objectives of Postal Service compensation policies are to

provide the following:

a. Compensation for Postal Service work comparable to compensation
paid for comparable levels of work in the U.S. economy’s private
sector.

b. Compensation that will attract, motivate, and retain qualified and
capable personnel.

c.  Adequate and reasonable differentials in rates of pay between
employees in the clerk and carrier grades in the line work force and
supervisory and other managerial personnel.

d.  Effective administration of salary expenditures.

Recognition of and reward for differences in individual ability and
performance.

f. Uniform methods for establishing and applying salary rates to
employment, placement, promotion, and other changes in the status of
employees.
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412.12
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Responsibility

Assignment of Positions

The chief Human Resources officer (CHRO) is responsible for determining
the appropriate nonbargaining unit grade for each position covered by 410.
Human Resources’ Compensation Programs unit determines salary ranges
using market value research and consultations with the management
associations.

Policy and Procedural Changes

The CHRO directs the evaluation and development of recommendations
concerning compensation policy and procedures. Exceptions to the policies
contained in this subchapter require approval by the CHRO or designee.

Determination of Salaries

Responsibility of Appointing Officer

The appointing officer has the primary responsibility for setting salaries of
employees in nonbargaining unit positions according to the policies
contained in this subchapter.

Approval Required

In all cases, the appointing officer’s superior must approve salaries set by the
appointing officer.

Part-Time Postmaster Rates — Part-Time Post Office and Remotely
Managed Post Office

The Postal Service pays part-time postmasters in part-time Post Offices
(PTPO) and remotely managed Post Offices (RMPO) at hourly rates for less
than a 40-hour week (see Rate Schedule F).

New Appointment

Career Appointment

Applicability
This section applies to newly hired EAS employees only. For bargaining unit
to EAS promotional rules, see 413.22.

New Career Appointment

A new employee hired into the EAS schedule is paid the minimum salary for
the grade of the position to which hired. The appointing official has the
flexibility to set the starting salary up to the midpoint of the grade. Further
variation may occur in the following circumstances:

a. Exceptional Qualifications. If the person has exceptional qualifications,
the appointing official may request an exception to set the salary over
the midpoint of the grade. Per current pay policy, the functional vice
president must approve the exception. Human Resources’
Compensation and Benefits is the final approver.

b.  Supervision of Bargaining Unit Employees. When an appointment is to
an exempt EAS-15 through EAS-19 grade position that involves
directly supervising two or more full-time equivalent bargaining unit
employees, current supervisor differential adjustment (SDA) pay
policies apply as described in Exhibit 412.12b.
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Exhibit 412.12b
Position Groups Eligible for Supervisory Differential Adjustment Rate

Minimum Salary Is
Position Group 5 Percent Above
Customer Services RSC Q, step O
Mailing Services PS-7, step O
Plant Maintenance PS-10, step P
Postal Police RSCYY, step 23
Vehicle Services PS-8, step O
All Other Eligible EAS-15 to EAS-19 PS-6, step O

Noncareer Appointment

The Postal Service hires noncareer, nonbargaining employees in accordance

with the provisions in 419.

Promotion to Nonbargaining Unit Positions

Definition

A promotion is the permanent assignment, with or without relocation, of an

employee to the following:
a.  An established position having a higher grade than the position to

which the employee was previously assigned in the same schedule, or

b. A position with a higher than equivalent grade (see 418) in another
schedule.

Note: When an employee who has rate retention (see 415.3) is assigned

to a different position, the assignment is not a promotion unless it is to a

position with a grade or grade equivalent higher than the grade on which

the rate retention was established.

Promotion Increase

Nonbargaining Unit Employees

The following applies to promotion increases for nonbargaining unit
employees:

a. Nonbargaining unit employees may receive promotion increases based
on the percentage of the employee’s current salary from the maximum

of the new grade as follows:
(1)  Factor #1:

Award this

percentage... If the employee’s current salary is...

5to0 10 Greater than 20 percent from the maximum of the
new grade.

4t08 10 to 20 percent from the maximum of the new
grade.

4t05 Less than 10 percent from the maximum of the new
grade.




413.21

72
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(2) Factor #2:

In addition to the eligible promotion increases described in
Factor #1, nonbargaining unit employees will automatically
receive a percent increase for promotions that are 3 or more

grades.

Award this

percentage... If the employee’s promotion equals...
3 3 grades

5 4 or 5 grades

8 6 or more grades

For grade counting purposes, grades 18, 43 (18B), V-01, and V-
02 are each counted as a separate grade. For example, an
employee whose position is a grade EAS-24 and who is
promoted to a grade V-02 will receive an additional 5-percent
increase for moving up 4 grades.

If the increase to the minimum salary exceeds the 25-percent
limit on promotional pay, then the employee is not eligible for
Factor #2.

For additional information, see the “Promotional Pay Calculator” table
under Non-Bargaining Unit Pay at Pay Programs on Human Resources’
Pay & Benefits website. Management should consider the full
applicable percent range to determine the amount of a promotion
increase, considering such factors as the following:

(1)  Responsibility and complexity of the job.
(2)  Skill requirements.
(3) The employee’s experience, credentials, and salary history.

The following conditions and exceptions apply to promotional
increases:

(1)  Anincrease cannot result in a salary that is below the minimum or
exceeds the maximum of the new grade.

() Anincrease of more than the eligible percent is given if necessary
to bring the salary to the minimum of the new grade or the
minimum salary rate for certain supervisory positions as
described in Exhibit 412.12b.

(3) There is a 25-percent limit on total promotional percentage pay
increases within a 52-week period.

(4) The employee is not eligible for Factor #2 if an increase of 25
percent or more is necessary to bring the employee’s salary to
the minimum of the new grade or the minimum salary rate for
certain supervisory positions as described in Exhibit 412.12b.

(5)  For promotions to positions at grades 15 through 19 that require
supervising two or more full-time equivalent bargaining unit
employees, the amount of the increase must result in a salary
that is no less than the minimum salary rate for those employees
promoted to positions as described in Exhibit 412.12b.

ELM 52


https://blue.usps.gov/hr/pay-benefits/pay-programs/non-bargaining-unit-pay/non-bargaining-unit-pay-programs.htm

Pay Administration

March 2022

413.22

413.3

413.4

414

4141

414.11

41411

Bargaining Unit Employees

Bargaining unit employees permanently assigned to a higher equivalent
grade in the nonbargaining unit schedule receive a salary adjustment of
5 percent of their basic salary subject to the following:

a. Anincrease cannot result in a salary that exceeds the maximum of the
new grade.

b.  Anincrease of more than 5 percent is given if necessary to bring the
employee’s salary to the minimum of the new grade or the minimum
salary for certain supervisory positions as described in Exhibit 412.12b.

Position Upgrade

When an employee’s position is upgraded through the Workload Credit or
job evaluation process, a 4 percent basic salary increase is provided. The
increase is adjusted higher if necessary to bring the salary to the minimum of
the new grade or the minimum salary for certain supervisory positions as
described in Exhibit 412.12b.

The increase is adjusted lower if necessary, to keep the salary from
exceeding the maximum of the higher grade.

Part-Time Postmasters (PTPO and RMPO)

When a postmaster in a PTPO or RMPO Post Office is promoted to a
position in a grade higher than the PTPO or RMPO postmaster grade, the
following occurs to the postmaster’s hourly rate:

a. It is converted to the full-time annual salary equivalent to that hourly
rate (hourly rate x 2,080).

b.  The promotional increase is then further adjusted in accordance with
the promotional pay rules in 413.21, Factor #1 only, which is based on
the percentage that the employee’s salary is from the new position
maximum. Note: Factor #2 does not apply. For additional information,
see the promotional pay calculator table for part-time postmasters
(PTPO and RMPO) under Non-Bargaining Unit Pay at Pay Programs on
Human Resources’ Pay & Benefits website.

C. For promotions from PTPO or RMPO Postmaster grade to FLSA
Exempt EAS-15 to EAS-19 that require supervising two or more full-
time equivalent bargaining unit employees, employees are instead
given a Supervisory Differential Adjustment (SDA), as described in
413.21c5. The amount of the increase must result in a salary that is no
less than the minimum SDA salary rate.

Reassignment

Reassignment to Nonbargaining Unit Positions

Definition

A reassignment to a nonbargaining unit position is the permanent change,
with or without relocation, of an employee to an established EAS position

from a position with the same or equivalent grade. (For changes between pay
schedules, see Exhibit 418.)
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Rate Adjustment

Nonbargaining Unit Employees

An EAS employee’s salary is not changed as a result of reassignment within
the EAS schedule except when the employee is reassigned to an exempt
EAS-15 through EAS-19 position that involves directly supervising two or
more full-time equivalent bargaining unit employees. In this case, the
employee’s salary must be no less than the supervisory differential
adjustment (SDA) rate, as described in Exhibit 412.12b.

Bargaining Unit Employees
Bargaining unit employees reassigned to nonbargaining unit positions

continue to receive their former basic salary provided that it is not below the
minimum or above the maximum for the new position.

If the employee is reassigned to an EAS-19 or below position and has served
52 weeks or more in the bargaining unit position since the last step,
promotion, or other equivalent increase, the employee’s salary is advanced
by 3 percent, provided all of the following conditions are met:

a. The employee has not received an equivalent increase (one equal to
the most prevalent step in the salary schedule for the former position)
at the time of the reassignment.

b.  The employee has satisfactory service.
The new salary is below the new maximum.

Reassignment to Bargaining Unit Positions

Definition

A reassignment from a nonbargaining unit position to a bargaining unit
position is the permanent change, with or without relocation, of a

nonbargaining unit employee to an established bargaining unit position with
an equivalent grade (see Exhibit 418).

Rate Adjustment

Former Bargaining Unit Service in an Equivalent Grade

If the employee has performed prior service in an equivalent bargaining unit
grade, the step and next step date are determined as if service had been
continuous in the equivalent bargaining unit grade.

Note: Reassignment to PS Schedule 2 must include service the
employee would have had in PS Schedule 1 before conversion to
PS Schedule 2.

No Former Bargaining Unit Service in an Equivalent Grade

If the employee has never performed prior service in an equivalent bargaining
unit grade, the step is determined by moving the nonbargaining unit salary to
the equivalent grade in the bargaining unit pay schedule. If the current salary
falls between two steps, the higher step is assigned. To establish the next
step date, creditable service is allowed since the last nonbargaining unit Pay
for Performance increase or salary adjustment (see 416). The provisions
contained in 422.124c(4) also apply.

Note: If the employee’s nonbargaining salary exceeds the amount
associated with the top step in the bargaining unit schedule, the
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415.11

415.12

415.2
415.21

415.21

employee is placed at the top step.

Rate Retention and Change to Lower
Nonbargaining Unit Grade

Rate Retention Types

Saved Grade

Under saved grade, an employee assigned to a lower grade is treated as
being in the higher grade for pay increases and benefit purposes during the
saved grade period. During this period of saved grade, employees should
apply for positions at their respective saved-grade levels to allow them to
return to their previous grade and level of responsibility. Nonbargaining unit
employees, except for those assigned to lower grades during RIF-related
periods (see 415.21), may be granted saved grade only in accordance with
the terms and conditions issued for special situations by the vice president,
Employee Resource Management (ERM).

Saved Salary

Saved salary provides that an employee assigned to a lower grade position
whose higher grade salary does not fall within the salary range of the lower
grade has this higher grade salary continued (saved). For as long as the
saved salary is higher than the maximum salary of the lower grade position,
the employee may receive Pay for Performance lump sums (see 416) based
on the policies applicable to employees at or above their salary range
maximum. The saved salary is continued in accordance with postal policy or
until it is terminated as specified in 415.4.

Changes to Lower Grade

Change to Lower Grade during a RIF Avoidance Period, Specific
RIF Notice Period, RIF-Related 30-Day Nonduty, Nonpay Status
Period, or a RIF

Nonbargaining employees who are changed to a lower grade career
nonbargaining position during RIF-related periods — RIF avoidance; specific
RIF notice; 30-day nonduty, nonpay status; and RIF — retain their current
grade and pay for a period not to exceed 2 years from the effective date of
the change to the lower grade position.

On expiration of the saved grade period, they are automatically reduced to
the grade of their current position. If upon expiration of the saved grade
period the employee’s salary is within the salary range for the lower grade,
the salary is continued.

However, if the salary exceeds the maximum of the new grade, the salary is
immediately reduced to the grade maximum. This applies to the following:

a. Changes to lower grade positions within the EAS pay schedule.

b. When changes occur within or between other nonbargaining pay
schedules (see 354.2).
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Voluntary Change to Lower Grade

An employee who voluntarily changes to a lower grade position is reduced to

the lower grade immediately. The salary cannot be set above the maximum for
the new grade or above the employee’s salary immediately before the change.
If the employee has a form of rate retention, it is terminated (see 415.4).

However, if an employee was promoted to his or her current position /less
than one (1) year before the request for voluntary change to lower grade, the
employee’s salary will be reduced by the dollar amount of the promotion.
Should the employee subsequently be repromoted within one (1) year of the
original promotion, the employee’s salary and grade before the promotion
will be used as the basis to determine the promotional increase to the new
position.

If an employee voluntarily reassigns to a lower grade more than one (1) year
after a promotion, the employee’s salary is placed in the salary range or
moved to the maximum of the lower grade. The employee is not eligible for a
promotional increase up to the previous level until after one year. Within the
one-year period after the downgrade, if the employee is subsequently
promoted to a higher grade, the promotional pay increase eligibility will be
determined based on the highest grade held within the prior 12-month period
of the downgrade.

Position Reclassified to a Lower Grade

When a position is reclassified to a lower grade, the employee is reduced to
this grade immediately. The employee’s salary is handled in one of two ways:

a. If the employee’s salary is within the salary range for the lower grade,
the salary is continued and there is no saved salary.

b. If the employee’s salary exceeds the maximum salary of the lower
grade, saved salary is granted for a period not to exceed 2 years. At the
end of the 2-year period, if the salary exceeds the maximum of the new
grade, the salary is reduced immediately to the grade maximum.

Any management-initiated involuntary change to a lower grade must be
effected according to the grievance and appeals procedures in 650.

In cases when full-time postmaster positions are reclassified to part-time
positions for 104 weeks, the postmaster receives an hourly rate that
produces the annual salary in effect before the change (full-time annual
salary divided by the annual service hours for the part-time position). At the
end of 104 weeks, the affected postmaster’s hourly rate is reduced to the
maximum hourly rate for the RMPO or PTPO (RSC F) salary schedule.

Management-Initiated Action When Employee Voluntarily
Accepts a Lower Grade Nonbargaining Unit Position

In cases of management-initiated action or in cases in which management
determines that it is in the mutual interest of both the employee and the
Postal Service, and the employee voluntarily accepts a lower grade
nonbargaining unit position, the employee must be placed in a position that
he or she is qualified to perform, and as near to the grade of his or her
original position as possible. Saved salary (see 415.12) is applicable in such
actions for a period not to exceed 2 years. At the end of the 2-year period,

ELM 52



Pay Administration

March 2022

415.25

415.26

415.3

415.4
415.41

415.41

the employee’s salary is reduced immediately to the maximum of the lower
grade position.

Refusal of a Reasonable Assignment to a Higher Grade Position
during a Rate Retention Period

An employee in a lower grade position with rate retention who refuses a
reasonable assignment to a higher grade position is reduced immediately to
the lower grade, and the employee’s salary is reduced by the dollar amount
of the most recent promotion or upgrade received.

Change to Lower Level Due to Demotion for Cause

An employee who is changed to a lower grade position because of a
demotion for cause is reduced immediately to the lower grade, and the salary
is reduced by 10 percent or placed at the maximum of the lower grade,
whichever is lower.

Rate Retention Effect on Promotion

If an employee with rate retention is assigned to a different position, there is
no promotional pay raise unless the assignment is to a position with a grade
that is higher than the grade on which the retained rate was established. Pay
adjustments are made as follows:

a. If the employee is assigned to a position with a grade equal to or lower
than the grade on which the retained rate was established, the
employee is placed at a salary in the new grade equal to the existing
salary, and the retained rate continues until terminated in accordance
with 415.4.

b. If the employee is assigned to a position with a grade higher than the
grade on which the retained rate was established, the retained rate is
terminated, and the employee is eligible for a promotional increase to
base pay.

Termination of Salary Retention

Reason for Terminating

A saved grade, retained rate, or both, ceases at the beginning of the pay
period following a determination that the employee is no longer entitled to
saved grade, rate retention, or both, for any one of the following reasons:

a.  Abreakin service of one workday or more.
b. A demotion or employee-initiated change to a lower grade position.

C. A promotion or assignment change to a rate in a grade or range equal
to or above the saved grade, retained rate, or both.

d.  Achange in the employee’s compensation, for any reason, to a rate
equal to or higher than the retained rate.

e.  The employee refuses a reasonable assignment to a higher grade
position.

f. A change from nonbargaining unit to a bargaining unit schedule.
Note: Item 415.41f terminates nonbargaining unit saved grade, saved
salary, or both. However, an eligible employee may continue to receive
rate retention subject to bargaining unit rules.
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Pay for Performance Program

Policy

EAS employees are eligible for an annual Pay for Performance (PFP) salary
increase and/or lump-sum payment based on a fiscal year performance
evaluation. The Postal Service conducts these evaluations in accordance
with established performance appraisal instructions. PFP adjustments are
made in accordance with guidelines issued annually.

The Postal Service automatically calculates all PFP pay actions based on
salary information available from the corporate payroll system and
performance ratings provided under the Web-based Performance Evaluation
System (PES). Deadlines are published at the end of the fiscal year for
completing employee accomplishments in PES.

See Pay for Performance on the Postal Service Human Resources website
(https://blue.usps.gov/hr/) for additional information on PFP pay rules and the
performance evaluation system and process.

Management Association Officials Eligibility Requirements

Employees who are placed on leave without pay (LWOP) to devote full-time
service as elected national officers of a recognized management association
are eligible to have their salary of record adjusted to reflect annual PFP
increases as if they were continuing in a pay status. The effective date of an
employee’s adjustment is the same as it would be if the employee were in a
pay status. The amount of such an adjustment is determined as follows:

a. The percentage increase is equal to the National Performance
Assessment score (national rating).

b.  The adjusted salary may not exceed the maximum of the range for the
employee’s grade.
C. The employee is not eligible for a PFP lump sum.

Simultaneous Personnel Actions

When a PFP increase and another personnel action are effective on the same
date, the PFP increase is granted first.

Temporary Assignment to Nonbargaining Unit
Positions (Career Employees)

Definitions

Temporary Assignment

A temporary assignment is the placement of a career employee in another
established position which is vacant, or from which the incumbent is absent
from duty, to perform duties and responsibilities other than those specifically
set forth in the employee’s position description, when the employee is not
awarded the position on a regular basis.

Pay Schedule and Premiums

The salary of a career employee who is temporarily assigned to an EAS
position is based on the career EAS schedule. However, employees continue
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to receive pay premiums applicable to their permanently assigned positions
while temporarily assigned to EAS positions.

An FLSA-exempt employee who has been temporarily assigned to perform in
an FLSA-nonexempt work position for more than 50 percent of the work
hours for the week may be eligible for FLSA overtime for hours actually
worked over 40 in that FLSA workweek. (See 417.2 to determine the FLSA
status of an employee temporarily assigned to an EAS position.)

Assigning FLSA Status

It is the policy of the Postal Service that an employee performing work in a
position with a different FLSA classification will be classified for FLSA pay
purposes as follows:

a. For an FLSA-exempt employee temporarily assigned to an FLSA-
nonexempt position:

(1)  For the first full pay period of the temporary assignment — the
employee’s FLSA status remains exempt.

(2)  For all pay periods beginning after the first full pay period — the
employee’s FLSA status is changed to nonexempt and the
employee is eligible for FLSA overtime compensation.

Note: PS Form 50, Notification of Personnel Action, must be
issued when the employee’s FLSA status changes to and
from FLSA nonexempt status.

b.  An employee whose position of record is nonexempt will not be re-
classified as FLSA exempt when temporarily assigned to a position
that is classified as FLSA exempt, regardless of the length of the
temporary assignment.

Rates of Pay

Lower Grade

Employees who are temporarily assigned to perform duties of a lower grade
continue to receive their existing basic salaries (see 417.2).

Same or Equivalent Grade

Employees who are temporarily assigned to perform duties of the same
grade or of an equivalent grade (see 418) continue to receive their existing
basic salaries (see 417.2).

Higher Grade
General Requirement

A career employee who is temporarily assigned to a higher grade position
must be assigned the primary or core duties and be directed to assume the
major responsibilities of the higher grade position to be eligible for higher
level pay under the conditions of this section.

Employee with Rate Retention
When an employee who has rate retention is assigned to a different position,

it is not considered a higher level assignment unless that position is at a
grade higher than the grade on which the rate retention was established.
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Higher Level Pay Eligibility

An employee whose temporary assignment meets the conditions described
in 417.334 is eligible for higher level pay when temporarily assigned to an
authorized established EAS position in a higher grade than that of the
position to which permanently assigned, except as follows:

a. Employees temporarily assigned to PCES positions.

b.  Employees in developmental programs for which management
instructions provide that participants do not receive higher level pay.

Higher Level Pay Conditions
Conditions for higher level pay are as follows:

a. EAS Employees. Higher level pay is authorized — via approved
PS Form 1723, Assignment Order — to eligible EAS employees during
each temporary assignment to higher level EAS positions in
Headquarters, Headquarters-related units, area offices, and field
installations for all such service beginning after 5 consecutive
workdays, excluding breaks for normal days off, and continuing for the
duration of the assignment. In situations when an employee is assigned
from one higher level assignment to another higher level assignment, a
new 5-day waiting period is not required. Different employees are not
to be assigned consecutively to the same vacancy solely to avoid the
higher level pay requirements.

b.  Bargaining Unit Employees. Bargaining unit employees, both career
and eligible noncareer, are authorized higher level pay — via approved
PS Form 1723 — for all time worked on higher level assignments. They
receive certain bargaining unit pay premiums according to their
bargaining unit agreement when temporarily assigned to a
nonbargaining position. However, they are not also eligible for
supervisory differential adjustment (SDA) or the Pay for Performance
Program.

Payment Amount
Higher level pay is calculated as follows:

a. To or Within the EAS Schedule, Except Rural Carriers. The employee
receives a salary increase equal to 5 percent of the employee’s actual
salary or the minimum salary for the higher grade, whichever is greater.
Total higher level compensation may not exceed the maximum salary
rate of the higher level position in which such service is performed, or
the employee’s existing salary if above the maximum of the range for
the higher grade.

b.  From Rural Carrier to Nonbargaining Unit Schedule. A rural carrier is
paid based on the assigned route’s evaluation for the first 30 days of a
temporary higher level assignment. At the beginning of the pay period
following this 30-day period, the carrier’s salary is converted to that of
a 40-hour route, attained step. The salary is then adjusted in
accordance with 417.335a.
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Payment Factors
Payment factors for nonbargaining employees include:

a. Holiday Pay. An employee receives holiday leave pay for the holiday at
the rate of the higher level position, provided the employee received
the higher level pay for both the full workday preceding the holiday and
the full workday following the holiday. If the employee works in the
higher level position on a holiday, he or she is paid at the rate of the
higher level position for work in the higher level position on a holiday.

b.  Annual, Sick, Holiday, or Other Paid Leave during Higher Level Service.
The following applies:

(1) Except as provided in (2) below, when full-time employees are
absent on approved annual, sick, or other paid leave falling within
a period of temporary assignment to a higher level position, they
receive leave pay at the rate for the higher level position provided
they receive higher level pay for both the full workday
immediately preceding and the full workday immediately
following the period of absence.

(2) If a second person is assigned to replace the absent employee,
the original temporary higher level assignment is canceled and
the absent employee has no entitlement to higher level pay for
the parts of the leave period during which he or she is replaced.

c.  Assigning FLSA Status. See 417.2.

Officer in Charge
Definition
The assignment to be an officer in charge (OIC) is the temporary assignment

of an employee to act as postmaster during which the accountability of
postmaster is transferred to the employee.

Basis for Rate of Pay

The salary of a career employee temporarily assigned to a Post Office as OIC
is based on the grade of the Post Office to which he or she is assigned and is
determined in accordance with the provisions of 417.3. The salary of a
noncareer employee assigned to a Post Office as OIC is set in accordance
with 419.2.

Assignment to a Different Salary Schedule —
Equivalent Grades

When an employee is reassigned, reduced in grade, promoted, or otherwise
permanently or temporarily changed to a position in another salary schedule,
see Exhibit 418 for grades that are equivalent for pay purposes. This chart
determines the appropriate Nature of Action (NOA) triggered when
processing a PS Form 50, Notification of Personnel Action. Special salary
handling during an involuntary reduction in grade involving bargaining unit
employees is performed in accordance with the applicable collective
bargaining agreement.
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Exhibit 418
Equivalent Grades
P,C,K
N (APWU)
(APWU) Postal Service
G M Information/ | Mail Equipment Q R Y
v F (APWU) | (NPMHU) | Technology, | Shops & Material (NALC) | (NRLCA) | Postal
E Pay |U PTPO-56/ | Postal | Mail Accounting | Distribution, & City Rural Police
EAS |Band | Attorney | RMPO-56 | Nurses | Handlers | Service Operating Services | Carriers | Carriers | Officers
- - - X* - - - - - - -
- - - - - - - 3 - - -
- - - - - 4 6,7,8 4 - - -
- - - - X* 5 9,10 5 - X* -
- - - - - 6 11,12 6 1 - X*
- - - - - - 13 7 2 - -
- - - - - - 14 8 - - -
- - - - - - 15 9 - - -
15 - - - - - 16 - - - -
16 - - - - - 17 - - - -
- - - - - - 18 10 - - -
- - - - - - 19 11 - - -
17 - - - - - 20 - - - -
18 - - - - - 21 - - - -
18B - - - - - - - - - -
19 - - - - - 22 - - - -
20 - - - - - 23 - - - -
21 - - - - - - - - - -
22 - - - - - - - - - -
23 - - - - - - - - - -
24 - - - - - - - - - -
25 - X* - - - - - - - -
26 - - - - - - - - - -
- 01 - - - - - - - - -
- 02 - - - - - - - - -

* X signifies a single—level schedule.

EQUIVALENT GRADE DETERMINATION —To use the chart:

Step 1.
Step 2.
Step 3.

In the horizontal list at the top, locate the salary schedule and grade of the employee’s position before the change action.
Cross over to the salary schedule into which the employee is being assigned.

Determine the nature of the placement action from the following:

If the new grade is...

On the same line as the previous grade
On a lower line than the previous grade
On a higher line than the previous grade

Then the placement action is...
Lateral reassignment to an equivalent grade.
Promotion.

Reduction in grade (change to lower level).

The number of lines on the chart between the old grade and the new grade is considered to be the number of grades changed for
the purpose of calculating promotions or reductions in grade.
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419.1

419.2
419.21

419.22

419.3
419.31

419.32

419.32

Supplemental Noncareer Workforce

Casual Employee

Casual employees are nonbargaining unit, noncareer employees with limited-
term appointments. These employees are employed as a supplemental
workforce, as described in collective bargaining agreements, to perform
duties assigned to bargaining unit positions.

Nonbargaining Temporary Employees
Definition
Nonbargaining temporary employees appointed from outside the Postal

Service are nonbargaining unit, noncareer employees who perform duties
assigned to nonbargaining unit positions.

Salary Grades

Temporary employees are paid in accordance with the EAS Temporary
schedule. Prior to hiring a temporary employee for other positions, the
installation head or other appointing official should carefully assess
operational needs of the office and determine the EAS grade for the types of
work to be performed. Based on this determination, the temporary employee
is hired at the minimum salary for that grade. The full-time salary is divided
by 2,080 to determine the appropriate hourly rate.

Postmaster Relief/Leave Replacements

Definition

A Postmaster Relief/Leave Replacement (PMR) is a noncareer hourly rate
employee who performs as a relief or leave replacement during the absence

of a postmaster in a Part-Time Post Office (PTPO), or as assigned to a 2-hour
Remotely Managed Post Office (RMPO).

Salary Grades

The Postal Service pays PMRs in accordance with the Postmaster Relief/
Leave Replacement salary schedule, available under noncareer salary
schedules on Non-Bargaining Unit Pay at Pay Programs on Human
Resources’ Pay & Benefits website.
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420 Wage Administration Policy for Bargaining Unit
Employees
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421

421.1

421.2

421.3

421.31

General Principles and Terms

Scope
This subchapter establishes the conditions and procedures for setting the

wages for Postal Service employees covered by collective bargaining
agreements.

Note:

a. Consistency With Agreements. It is not the intent of these instructions
to amend or conflict with the provisions of the collective bargaining
agreements negotiated between the Postal Service and the officially
recognized labor unions. The applicable provisions of a collective
bargaining agreement control in the event of any conflict with this
subchapter.

b.  Categorization of Bargaining Units. Exhibit 421.7 provides a
categorization of bargaining unit employees.

c.  Employee Classifications. Employee classifications for bargaining unit
employees appear in 432.111.

Objectives
The principal objectives of the wage administration policies are:

a. To provide uniform compensation rules and practices consistent with
the provisions of the bargaining unit agreements for the establishment
of wage rates for employment, reassignment, promotion, and other
changes in the pay status of bargaining unit employees.

b.  To provide for the effective administration of wage expenditures.

Responsibilities

Assigning Positions to Salary Schedules

The executive vice president of Human Resources is responsible for
determining the appropriate salary schedule for each position covered
in 420.

Note:

a. A position is the aggregate of all the current duties and responsibilities
contained in a work assignment. These duties and responsibilities are
to be performed during an employee’s full working schedule, as
normally reflected in the authorized position description.

b.  The procedures for authorizing and ranking bargaining unit positions
appear in 230 and 240.

C. Each bargaining unit position is assigned to one of the authorized
salary schedules, based upon the established categories listed in
Exhibit 421.7.
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421.4

421.41

421.42

421.43

Setting Wages

The appointing official has primary responsibility for setting the wage of an
employee according to the guidelines for the appropriate salary schedule
(see 422.12). Higher level approval is required when appropriate or when
specified (see 422.514 and 422.714).

Definitions

Appointments
The types of appointments are as follows:

a.

Career appointment — a new hire for an appointment without time limit
requiring the completion of a probationary period that confers full
employee benefits and privileges. The term applies to (a) new
employees, (b) former employees who are being reinstated, (c)
employees transferring from federal agencies, and (d) current Postal
Service employees who choose to transfer to or from the rural carrier
craft.

Temporary/casual appointment — a new hire for a time-limited
appointment; does not apply to bargaining unit employees.

Appointment to additional position — applies to cases of dual
employment, as described in 422.15, when an existing employee is
appointed up to three additional positions.

Assignments
The types of assignments are as follows:

a.

Permanent assignment — simply called assignment; a set of specific
duties at a specified location in a specified schedule related to an
employee’s position description. For postal police officers, an
individual preferred schedule consists of a desired tour and
nonscheduled days at a work facility.

Temporary assignment — the assignment of an employee for a short
period of time to perform duties and responsibilities other than those
specifically contained in his or her position description when a formal
personnel action is not required.

(1) Employees assigned to higher level duties may receive higher
level pay (see 422.14).

(2) Employees other than rural carriers assigned to lower level duties
continue to receive their regular pay. In the rural carrier craft,
compensation is dependant upon the evaluated route hours or
length of the assigned route.

(3) For postal police officers, temporary assignment is a transfer to
another schedule (tour and days off) or work facility.

421.43 Change Actions
The types of change actions are as follows:

a.

Promotion — the permanent assignment of an employee (a) to an
established position having a higher grade than the position to which
the employee was previously assigned in the same schedule or (b) to a
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position with a higher than equivalent grade (see Exhibit 418) in another
schedule.

Reassignment — the permanent assignment or relocation of an
employee (a) to another established position with the same grade in the
same schedule or (b) to a position with an equivalent grade (see Exhibit
418) in another schedule, also called lateral assignment or simply
lateral. For postal police officers, reassignment is a permanent transfer
to another work facility.

Demotion — the permanent assignment due to unsatisfactory
performance of an employee (a) to an established position with a lower
grade in the same schedule or (b) to a position with a lower than
equivalent grade (see Exhibit 418) in another schedule, also called
disciplinary reduction.

Voluntary reduction — the permanent assignment at the request of the
employee (a) to an established position with a lower grade in the same
schedule or (b) to a position with a lower than equivalent grade (see
Exhibit 418) in another schedule.

Management action reduction — the permanent, nondisciplinary, and
involuntary, assignment of an employee for reasons such as changes
in job ranking criteria and job elimination (a) to an established position
with a lower grade in the same schedule or (b) to a position with a lower
than equivalent grade (see Exhibit 418) in another schedule. Rate
retention provisions apply in cases of this type of reduction (see 421.5).

421.44 Terms
The wage terms are as follows:

a.

86

Basic wage — the annual, daily, or hourly rate of pay provided by the
applicable salary schedule for the employee’s assigned position.

Compensation — the same as an employee’s basic wage plus special
pay.

Special pay — pay and allowances for additional and premium hours.
See 430 for special pay provisions, which include the following:

1)  Overtime pay (see 434.1).
2 Night differential (see 434.2).

w

(

@

(3) Sunday premium (see 434.3).

(4) Holiday-worked pay (see 434.5).

(5) Out-of-schedule overtime (see 434.6).

(6) Information service center on-call pay (see collective bargaining
agreement).

(7)  Territorial cost-of-living allowance — TCOLA (see 439).

Grade — the numerical salary standing and salary range in the salary

schedule assigned to a position; also called salary grade.

Equivalent grade — the grade in one salary schedule that is most

similar in salary range to the grade in another salary schedule whether

bargaining or nonbargaining (see Exhibit 418). (See 418 for wage

adjustment rules for assignments to a different salary schedule.)
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Step — the number or letter assigned to specific wage rates within a
grade of a salary schedule. Maximum step is the highest schedule step
for a position.

Salary standing — the step rate or percentile with respect to the
appropriate salary schedule.

Red-circle amount — the dollar portion of an employee’s salary that is
in excess of the maximum salary of the grade and that results from the
saved rate provisions described in 421.52.

Promotion — an increase in an employee’s pay grade, within a rate
schedule or as a result of a movement to a different rate schedule,
determined to be a promotion by Exhibit 418.

Repromotion — a promotion to a grade equivalent to that originally
held before reduction in grade occurred (see 421.5).

Interim promotion — a promotion to a grade lower than a grade held
before reduction in grade (see 422.123).

Reduction in grade — a voluntary or involuntary change to lower or
lower than equivalent level.

Wage Increases
The types of wage increases are as follows:

a.

General increase — an across-the-board wage increase in the step rate
or salary range that applies to all employees within the specified
category.

Step increase — an increase that represents advancement from one
step to the next within a specific grade of a position dependent on
satisfying certain waiting period criteria (see 422.13); also called
periodic step increase. To be eligible for a step increase, occupational
health nurses and postal police officers must in addition satisfy certain
performance criteria (see 422.53 and 422.83).

Most prevalent step is the dollar amount determined by calculating the
most frequently occurring incremental amount between steps within a
grade level, known in mathematics as the mode. When two amounts
occur the same number of times, the higher of the two amounts is
designated as the most prevalent step. In the unusual circumstance in
which there are multiple most prevalent steps (multiple modes), the
most prevalent step chosen is the most similar to historical precedent.

Equivalent increase — any increase other than a general increase, a
quality step increase, or an incentive award that results in a total
increase equal to or greater than the most prevalent step in the salary
range for the employee’s position and grade. The following is
applicable:

(1)  When moving between salary schedules, there may be an
equivalent increase if the total amount of an increase exceeds the
most prevalent step in the salary range for the employee’s former
position.
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(2 A new waiting period begins on the effective date of an
equivalent increase, except as described in 422.123a4 for
repromotions and in 422.125 for reduction in grade.

Quality step increase — an increase in addition to a periodic step
increase granted on or before expiration of required waiting periods in
recognition of extra competence (see 495.4).

Cost-of-living adjustment (COLA) — a general increase based on
increases in the consumer price index (CPI) over a base month as
specified by collective bargaining agreements.

Rate Retention Provisions

Protected Rate
Explanation

An individual employee who is assigned to a lower grade position has a
protected rate (i.e., continues to be paid the wage he or she received in the
previous higher grade position, as detailed in 421.512, below, augmented by
any general increases granted (see also 422.113), for a specified period of

2 calendar years provided all of the following conditions are satisfied:

a.
b.

The employee is serving under a career appointment.

Reduction in salary standing is not disciplinary (for personal cause) or
voluntary (at the request of the employee).

The employee served for 2 continuous years immediately preceding
the effective date of reduction in a position with a salary standing
higher than that to which reduced.

Salary in the higher salary standing was not derived from a temporary
appointment or temporary assignment.

Reduction in salary standing is not caused by a reduction in force due
to lack of funds imposed on the Postal Service by outside authority or
curtailment of work. For this purpose, curtailment of work does not
include reduction in revenue unit category of any Post Office or
reduction in route mileage on a rural route.

Employee’s performance of work was satisfactory at all times during
such period of 2 calendar years.

Rate Determination

The basic wage of an employee entitled to a protected rate is the lowest of
the following:

a.
b.

The employee’s basic wage at the time of reduction.
An amount that is 25 percent more than the maximum basic wage for
the new grade (i.e., the grade to which reduced).

The basic wage in the lowest salary standing that the employee held
during the 2 years immediately preceding reduction in salary standing,
augmented by each step increase he or she would have earned in such
salary standing.

Note: For rural carriers serving evaluated routes, the existing basic
wage includes additional heavy duty compensation up to 40 hours.
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421.514

421.515

421.516

421.517

421.517

Duration

An employee who is entitled to a protected rate retains the protected rate,
augmented by general increases, for 2 calendar years from the effective date
of the protected rate. If, before the 2 years expires the employee is again
reduced in salary standing, the following applies:

a. A new protected rate period of 2 calendar years begins.

b.  The new protected rate is redetermined according to the rule in
421.512 in relation to the salary standing following the latest reduction.

Termination

Rate protection ceases at the beginning of the pay period following a
determination that an employee is no longer entitled to protection for any one
of the following reasons:

a. A break in service of 1 workday or more.

b.  Reduction to a lower salary standing (1) for disciplinary reasons or (2) at
employee’s own request.

C. Promotion (or other advancement) of an employee to a higher grade in
the same rate schedule, or to a position with a higher than equivalent
grade in another rate schedule that includes a maximum wage equal to
or above the protected rate. For the protected rate special pay status
to terminate in this circumstance, the employee must be first slotted to
the appropriate step in the new grade that represents a wage equal to
or above that protected by the special pay status.

d. Change in compensation of the employee to a basic wage equal to or
higher than the protected rate for any reason other than by a general
increase.

Effect on Other Compensation
Rate protection affects other compensation as follows:

a. Promotion Rules. In applying the promotion rules, the former basic
wage is the basic wage the employee would have received except for
the protected rate.

b.  Rural Routes. Equipment maintenance allowances on rural routes are
paid in relation to the documented route to which the carrier is
assigned.

Documentation

PS Form 50, Notification of Personnel Action, is used to notify an employee

who is changed to a lower grade or salary standing of entitlement to rate

retention. The PS Form 50 contains under the Remarks section a reference
to 421.5 explaining the amount and duration of the rate retention. The

PS Form 50 is also used to notify an employee of the expiration of the rate

retention status.

Step Increases

An employee with a protected rate continues to receive step increases in the
grade to which the employee is reduced. However, under no circumstances
can receipt of these step increases cause the employee’s wage to exceed
the maximum step of the lower grade.
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Saved Rate

Explanation

Employees with a saved rate will continue to be paid the wage they received
in the previous higher grade position, augmented by any general increases
occurring while the saved rate is in effect. A saved rate differs from a
protected rate in that it continues for an indefinite period, subject to the
conditions explained below (see 421.522 through 421.526) and occurs in
several different circumstances, as follows:

a. An employee is given a permanent, nondisciplinary, and involuntary
assignment to a lower grade due to a management action such as a
change in job ranking criteria affecting more than one position under
the same job description. In this case, saved rate means that the
employee continues to receive the wage of the higher grade position.

b. Management action effects a general increase that, when added to an
employee’s wage, produces a wage above the maximum rate for the
grade. In this case, saved rate means that the amount of the general
increase is added to the employee’s wage and the employee continues
to receive the new wage even though it is above the maximum for the
grade.

C. An employee is given a position reevaluation down-grade assignment
to a lower grade due to a change in the Cost Ascertainment Group
(CAG) of a Post Office.

d.  An employee accepts a job offer based on his or her limitations due to
an injury on duty (see 546.143e).

Red-Circle Amount

The red-circle amount is the dollar portion of an employee’s salary that is in

excess of the maximum salary of the grade. An employee continues to

receive a red-circle amount as long as he or she is in saved rate status. Note

the following:

a. Red-circle amount results from saved rate only. It does not result from
protected rate.

b. If an employee who receives a red-circle amount (under section C,
Special Rule, Pay System for Employees, covered by the collective
bargaining agreement of November 18, 1970) is subsequently
promoted and later returned to the former position, the red-circle
amount is restored.

Duration

Employees retain the saved rate for as long as they hold a position in the
same or higher grade for which the maximum schedule rate is below the
saved rate.
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421.525

421.526

421.53
421.531

421.531

Termination

Saved rate is terminated for any of the following reasons:
a. A break in service of 1 workday or more.

b. Demotion or voluntary reduction.

c. Promotion (or other advancement) of an employee to a higher grade in
the same rate schedule, or to a position with a higher than equivalent
grade in another rate schedule, which has a maximum wage equal to or
above the saved rate. For the saved rate special pay status to
terminate in this circumstance, the employee must be first slotted to
the appropriate step in the new grade that represents a wage equal to
or above that saved by the special pay status. See 421.525.

d. Change in compensation of the employee to a basic wage equal to or
higher than the saved rate for any reason other than by a general
increase.

Effect on Promotion

If an employee with a saved rate is placed into a different position, the

placement is compared to those in Exhibit 418, Equivalent Grades, to

determine whether or not the placement action is a promotion, change to
lower level, or lateral reassignment. If the action is a promotion and the
employee’s saved wage exceeds the maximum of the new grade, then the
saved rate special pay status continues following the promotion. However, if
the promotion is to a higher grade in the same rate schedule, or to a position

with a higher than equivalent grade in another rate schedule that includes a

maximum wage equal to or above the saved rate, the employee is slotted to

the appropriate step in the new grade, and the saved rate special pay status
terminates.

Documentation
PS Form 50 is used to notify an employee of a saved rate status.

Saved Grade

Explanation

Saved grade provisions can be invoked only in accordance with the
applicable collective bargaining agreement. Decisions to disapprove saved
grade are subject to review through the grievance and arbitration process.
Saved grade must be approved by area Human Resources managers or their
designees. Saved grade applies to all bargaining unit employees except the
following:

a. Employees in Operating Services Division at Headquarters and the
Merrifield Engineering Support Center (APWU) (see 422.7).

b. Employees under the National Postal Professional Nurses’ (NPPN)
Agreement (see 422.5).

C. Employees under the Fraternal Order of Police, National Labor Council
(FOP-NLC) Agreement (see 422.8).
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Duration and Termination

The saved grade will be in effect for an indefinite period of time subject to the
conditions below:

a.  To continue to receive a saved grade, an employee must bid or apply
for all vacant jobs in the saved grade for which he or she is qualified.

b. If the employee fails to bid or apply, the employee loses the saved
grade status immediately.

C. The Information Service Centers collective bargaining agreement
requires that, in order to retain the saved grade, employees bid or
apply for reassignment to their former grade or to any position at a
grade between that of their former grade and present grade.

Step Increases
An employee with a saved grade continues to receive step increases in the

saved grade. However, under no circumstances can these step increases
exceed the maximum step of the saved grade (see 421.45b).

Changes in Compensation Following Review or Audit

A review or audit of a position may result in a change in compensation if a
decision is made to change the evaluation of the position or its identification.
The compensation change occurs at the beginning of the pay period
following the date of the decision.

Rate Schedule Summary and References

Exhibit 421.7, Rate Schedule Summary and References, outlines the rate
schedule codes (RSCs) for the categories and subcategories of bargaining
unit employees, their salary schedule acronyms, and their grade ranges. It
also provides references to ELM sections with appropriate exhibits and
explanations.
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Exhibit 421.7
Rate Schedule Summary and References

Effective November 29, 2003

Rate Salary
Schedule Schedule ELM 420
Code (RSC) Salary Schedule Acronym Range Reference
C Mail Equipment Shops/Material MESC-1 Grades 1-12 422.1
CB Distribution Center MESC-2
G Postal Nurses PNS Grade 1 422.5
K Operating Services Division 0OSD Grades 1-9 422.7
M Mail Handlers MH Grades 4-6 422.3
N Information Technology/Accounting IT/ASC Grades 6-23 422.6

Service Centers
P Postal Service PS-1 Grades 1-12 422.1
PB PS-2
Q City Carriers CC Grades 1-2 422.2

Rural Carrier 422.4
R Evaluated RC Hours 12-48
R Mileage RCS Miles 6-140
R Substitute Rural Carrier RSCR 6-Day: Hours 12-48

51/2-Day: Hours 41-46
5-Day: Hours 40-48

B Rural Auxiliary RAUX Grade 5 422.4
B Rural Carrier Associate RCA
B Rural Carrier Relief RCR
T Tool and Die Shop TDS Grades 4-11 422.9
Y Postal Police Officers PPO Grade 6 422.8

421.8 Calculation Methods

421.81 Exhibit 421.81, Higher Level Pay
Exhibit 421.81, Higher Level Pay, provides calculation methods to use in
computing higher level pay.

Exhibit 421.81
Higher Level Pay
Effective November 20, 1999

[Reserved]

421.82 Exhibit 421.82, Promotional Increases

Exhibit 421.82, Promotional Increases, provides calculation methods to use
in computing promotional increases.
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Exhibit 421.82
Promotional Increase

Effective November 20, 1999

Index

Pay Administration

Note: Use this chart in conjunction with Exhibit 418, Equivalent Grades, to determine whether or not a change

represents an equivalent grade or a higher grade.

From Rate Schedule

To Rate Schedule

C — Mail Equip. Shops/Material
Distribution Center (MESC-1)

Material Distribution Center (MESC-2)

CB — Mail Equipment Shops/

E — Executive & Administrative (EAS)

F — A-E Postmasters (A-E)**

G — Postal Nurses (PNS)

K — HQ Operating Service (OSD)

M — Mail Handlers (MH)

N — Information Technology/
Accounting Service Centers (IT/ASC)

P — Postal Service (PS-1)

PB — Postal Service (PS-2)*

Q — City Carriers (CC)

R — Rural Carriers (RC)***

T — Tool & Die Shop (TDS)

Y — Postal Police Officers (PPO)

C — Mail Equipment Shops/
Material Distribution Center
(MESC-1)

©

N

—_

—

—_

—_

©

—_

w

—_

—_

CB — Mail Equipment Shops/
Material Distribution Center
(MESC-2)*

E — Executive & Administrative
(EAS)

F — A-E Postmasters (A-E)**

G — Postal Nurses (PNS)

K — HQ Operating Service
(OSD)

M — Mail Handlers (MH)

N — Information Technology/
Accounting Service Centers (IT/
ASC)

w

P — Postal Service (PS-1)

PB — Postal Service (PS-2)*

Q — City Carriers (CC)

Wl Wl w

R — Rural Carriers (RC)***

T — Tool & Die Shop (TDS)

o| = =] N =

Y — Postal Police Officers
(PPO)

| 0| ©|©| | ©
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al ool =l =2l N =
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* New schedules effective 11/20/1999 for all new hires and promotions from within and from other rate schedules.

** For A-E postmasters promoted to full-time positions, first adjust the current wage to the full-time equivalent rate. For EAS
employees promoted to A-E postmasters, compute the full-time equivalent rate per item number 7 in step 3 below, and convert to

the A-E rate using the appropriate hours for the office.

***  Rural carriers promoted into a different salary schedule are converted first to the wage for a 40-hour evaluated route, attained step,

before applying the applicable promotional increase.
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Wage Adjustment Calculations — To use this chart:

Step 1. In the vertical list on the left side, locate the rate schedule of the employee’s position before the change action.
Step 2. On the same line, cross over to the rate schedule of the position into which the employee is being assigned.
Step 3. Use the number found in that cell to choose from the following:

Number in
Cell Above Calculation Method to Use

1 To current full-time salary, add two times the most prevalent step increment of the current
grade (add three times for a promotion of three or more grades). Advance this amount to the
next higher salary step in the new grade if between two steps. If the employee is promoted to
a bargaining unit grade previously held (i.e., repromotion), refer to 422.123a4.

2 To the current full-time salary, add 5 percent. If the result is below the minimum or above the
maximum of the new grade, the new salary is adjusted to fit within the range.

3 Place at Step A all new regular rural carriers appointed from other schedules unless they
were on Postal Service rolls before August 7, 1991. In that case, place instead at Step C.

4 Assign the Incumbent Rate of the new position to employees promoted from the Incumbent
Rate of the former position. For employees at less than the Incumbent Rate to the current
full-time salary, add 2 percent for a one-grade promotion, and 3 percent increase for a two or
more grade promotion.

5 Use the PS and MESC Schedule 2 to Schedule 2 Promotion Chart. Note, however, that the
bargaining unit repromotion rule does not apply to promotions within Schedule 2 (see Exhibit
422.123b).

6 To the current full-time salary, add up to 8 percent. The new salary may not be below the
minimum or exceed the maximum for the new grade.

7 To the current full-time salary, add 2 step increments of the current grade. Advance this
amount to the next higher salary step in the new grade if between two steps. If the employee
is promoted to a bargaining unit grade previously held, place the salary and the next step the
same as if the employee had remained in that grade.

8 To the current full-time salary, add 5 percent. Advance this amount to the next higher salary
step in the new grade if between two steps. If the employee is promoted to a bargaining unit
previously held (i.e., repromotion), place the salary and next step date the same as if the
employee had remained in that grade.

9 Use the PS and MESC Schedule 1 to Schedule 2 Promotion Chart. Note: the bargaining unit
repromotion rule does not apply to promotions to or within Schedule 2 (see Exhibit

422.123a).

422 Salary Schedules Covered by Specific Agreements

4221 Postal Service and Mail Equipment Shops/Material
Distribution Center Salary Schedules

42211 Salary System
422111 Salary Schedules
The relevant salary schedules are as follows:
a.  The Postal Service (PS) Schedule applies to clerks, vehicle service

drivers, maintenance service employees, and vehicle maintenance
employees. The PS schedule consists of PS Grades 1 through 12.

b.  The Mail Equipment Shops/Material Distribution Center (MESC)
Schedule applies to bargaining unit employees in the mail equipment
shops and the material distribution center. The MESC schedule
consists of MESC Grades 1 through 12.
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422.112

422.113

422114

422.115

422.12
422.121

Pay Administration

Basis of Rates
Rates are established as follows:

a.  Annual Rates for Full-time Employees. The basic annual salaries for the
grades and steps of the schedule are established for full-time
employees on the basis of a work schedule of 2080 hours per annum.

b.  Hourly Rates for Part-time Employees. The basic hourly rates of the
schedule are determined as follows:

(1)  For part-time regular schedule employees, divide the appropriate
annual rate by 2,080 hours.

(2)  For part-time flexible schedule employees, divide the appropriate
annual rate by 2,000 hours.

Cost-of-Living Adjustment

Bargaining unit employees receive cost-of-living (COLA) as specified by their
applicable collective bargaining agreement (see 421.45e).

Setting Wages

The appointing officer has primary responsibility for setting wages of
employees according to the guidelines in 422.1.

Employee Classifications

The bargaining unit classifications in 432.111 that apply are:
a. Full-time regular.

b. Part-time regular.

c. Part-time flexible.

Change Action Pay Rules
Career Appointment

An employee new to the Postal Service hired with a career appointment is to
be paid the rate for the first step of the grade of the position for which hired,
except as specified below:

a. Reinstatement. A former Postal Service employee is to be paid the rate
for the first step of the grade of the position for which hired. However,
for exceptional circumstances, as authorized by the district Human
Resources manager, a former Postal Service employee may be placed
in the first step that is less than one full step above the highest former
basic wage (augmented by any general increases since the date of
separation) — provided the new basic wage does not exceed the
maximum step of the grade.

b.  Congressional Service. A new employee who has 2 or more years of
service in the legislative branch and was paid by either house of
Congress may be placed in the first step that does not exceed the
highest previous basic wage (augmented by statutory pay increases).

c. Transfer of Function. If a Postal Service installation assumes the
function of a federal agency, the employee who performed the function
may be transferred with the function. If so, the employee is placed in
the first step that is less than one full step above the pretransfer basic
wage — provided the basic wage does not exceed the maximum of the
grade.
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d. Veterans’ Preference Eligible. An employee whose service seniority is
established pursuant to the appropriate entrance register standing (i.e.,
a veterans’ preference eligible) is placed in the step attained by the
lower eligible with the same anniversary date for step increases as the
lower eligible. (See also Handbook EL-312, Employment and
Placement.)

e. Hiring Into the Rural Carrier Craft. A new employee to the Postal
Service, or an existing employee hired since August 7, 1991, who
transfers into the rural carrier craft, is given a new appointment and
placed into Step A in the rural carrier pay schedule (RSC R or B). An
existing Postal Service employee who has been on the rolls before
August 7, 1991, who decides to transfer to the rural carrier craft is
placed at Step C in the rural carrier pay schedule.

f. Hiring Into PS (RSC PB) and MESC (RSC CB) Schedule 2. All
employees new to the Postal Service are hired into the entry step of
Schedule 2. All reinstated former employees are hired into the entry
step of Schedule 2 or, at the discretion of the district Human
Resources manager, into a higher Schedule 2 step that is less than one
full step above the highest former basic salary (augmented by any
general increases since the date of separation), providing the new
basic salary does not exceed the maximum salary.

Additional Appointment

If an employee is appointed to an additional position, the compensation for
the position is determined according to the rules for career appointment in
422.121 above. (See 422.15 for additional information about dual
employment.)

Promotion Rules

Note: See 421.43a and 421.44i for definition of promotion, and consult
Exhibit 418, Equivalent Grades, to determine whether or not a personnel
action represents a promotion.

Rules are as follows:
a. Basic Rules. The basic rules are as follows:
(1)  Promotion From PS or MESC Schedule 1. For this promotion:

(@  To a position in PS (RSC PB) or MESC (RSC CB) Schedule
2: Assign the proper step in Schedule 2 by referring to
Exhibit 422.123a. A new step waiting period begins on the
effective date of the promotion.

(b) To a position in EAS (RSC E): Add 5 percent to the current
full-time salary. If the result is below the minimum or above
the maximum of the new grade, the new salary is adjusted
to fit within this range.

Note: Promotions to FLSA-exempt EAS-15 to EAS-18
positions that supervise two or more full-time
equivalent bargaining unit employees are instead given
a supervisory differential adjustment, as described in
413.21c5.
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Note: For promotion from this schedule to a
nonbargaining schedule, see 413.

To a position in PNS (RSC G), OSD (RSC K), MH (RSC M),
IT/ASC (RSC N), CC (RSC Q), TDS (RSC T), or PPO

(RSC Y): To the current full-time salary, add two times the
most prevalent step increment of the current grade (add
three times for a promotion of three or more grades).
Advance this amount to the next higher salary step in the
new grade if the calculated amount falls between two
steps. A new step waiting period begins unless the
employee is promoted to a bargaining unit grade previously
held (i.e., repromoted), in which case see 422.123a4.

()  Promotion From PS Schedule 2. For this promotion:

(@)

To a position in the PS (RSC PB) or MESC (RSC CB)
Schedule 2: Assign the proper step in the new grade by
referring to Exhibit 422.123b. A new step waiting period
begins on effective date of the promotion.

To a position in EAS (RSC E): Add 5 percent to the current
full-time salary. If the result is below the minimum or above
the maximum of the new grade, adjust the new salary to fit
within this range.

Note: Promotions to FLSA-exempt EAS-15 to EAS 18
positions that supervise two or more full-time
equivalent bargaining unit employees are instead given
a supervisory differential adjustment, as described

in 413.21d.

Note: For promotion from this schedule to a
nonbargaining schedule, see 413.

To a position in PNS (RSC G), OSD (RSC K), MH (RSC M),
IT/ASC (RSC N), CC (RSC Q), TDS (RSC T), or PPO (RSC
Y): To the current full-time salary, add two times the most
prevalent step increment of the current grade (add three
times for a promotion of three or more grades). Advance
this amount to the next higher salary step in the new grade
if the calculated amount falls between two steps. A new
step waiting period begins unless the employee is
promoted to a bargaining unit grade previously held (i.e.,
repromoted), in which case see 422.123a4.

(83)  Promotion From Other Rate Schedules To PS Schedule 2. For
this promotion:

@
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From PPO (RSCY), IT/ASC (RSC N), or OSD (RSC K): To
the current full-time salary, add two times the most
prevalent step increment of the current grade (add three
times for a promotion of three or more grades). Advance
this amount to the next higher salary step in the new grade
if the calculated amount falls between two steps. A new
step waiting period begins unless the employee is
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promoted to a bargaining unit grade previously held (i.e.,
repromoted), in which case see 422.123a4.

(b) From PS (RSC P) or MESC (RSC C) Schedule 1, PNS (RSC
G), MH (RSC M), CC (RSC Q), or RC (RSC R or B): Assign
the proper step by referring to Exhibit 422.123a. A new
step waiting period begins on the effective date of the
promotion.

() From EAS (RSC E), Postmaster (A-E) or TDS (RSC T): To
the current full-time salary, add 5 percent. Advance this
amount to the next higher salary step in the new grade if
the calculated amount falls between two steps. A new step
waiting period begins unless the employee is promoted to
a bargaining unit grade previously held (i.e., repromoted), in
which case see 422.123a4.

(d) From PS (RSC PB) or MESC (RSC CB) Schedule 2: Assign
the proper step in the new grade by referring to Exhibit
422.123b. A new step waiting period begins on the
effective date of the promotion.

Repromotion. An employee is repromoted if he or she is
promoted to a bargaining unit grade previously held, or to one
equivalent to the one previously held, before a change to lower
level, as defined further under 421.5. When a repromotion
occurs, the employee is assigned to the step in the repromoted
grade, or its equivalent, with waiting period credit toward the
next step date as if he or she had remained continuously in that
previously held grade.

Note: Effective November 20, 1999, and later, the
repromotion rule stated above does not apply to employees
promoted within or into the PS or MESC Schedule 2. The
repromotion rule does, however, apply to employees
promoted to other rate schedules.

Promotion Pay Anomaly. No employee is at any time
compensated less as a consequence of a promotion than that
employee would have been if the employee had not been
promoted but, instead, advanced in step increments in the lower
grade by fulfilling the waiting time requirements necessary for
step increases. This rule includes employees who were promoted
to a higher grade and subsequently reassigned to their former
grade. If, during any pay period following the promotion, the
employee’s basic wage is less than the employee would have
received for that pay period if the employee had not been
promoted, the difference is paid to the employee in a lump sum
payment.

Note: The promotion pay anomaly policy described above
does not apply to employees promoted into (or within) the
PS (RSC PB) and MESC (RSC CB) Schedule 2, or to PS or
MESC employees promoted into other rate schedules.
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Supplemental Rules. The supplemental rules are as follows:

(1)  Maximum Step. An employee is placed into the maximum step
for the new grade if there is no other step below the maximum
step that provides the increase specified in 422.123a above.

(2) Above Maximum Step. An employee’s existing basic wage is
retained if it exceeds the maximum step of the new grade.

(3) Protected Rate. This paragraph applies the rules in 422.123a to
an employee whose rate of pay is protected under the provisions
of 421.51, as follows:

(@  Promotion or Interim Promotion to Grade With Maximum
Wage Below the Protected Rate. If an employee with a
protected rate of pay receives an interim promotion to a
grade that includes a maximum wage below the protected
rate, the rate protection continues.

(b)  Promotion or Interim Promotion to Grade With Maximum
Wage Equal To, or Above, the Protected Rate. If an
employee with a protected rate receives an interim
promotion to a grade that includes a maximum wage equal
to or above the protected rate, the employee is slotted to
the step in the new grade that represents the same or
higher wage protected by the special pay status. To
determine the appropriate pay schedule step during
slotting, only the protected rate of pay is considered (no
promotion increase should be added). After the employee
is slotted to the appropriate step, the rate protection
terminates.

() Repromotion. If an employee with a protected rate receives
a repromotion, the rate protection terminates and the
appropriate step is assigned in accordance with
422.123a4.

(4) Saved Rate. This paragraph applies the rules in 422.123a to an
employee whose rate of pay is saved under the provisions of
421.52, as follows:

(@  Promotion or Interim Promotion to Grade With Maximum
Wage Below the Saved Rate. If an employee with a saved
rate of pay receives an interim promotion to a grade which
includes a maximum wage below the saved rate, the saved
rate continues.

(b)  Promotion or Interim Promotion to Grade With Maximum
Wage Equal To, or Above, the Saved Rate. If an employee
with a protected rate receives an interim promotion to a
grade which includes a maximum wage equal to or above
the saved rate, the employee is slotted to the step in the
new grade that represents the same or higher wage saved
by the special pay status. To determine the appropriate pay
schedule step during slotting, only the saved rate of pay is
considered (no promotion increase should be added). After
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the employee is slotted to the appropriate step, the saved
rate terminates.

()  Repromotion. If an employee with a protected rate receives
a repromotion, the saved rate terminates and the
appropriate step is assigned in accordance with
422.123a4.

(5) Saved Grade. In applying the rules in 422.123a to an employee
whose grade is protected under the provisions of 421.53, the
employee does not receive a promotional increase unless the
promotion is to a position with a grade higher than the saved
grade.

(6)  Rule Choice. When the wage would be more favorable to the
employee, the district Human Resources manager may
determine an employee’s wage under rules for career
appointment in 422.121 instead of under the rules for promotion
increases.

(7)  Exclusions. Salary received under limited appointments cannot
be used as the highest previous salary when determining the
employee’s new salary.
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Exhibit 422.123a
Promotion Chart — PS Schedule 1 to PS Schedule 2

(For promotions to PS Schedule 2 from PS Schedule 1 and from other rate schedules)
Effective November 29, 2003

How to use this chart:

1. Choose the table from the chart that has the employee’s current grade and step in the “From Grade” row.
2. In the “To Grade” rows of that table, find the row that represents the grade to which the employee is being
promoted.
3. Move to the right along that row until you reach the cell directly under the employee’s current step in the “From
Grade” row.
4. The letter in that cell represents the step the employee should be assigned to in the new grade after the
promotion.
Step
From Grade 1 BB | AA | A B C D E F G H | J K L M N (0] P
2 | BB D F | | M| M| M|[M N N N oflo|JO]O]|O -
3 | BB B E G | L L L L M| M| M|[M N N N N -
4 A B C E H L L L L L L L L M| M| M|[M -
5 A B B E E K K K K K K K K L L L L -
6 A A A B F G K K K K K K K K K K K -
7 A A Al A F G|G|[G]| G J J J J J J J J -
8 D D D D D D D D D D D D H H H H H -
9 D D D D D D D D D D D D D D D D H -
10 D D D D D D D D D D D D D D D D D
11 D D D D D D D D D D D D D D D D D -
To Grade 12 D D D D D D D D D D D D D D D D D -
Step
From Grade 2 BB | AA| A B C D E F G H | J K L M N (0] P
3| BB D F H | L M| M| M|[M N N N oOfO0O]O]| O -
4 A B E E H L L L L L L M| M| M N N N -
5 A B B E H K K K K K L L L L M| M| M -
6 A A A B F K K K K K K K K K K L L -
7 A A A A F G G J J J J J J J J J J -
8 D D D D D D D D D H H H H H H H H -
9 D D D D D D D D D D D D D H H H H -
10 D D D D D D D D D D D D D D D D D -
11 D D D D D D D D D D D D D D D D D -
To Grade 12 D D D D D D D D D D D D D D D D D -
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Exhibit 422.123b
Promotion Chart — PS Schedule 2 to PS Schedule 2

(For promotions within the P-2 and MESC-2 Schedules)
Effective November 29, 2003

How to use this chart:

1. Choose the table from the chart that has the employee’s current grade and step in the “From Grade” row.

2. In the “To Grade” rows of that table, find the row which represents the grade to which the employee is being
promoted.

3. Move to the right along that row until you reach the cell directly under the employee’s current step in the “From
Grade” row.

4. The letter in that cell represents the step the employee should be assigned to in the new grade after the

promotion action.

Step

From Grade 1 BB | AA | A B C D E F G H | J K L M N (6] P
2| BB | AA| A B C D E F G H | J K L M N (0] -

3| BB | AA| A B C D E F G H | J K L M N (6] -

4 A A A A A C D E F G H | J K L M| O -

5 A A A A A A B C D E F H | J K L N -

6 A A A A A A A A B C D F G H | K L -

7 A A A A A A A A A B C E F G H | K -

8 D D D D D D D D D D D D D D D E G -

9 D D D D D D D D D D D D D D D D F -

10 D D D D D D D D D D D D D D D D D -

11 D D D D D D D D D D D D D D D D D -

To Grade 12 D D b|bpb|b(D|D|(D|D|D|D|D|D|D|D|D]|D]|-

Step

From Grade 2| BB | AA| A B C D E F G H | J K L M N (6] P
3| BB | AA| A B C D E F G H | J K L M N (0] -

4 A A A B C D E F G H | J K L M N (0] -

5 A A A A A B C D E F H | J K L M| O -

6 A A A A A A A B C E F G H | K L M -

7 A A A A A A A A B C E F G H | J L -

8 D D D D D D D D D D D D D D E G H -

9 D D D D D D D D D D D D D D D E G -

10 D D D D D D D D D D D D D D D D E -

11 D D D D D D D D D D D D D D D D D -

To Grade 12 D D b|bpb|b(D|D|(D|D|D|D|D|D|D|D|D]|D]|-
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422.124 Reassignment Rules
An employee’s step, next step date, and salary are not changed as a result of
reassignment. (See 421.43b for definition of reassignment.) The following
provisions apply:

a. Achange from a part-time position (flexible or regular) to a full-time
position (or reverse) in the same grade is a reassignment — not a
promotion; the employee retains the step attained and the existing
basic annual salary including any red-circle amount.

b. A part-time regular employee must be converted to a part-time flexible
before becoming a full-time regular unless that bargaining unit craft
does not have an employee classification of part-time flexible.

C. For reassignments to equivalent grades in another bargaining unit (see
Exhibit 418), the following provisions apply:

(1)

When an employee is reassigned to an equivalent grade in
another rate schedule not formerly held, the employee’s current
salary is moved to the equivalent grade in the new schedule. If
the current salary falls between two steps of the new grade, the
new salary is set at the higher of the two steps. However, the new
salary may not be set below the minimum nor above the
maximum of the new grade.

When an employee is reassigned to an equivalent grade formerly
held in another rate schedule, the employee is returned to the
formerly held grade as if service had been uninterrupted since
the last time held.

Career Postal Service employees reassigned to a rural carrier
position are assigned to the appropriate step in the Rural Carrier
schedule in accordance with Article 9 of the USPS-NRLCA
National Agreement.

Creditable service in the former position is maintained toward a
step increase, subject to two situations.

(@  If the employee’s salary is increased by the reassignment
by at least one most prevalent step in the former grade, a
new step waiting period commences on the effective date
of the reassignment (see 421.45¢).

(b) If the waiting period time already served equals or exceeds
that required to advance to the next step following
reassignment, the employee is advanced one additional
step and a new step waiting period commences on the
effective date of the reassignment.

d.  For PS and MESC employees, reassignments are handled as follows:

(1)

Within the PS or MESC Schedules. The employee is reassigned
to the same grade and into PS (RSC PB) and MESC (RSC CB)
Schedule 2. The step and next step date are not changed
following the reassignment.

From Other Rate Schedules To a Grade in the PS (RSC PB) and
MESC (RSC CB) Schedule 2 Not Formerly Held. The employee is
reassigned to the step in Schedule 2 that is equal to his or her
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current salary. If the salary falls between two steps, the employee
is reassigned to the next higher step. Creditable service in the
former position is maintained toward a step increase

(see 422.124c4).

From Other Rate Schedules To a Grade in the PS (RSC PB) and
MESC (RSC CB) Schedule 2 Formerly Held. The employee is
reassigned to the appropriate step in Schedule 2, and to the next
step date, as if service had been continuous in the grade.

Note: The reassignment to PS Schedule 2 must include
service the employee would have had in PS Schedule 1
before conversion to PS Schedule 2.

From the PS and MESC Schedules To a Grade in Another Rate
Schedule Not Formerly Held. The employee is assigned the step
in that rate schedule that is equal to his or her current salary. If
the salary falls between two steps, the employee is assigned to
the next higher step. Creditable service in the former position is
maintained toward a step increase (see 422.124c4).

From the PS and MESC Schedules To a Grade in Another Rate
Schedule Formerly Held. The employee is assigned to the
appropriate step in that rate schedule, and the next step date as
if service had been continuous in the grade.

422.125 Reductions in Grade
The following provisions apply.

a.

General. Reductions in grade include voluntary changes to a lower
level, management-initiated changes to a lower level, and demotions.

Step and Next Step Date Assignment for Bargaining Unit to Bargaining
Unit Reductions in Grade. Assignments are made as follows:

(1)

Step. The employee’s current salary is moved to the lower grade.
If the current salary falls between two steps in the lower grade,
the salary is set at the higher of the two steps. The salary may not
be set below the minimum or above the maximum of the lower
grade.

Next Step Date. Creditable service in the former position is
maintained toward the next step increase, with the following
exceptions:

(@  If the employee’s salary is increased by at least one most
prevalent step in the former grade, a new step waiting
period begins on the effective date of the reduction in
grade (see 421.45¢).

(b) If the conditions of 422.125b2a are not met, and if the
waiting period time already served equals or exceeds that
required to advance to the next step following the
reduction in grade, the employee is advanced one
additional step and a new step waiting period begins on the
effective date of the reduction in grade.
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Step and Next Step Date Assignment for Nonbargaining Unit to
Bargaining Unit Reductions in Grade. For all nonbargaining reductions
in grade to the Rural Carrier schedule, consult 422.423 and 422.424 to
determine the proper step and next step date. For all other
nonbargaining-to-bargaining reductions in grade, determine the
employee’s salary, step, and next step date as if the service had
continued uninterrupted from the level/step in effect at the time of the
nonbargaining promotion.

(1)  For reductions in grade to the same Rate Schedule occupied
immediately prior to a promotion to a nonbargaining position, the
following provisions apply:

(@  When an employee returns to the same level as that
occupied immediately prior to the nonbargaining
promotion, assign the salary, step, and next step date as if
the service had continued uninterrupted from the level/step
in effect at the time of the nonbargaining promotion.

(b) When an employee changes to a higher level than that
occupied immediately prior to the nonbargaining
promotion, apply the promotion rules for the appropriate
salary schedule in 422 to determine the employee’s new
salary, step, and next step date.

() When an employee changes to a lower level than that
occupied immediately prior to the nonbargaining
promotion, apply the reduction in grade rules in 422.125b
to determine the employee’s new salary, step, and next
step date.

(2) For reductions in grade to a different Rate Schedule occupied
immediately prior to a promotion to a nonbargaining position, use
the Equivalent Grades chart (Exhibit 418) and apply the
appropriate rule as follows:

(@ When an employee changes to an equivalent level, apply
the reassignment rules in 422.124c to determine the
employee’s new salary, step, and next step date.

(b) When an employee changes to a higher level, apply the
promotion rules for the appropriate salary schedule in 422
to determine the employee’s new salary, step, and next
step date.

(¢)  When an employee changes to a lower level, follow the
reduction in grade rules in 422.125b to determine the
employee’s new salary, step, and next step date.

(8) Forreductions in grade when there is no prior bargaining unit
service, the employee is assigned to the step and next step date
in the lower grade as if all career postal service had been in the
lower grade.
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d.  Rate Retention. Rate retention provisions do not apply to changes to a
lower grade that are voluntary or disciplinary. However, they do apply
in nondisciplinary management reductions, as follows (also see
421.511 and 421.512 for application):

(1)  Protected Rate. The employee continues to receive the wage he
or she received in the higher grade for 2 calendar years (a) if the
grade of the position is reduced due to a management action
such as a change in job ranking criteria that affects the grade of
only one position and (b) if the employee occupied the position at
the higher grade for 2 consecutive years preceding the effective
date of the reduction. (See also 421.51.)

(2) Saved Rate. For saved rate:

(@ Anemployee has a saved rate resulting in a red-circle
amount if the grade of his or her position is reduced due to
a management action such as a change in job ranking
criteria that affects the grade of more than one position
under the same job description.

(b) If an employee who receives a red-circle amount is
subsequently promoted and later returned to the former
position through no fault of his or her own, the red-circle
amount is restored. (See also 421.52.)

(3) Saved Grade. A bargaining unit employee is entitled to saved
grade if he or she is assigned to a lower grade position because
of a management action that eliminates the position (e.g., job
elimination due to technological and mechanization changes).
(See also 421.53.)

42213 Step Increases

422.131 Eligibility Requirements

Eligibility for a periodic step increase is based on three conditions. An
employee must have:

a. Received and currently be serving under a career appointment.

b.  Not received an equivalent increase (see 421.45c) during the waiting
period.

C. Completed the required waiting period according to the step increase
waiting period table, Exhibit 422.13.

In addition to the periodic step increase, employees may be considered for a
quality step increase (see 495.4).
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Exhibit 422.13

Bargaining Unit Step Increase Waiting Periods
(All waiting periods shown are expressed in weeks.)

Postal Service (PS 2) & Mail Equipment Shops/Material Distribution Center (MESC 2) Schedule 2

|lu

kopul

Steps (From — To)

RSCPB&CB | BB-AA | AA-A | A-B B-C c-D D-E E-F F-G G-H H-1 -J J-K K-L L-M M-N N-O o-P Yrs.
Grade 3 44 44 44 44 44 44 44 44 44 44 44 44 44 44 44 44 - 135
Grade 4 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 36 - 11.1
Grades 5-7 - - 36 36 36 36 36 36 36 36 36 36 36 36 36 36 - 9.7
Grade 8 - - 30 30 30 30 30 30 30 30 30 30 30 30 30 30 - 8.1
Grades 9-11 - - - - - 30 30 30 30 30 30 30 30 30 30 30 30 6.9
Mail Handlers (MH) Schedule
Steps (From — To)
RSC M AA-A A-B B-C C-D D-E E-F F-G G-H H-1 I-J J-K K-L L-M M-N N-O Oo-P Yrs.
Grades 4-5 88 88 88 44 44 44 44 44 44 44 34 34 26 26 24 24 14.2
Grades 6-7 - 96 96 44 44 44 44 44 44 44 34 34 26 26 24 24 12.8
Rural Carrier Evaluated (RC) Schedule
Steps (From — To)
RSCR A-B B-C c-1 1-2 2-3 3-4 4-5 5-6 6-7 7-8 8-9 9-10 | 10-11 | 11-12 Yrs.
Hours/Miles 96 96 44 44 44 44 44 44 44 34 34 26 26 24 12.4
Rural Carrier Auxiliary (RAUX) Schedule
Steps (From — To)
RSC B A-B B-C C-1 1-2 2-3 3-4 4-5 5-6 6-7 7-8 8-9 9-10 10-11 11-12 Yrs.
Grade 5 96 96 44 44 44 44 44 44 34 34 26 26 24 12.4
Postal Police Officers (PPO) Schedule
Steps (From — To)
9- 10- | 11- | 12- [ 13- | 14- [ 15- | 16~ | 17- | 18- | 19- | 20-
RSCY 12 | 2-3 |34 (45 |56 |6-7 [7-8 | 89 10 11 12 13 14 15 16 17 18 19 20 21 Yrs.
Grade 6 78 42 34 34 34 34 34 34 34 34 26 26 26 26 26 26 26 26 52 52 14.0
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Exhibit 422.13 (p.2)
Bargaining Unit Step Increase Waiting Periods

(All waiting periods shown are expressed in weeks.)
Postal Nurses (PNS) Schedule

|lu

kopul

Steps (From — To)

RSC G 1-2 2-3 34 4-5 5-6 6-7 7-8 8-9 9-10 10-11 | 11-12 | 12-13 | 13-14 | 14-15 Yrs.

Grade 1 52 44 44 44 44 44 44 44 44 44 44 44 44 12.0
Operating Services Division, Headquarters & Facilities Services Section, Merrifield, VA

Steps (From — To)

RSC K AA-A | A-B B-C c-D D-E E-F F-G G-H H-1 -J J-K K-L L-M M-N N-O Yrs.

Grades 3-4 96 96 88 88 44 44 44 44 44 44 34 34 26 26 24 14.9

Grade 5 - 96 96 88 44 44 44 44 44 44 34 34 26 26 24 13.2

Grades 6-8 - 96 96 44 44 44 44 44 44 44 34 34 26 26 24 12.4

Grades 9-10 - - - 52 44 44 44 44 44 44 34 34 26 26 24 8.8
Information Technology/Accounting Service Centers (IT/ASC) Schedule

Steps (From — To)

RSC K A-B | B-C | C-D | D-E | E-F F-G | G-H | H-l 1-J J-K K-L L-M [ M-N [ N-O [ O-P | P-Q | Yrs.

Grades 6-10 96 96 44 52 52 52 52 52 52 52 - - - - - - 11.5

Grade 11 - 96 44 52 52 52 52 52 52 52 - - - - - - 9.7

Grade 12 - - - 52 52 52 52 52 52 52 52 - - - - - 8.0

Grade 13 - - - 52 52 52 52 52 52 52 52 52 - - - - 9.0

Grades 14-16 - - - 52 52 52 52 52 52 52 52 52 52 52 - - 10.0

Grades 17-23 - - - 52 52 52 52 52 52 52 52 52 52 52 52 52 13.0
City Carriers (CC) Schedule

Steps (From — To)
RSC Q A-B | B-C | C-D | D-E E-F F-G | G-H H-1 -J J-K K-L | L-M | M-N | N-O | Yrs.
Grades 1-2 96 96 44 44 44 44 44 44 44 34 34 26 26 24 12.4
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422132 Creditable Service
The following provisions apply:

a. Postal Service. Except as provided in this section, credit for
advancement for step increases may be earned only by career
employees in pay status on the rolls of the Postal Service. For
computing creditable service, the following applies:

(1)  Service Week. In computing the required waiting period, each full
service week beginning at 12:01 a.m. Saturday and ending at
12 midnight the following Friday is creditable.

(2) Leave Without Pay (LWOP). Periods of LWOP of less than
13 weeks for which no step deferment is made are included with
paid service in computing the waiting period of service

(see 422.133).

(8)  Prior Service. Employees reinstated or reemployed to a career
position within 52 weeks of separation are allowed credit (not in
excess of 52 weeks) for prior service provided:

(@  An equivalent increase was not received at the time of
reinstatement or reemployment.

(b)  The prior service was not under a casual or temporary
appointment.

b.  Military Duty. An employee who returns to postal duty following a
separation or leave for military duty receives credit for the period of
military duty as if duty with the Postal Service had been continuous

(see 517).

C. Injury Compensation. An employee on official absence due to an injury
compensable under rules of the Office of Workers’ Compensation
Programs (OWCP) receives credit for the period of absence as if duty
with the Postal Service had been continuous.

d.  Union Officials. Employees on LWOP to devote full or part-time to a
union signatory to a collective bargaining agreement with the Postal
Service are to be credited with step increases as if they had been in a
pay status (see 514).

422.133 Leave Without Pay

The following provisions apply:

a. When an employee has been on LWOP for 13 weeks or more during
the waiting period for receipt of a periodic step increase and has not
been on military furlough, on the rolls of the Office of Workers’
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Compensation Programs, or on official union business, the scheduled
date for the employee’s next step increase is deferred as follows:

Total Weeks LWOP Pay Periods Deferred

0 to less than 13 No deferment

13 to less than 26 7

26 to less than 40 13

40 to less than 52 20

52 26

More than 52 One pay period for each 2 weeks of LWOP

For periods of LWOP that encompass an entire pay period, the full
charge of 80 hours is applied. For partial pay periods, absence from
scheduled service on a day is counted as 1 calendar day. Only whole
days of LWOP are counted. Fractional days on which the employee
has work hours or paid leave and takes LWOP are not counted in
calculating the total LWOP.

422.134 Simultaneous Personnel Actions

422.14
422.141

If an employee is eligible for a step increase in the assigned position and is
being reassigned or promoted to another position on the same date:

a.

The actions are effected simultaneously in a manner that provides
maximum benefit to the employee.

If the assignment change involves an increase in compensation that is
greater than the increase an employee could obtain by a step increase
in the former position, the employee is given the step increase before
compensation is adjusted to the appropriate step in the new position.

Higher Level Assignments
Definitions

A higher level assignment is a temporary assignment to a ranked higher
grade position, whether or not such position has been authorized at the
installation. The subcategories of such an assignment are:

a.

Short-term temporary assignment — an assignment in which an
employee has been on a temporary assignment to a higher level
position for a period of 29 consecutive workdays or less at the time he
or she takes any annual or sick leave. The temporary assignment must
be resumed upon return to work. All short-term assignments are
automatically canceled if replacements are required for employees
temporarily assigned to higher level positions.

Long-term temporary assignment — an assignment in which an
employee has been on temporary assignment to the higher level
position for a period of 30 consecutive workdays or longer before he or
she takes any annual or sick leave. The temporary assignment must be
resumed upon return to work.
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Written Management Order

Any employee, except one of those covered in 432.2, who is temporarily
assigned to higher level work is given PS Form 1723, Assignment Order,
stating beginning and approximate termination and directing the employee to
perform the duties of the higher level position. The written order is accepted
as authorization for higher grade pay. The failure of management to give a
written order is not grounds for denial of higher level pay if the employee was
otherwise directed to perform the duties of the higher level position.

Rate of Pay
Rates are as follows:

a.

Part-time Flexible Employees. A part-time flexible employee remains a
part-time flexible employee while temporarily assigned to a higher level
position. The employee neither has nor acquires a regular work
schedule and is paid at the part-time flexible hourly rate for the higher
level position.

Regular Employees. Rules for pay for temporary higher level work
depend on the factors below:

M

Assignment in PS Schedule. A PS employee who is temporarily
assigned to higher level work in the PS schedule is paid at the
higher level for time actually spent on such job. The employee’s
higher level rate is determined as if he or she had been promoted
to the position. (See promotion rules in 422.123.)

Assignment to Other Schedule. The rate of pay for service in a
higher grade position in other than the PS Schedule is
determined in accordance with promotion rules for the salary
schedule in which the higher level position is placed. (See rules
for assignment to a different salary schedule in 410.)

Service in Several Positions. If higher level service is performed in
more than one position in a pay period, the appropriate rate for
each wage level is determined and paid in accordance with the
actual time worked at each level.

Annual and Sick Leave Pay. Leave pay for employees temporarily
assigned to a higher level position depends on the term of the
assignment as follows:

(@)  Short-term Temporary Assignments (see 422.141a). These
employees, except those covered by 422.8, are entitled to
approved annual and sick leave paid at the higher level rate
for a period not to exceed 3 days for each occurrence,
provided that they are not replaced while on leave and that
they resume the assignment upon returning to work.

(b) Long-term Temporary Assignments (see 422.141b). These
employees are entitled to approved annual and sick leave
paid at the higher level rate for the full period of leave
provided that they resume the assignment upon returning
to work.
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422.145

422.15
422.151

422.152

422.153

422.153

(5) Holiday Leave Pay. Full-time employees are paid for the holiday
at the rate of the higher level, provided that they perform higher
level service both on the workday preceding and on the workday
following the holiday. Otherwise, the employee is paid for the
holiday at the rate appropriate for his or her regular position.

(6) Holiday Worked Pay. If an employee performs authorized service
at the higher grade on a holiday, the employee is paid at the rate
for the higher grade position, in addition to holiday leave pay.

Adjustments and Increases
Adjustments and increases are made as follows:

a. Step Increase Credit. An employee temporarily assigned to a higher
grade bargaining unit position is entitled to credit toward the next step
increase for service in the higher grade with higher grade pay that is
continuous to the date of any subsequent promotion.

b.  Effect on Promotion. If subsequently promoted, the employee’s salary
is reviewed to ensure application of the appropriate promotion rule and
credit for continuous service at the higher grade if the higher level
service is continuous to the time of promotion to the higher grade.
(See 422.123 for promotion rules.)

Benefits

The following benefits apply:

a. Terminal Leave Payments. Terminal leave payments resulting from
death are paid at the higher grade for any employee, except one of
those covered by 422.9, who is temporarily assigned to a higher grade
position on his or her last day in a duty status.

b.  Retirement Deductions. Retirement deductions are determined from
the basic annual salary and any additional basic higher level pay the
employee is receiving for the pay period.

C. Continuation of Pay (Injury Compensation). An employee who is eligible
for continuation of pay as a result of an injury on duty and who is
serving in a higher level position when injured will receive such
payments at the higher level rate.

Dual (Multiple) Employment

Explanation

Dual or multiple employment means that a current employee is appointed to
an additional position or a new employee is appointed to two or more
positions at the same time.

Salary Determination

The appropriate compensation for each new position is determined under
the rules relating to appointments (see 422.121).

Documentation

Separate personnel actions are effected for each position, with an estimate
of the work hours to be spent in each position and compensation specified in
advance for the employee’s attention.
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Step Increases
Periodic step increases for separate positions are earned separately:

a. If dual employment is accomplished on the same day or if the
employee does not receive an equivalent increase when appointed to
an additional position, creditable service toward step increases in the
first position is also creditable toward step increases in the subsequent
positions. In these cases, the anniversary dates for step increases in all
positions are the same.

b. If an employee receives an equivalent increase when appointed to an
additional position, step increases are earned separately for each
position on the basis of time served in each position. Receipt of the
equivalent increase in one position does not start a new waiting period
in the other position.

Leave

The appropriate rate of compensation for annual and sick leave when taken

from two or more positions in different salary grades is determined from the

PS Form 50 affecting the assignment as follows:

a.  An employee assigned for 50 percent or more of the time to the higher
grade work is paid for leave at the higher grade rate of pay.

b.  An employee assigned to the lower grade work for more than
50 percent of the time is paid for leave at the lower grade rate of pay.

C. If less than 50 percent of the time is spent in any one grade, the
employee is paid for leave at the rate for the intermediate grade. The
annual rate of compensation for annual or sick leave taken in one
position is determined from the salary grade for that position.

Reassignment

When an employee serving in two or more part-time positions is changed to

a full-time annual rate position in the same grade as one of the occupied

positions, the step is determined according to 422.124. Compensation

received in unaffected additional positions may not be used as highest
previous compensation in calculating the new wage.

Promotion

When an employee is promoted to a position in a grade above the highest
grade to which appointed, compensation of the highest grade is used in
establishing the step according to 422.123.

Change From Rural Carrier Schedules

For all changes other than those covered by 546, a career rural carrier’s
wage is converted to that of the attained step in the 40-hour evaluated salary
schedule. Following this conversion, the applicable procedures in 422.1

apply.
City Carrier Schedule

The provisions of 422.1 cited on the next page are made applicable to this
salary schedule by reference.
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422.21
422.211

422.212

422.213

422.214

422.215

422.22
422.221

422.222

422.223

422.223

Salary System

Salary Schedule

The City Carrier (CC) Schedule consists of two rate schedules. Schedule 1
(RSC Q) is applicable to city carriers with a career appointment date (CAD)
before January 12, 2013. Schedule 2 (RSC Q7) is applicable to city carriers
with a CAD on or after January 12, 2013. Carrier technicians receive an
additional 2.1 percent of the employee’s applicable hourly rate for all paid
hours.

Basis of Rates

See 422.112.
Cost-of-Living Adjustments
See 422.113.

Setting Wages

See 422.114.

Employee Classifications
See 422.115.

Change Action Pay Rules
Career Appointment

See 422.121.

Additional Appointment

See 422.122.

Rules for Assignment into Carrier Technician Position
Rules are as follows:

a. Change to Carrier Technician from City Carrier. The city carrier moving
to carrier technician position receives a 2.1 percent increase in the
employee’s applicable hourly rate for all paid hours and retains the
same step. The employee will retain the waiting period step credit that
had been earned prior to the change to carrier technician in calculating
the next step increase date. If the employee previously served as a
carrier technician, see 422.123a4.

b. Promotion to These Schedules from Other Rate Schedules. For this
promotion:

(1) From EAS (RSC E) and Part-Time Postmasters (RSC F), and to
the current full-time salary, add 5 percent. Advance this amount
to the next higher salary step in the new grade if the calculated
amount falls between two steps. A new step waiting period
begins unless the employee is promoted to a bargaining unit
grade previously held (i.e., repromotion); in which case, see
422.123a4.

(2) From PNS (RSC G), OSD (RSC K), MH, (RSC M), IT/ASC (RSC N),
PS (RSC P) or MESC (RSC C), RC (RSC R), and PPO (RSCY), to
the current full-time salary, add two times the most prevalent
step increment of the current grade. (Add three times for a
promotion of three or more grades.)
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Advance this amount to the next higher salary step in the new
grade if the calculated amount falls between the two steps. A
new step waiting period begins unless the employee is promoted
to a bargaining unit grade previously held (i.e., repromotion); in
which case, see 422.123a4.
Promotion from These Schedules to Other Rate Schedules. For this
promotion:

(1) To IT/ASC (RSC N), to the current full-time salary, add two times
the most prevalent step increment of the current grade. (Add
three times for a promotion of three or more grades.)

Advance this amount to the next higher salary step in the new
grade if the calculated amount falls between the two steps. A
new step waiting period begins unless the employee is promoted
to a bargaining unit grade previously held (i.e., repromotion); in
which case, see 422.123a4.

(2) To EAS (RSC E), Pay Band (RSC V), and Attorney (RSC U) to the
current full-time salary, see 413.22.

(83) To PS, OSD, or MESC Schedule 2 (RSC P and C), assign the
proper step by referring to Exhibit 422.123a. A new step waiting
period begins on the effective date of the promotion.

(4) To RC (RSC R), see 422.422a2.
Note: See also Exhibit 421.82.

Promotion Pay Anomaly. No employee is at any time compensated less
as a consequence of a promotion than that employee would have been
if the employee had not been promoted, but instead advanced in step
increments in the lower grade by fulfilling the waiting time requirements
necessary for step increases. This rule includes employees who were
promoted to a higher grade and subsequently reassigned to their
former grade.

If, during any pay period following the promotion, the employee’s basic
wage is less than the employee would have received for that pay
period if the employee had not been promoted, the difference is paid to
the employee in a lump sum payment.

Supplemental Rules. See 422.123b.

422.224 Reassignment Rules
See 422.124.

Reductions in Grade and Rules for Assignment from Carrier Technician to
City Carrier Position

The following provisions apply:

422.225

a.

General. Reductions in grade include:

(1)  Voluntary changes to a lower level or from carrier technician to
city carrier,

(20 Management-initiated changes to a lower level or from carrier
technician to city carrier, and

(3) Demotions.
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Step and Next Step Date Assignment for Bargaining Unit to Bargaining
Unit Reductions in Grade within or into the City Carrier Rate Schedule
(RSC Q and Q7). Assignments are made as follows:

(1)  To Former Lower Grade. The employee is assigned to the step
and next step date as if service had been uninterrupted in the
lower grade since the last time held.

(20 To New Lower Grade. The employee is assigned to the step and
next step date in the lower grade as if all career Postal Service
had been in the lower grade.

Step and Next Step Date Assignment for Nonbargaining Unit to
Bargaining Unit Reductions in Grade. The following applies:

(1)  For all nonbargaining reductions in grade to the Rural Carrier
Schedule, consult 422.423 and 422.424 to determine the proper
step and next step date.

(2)  For all other nonbargaining-to-bargaining reductions in grade,
determine the employee’s salary, step, and next step date as if
the service had continued uninterrupted from the level/step in
effect at the time of the nonbargaining promotion.

(3) For reductions in grade to the same rate schedule occupied
immediately before a promotion to a nonbargaining position, the
following provisions apply:

(@  When an employee returns to the same level as that
occupied immediately before the nonbargaining promotion,
assign the salary, step, and next step date as if the service
had continued uninterrupted from the level/step in effect at
the time of the nonbargaining promotion.

(b) When an employee changes to a higher level than that
occupied immediately before the nonbargaining promotion,
apply the promotion rules for the appropriate salary
schedule in 422 to determine the employee’s new salary,
step, and next step date.

()  When an employee changes to a lower level than that
occupied immediately before the nonbargaining promotion,
apply the reduction in grade rules in 422.125b to determine
the employee’s new salary, step, and next step date.

(4)  For reductions in grade to a different rate schedule occupied
immediately before a promotion to a nonbargaining position, use
the Equivalent Grades chart (Exhibit 418) and apply the
appropriate rule as follows:

(@ When an employee changes to an equivalent level, apply
the reassignment rules in 422.124c to determine the
employee’s new salary, step, and next step date.

(b) When an employee changes to a higher level, apply the
promotion rules for the appropriate salary schedule in 422
to determine the employee’s new salary, step, and next
step date.
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()  When an employee changes to a lower level, follow the
reduction in grade rules in 422.125b to determine the
employee’s new salary, step, and next step date.

For reductions in grade when there is no prior bargaining unit
service, the employee is assigned to the step and next step date
in the lower grade as if all career Postal Service had been in the
lower grade.

Rate Retention. Rate retention provisions do not apply to changes to a
lower grade that are voluntary or disciplinary. However, they do apply
in nondisciplinary management reductions, as follows (also see
421.511 and 421.512 for application):

M

Protected Rate. The employee continues to receive the wage he
or she received in the higher grade for 2 calendar years:

(@  If the grade of the position is reduced due to a
management action, such as a change in job ranking
criteria that affects the grade of only one position, and

(b)  If the employee occupied the position at the higher grade
for 2 consecutive years before the effective date of the
reduction (see also 421.51).

Saved Rate. For saved rate:

(@ An employee has a saved rate resulting in a red-circle
amount if the grade of his or her position is reduced due to
a management action, such as a change in job ranking
criteria that affects the grade of more than one position
under the same job description.

(b) If an employee who receives a red-circle amount is
subsequently promoted and later returned to the former
position through no fault of his or her own, the red-circle
amount is restored (see also 421.52).

Saved Grade. A bargaining unit employee is entitled to saved
grade if he or she is assigned to a lower grade position because
of a management action that eliminates the position (e.g., job
elimination due to technological and mechanization changes;

see also 421.53).

Step Increases

Eligibility Requirements

See 422.131 and Exhibit 422.13.
Creditable Service

See 422.132.

Leave Without Pay

See 422.138.

Simultaneous Personnel Actions
See 422.134.

Higher Level Assignments
See 422.14.
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422.241

422.242

422.243

422.244

422.245

422.25

422.26

422.3

422.31
422.311

422.312

422.313

422.314

422.315

422.32
422.321

422.322

422.323

Definitions

See 422.141.

Written Management Order
See 422.142.

Rate of Pay

See 422.143.

Adjustments and Increases
See 422.144.

Benefits

See 422.145.

Dual (Multiple) Employment
[Reserved]

Change From Rural Carrier Schedules
See 422.16.

Mail Handlers Schedule

422.323

The provisions of 422.1 and 422.2 cited below are made applicable to this

salary schedule by reference.

Salary System
Salary Schedule

The Mail Handler (MH) Schedule consists of two rate schedules. Schedule 1
(RSC M) has Grades 4 through 6, and is applicable to mail handlers with a
career appointment date (CAD) before February 15, 2013. Schedule 2

(RSC M7) has Grades 4 and 5, and is applicable to mail handlers with a CAD

on or after February 15, 2013.
Basis of Rates

See 422.112.

Cost-of-Living

See 422.113.

Setting Wages

See 422.114.

Employee Classifications
See 422.115.

Change Action Pay Rules
Career Appointment

See 422.121.

Additional Appointment

See 422.122.

Promotion Rules

Note: See 421.43a and 421.44i for definition of promotion, and consult
Exhibit 418, Equivalent Grades, to determine whether or not a personnel

action represents a promotion.
Rules are as follows:
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a. Basic Rules. The basic rules are as follows:

(1)

(4)

Promotion Within Schedule 1. For this promotion:

The employee receives a promotional increase equal to two
times the most prevalent step in the former grade for a promotion
of one or two grades (three times for a promotion of three or
more grades). Add this increase to the employee’s former basic
wage and slot the employee to the closest step in the new grade.
If the increased salary falls between two steps of the new grade,
place the employee at the next higher step. A new step waiting
period begins unless the employee is promoted to a bargaining
unit grade previously held (i.e., repromotion), in which case, see
422.123a4.

Promotion Within Schedule 2. For this promotion:

The Grade 4 employee receives a promotional increase that
brings the salary to the same step in Grade 5. The promoted
employee will retain the waiting period step credit that had been
earned prior to the promotion in calculating the next step
increase date. If this is a repromotion, see 422.123a4.

Promotion To These Schedules From Other Rate Schedules. For
this promotion:

(@ From EAS (RSC E) and Part-Time Postmasters (RSC F), to
the current full-time salary, add 5 percent. Advance this
amount to the next higher salary step in the new grade if
the calculated amount falls between two steps. A new step
waiting period begins unless the employee is promoted to
a bargaining unit grade previously held (i.e., repromotion),
in which case, see 422.123a4.

(b) From PNS (RSC G), OSD (RSC K), IT/ASC (RSC N), PS
(RSC P) or MESC (RSC C), RC (RSC R), and PPO (RSCYY),
to the current full-time salary, add two times the most
prevalent step increment of the current grade (add three
times for a promotion of three or more grades). Advance
this amount to the next higher salary step in the new grade
if the calculated amount falls between the two steps. A new
step waiting period begins unless the employee is
promoted to a bargaining unit grade previously held (i.e.,
repromotion), in which case, see 422.123a4.

Promotion From These Schedules To Other Rate Schedules. For
this promotion:

(@ To PNS (RSC G), OSD (RSC K), CC (RSC Q), IT/ASC (RSC
N), and PPO (RSC Y), to the current full-time salary, add
two times the most prevalent step increment of the current
grade (add three times for a promotion of three or more
grades). Advance this amount to the next higher salary step
in the new grade if the calculated amount falls between the
two steps. A new step waiting period begins unless the
employee is promoted to a bargaining unit grade previously
held (i.e., repromotion), in which case, see 422.123a4.
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422.324

422.325

b.

422.325

(b) To EAS (RSC E), Pay Band (RSC V), and Attorney (RSC U)
to the current full-time salary, see 413.22.

(¢ To PS (RSC P) or MESC (RSC C) Schedule 2, assign the
proper step by referring to Exhibit 422.123a. A new step
waiting period begins on the effective date of the
promotion.

(d To RC (RSC R), see 422.422a2.
Note: See also Exhibit 421.82.

(5) Promotion Pay Anomaly. No employee is at any time
compensated less as a consequence of a promotion than that
employee would have been if the employee had not been
promoted but, instead, advanced in step increments in the lower
grade by fulfilling the waiting time requirements necessary for
step increases. This rule includes employees who were promoted
to a higher grade and subsequently reassigned to their former
grade. If, during any pay period following the promotion, the
employee’s basic wage is less than the employee would have
received for that pay period if the employee had not been
promoted, the difference is paid to the employee in a lump sum
paymen