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October 3, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1970 0000 3442 6453
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service has installed cameras above the
workroom floor at the Chicago, lllinois International Service Center (ISC).

The purpose of the cameras is for Management to observe mail flow and various
operations from a centralized location. The cameras will be broadly fixed on operations
and will not have the ability to zoom or record audio or video. The devices are scheduled
to be operational by October 21. There is no anticipated impact on bargaining unit
employees.

If you have any questions, please contact Shannon Richardson at extension 5842.
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September 28, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 70161370000230141774
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This letter is in regards to the jurisdictional craft determination for operation of the Flat Postal
Automated Redirection System (FPARS). Members of the RI-399 National Dispute Resolution
Committee (NDRC} visited the Milwaukee, Wisconsin Processing and Distribution Center (P&DC)
and the Central Massachusetts P&DC on August 8 and 10, respectively. By letter dated August
23, the Postal Service asked the American Postal Workers Union (APWU) and the National
Postal Mail Handlers Union (NPMHU) to provide feedback regarding if a national craft jurisdiction
determination is needed and if so, input regarding which craft should be the primary craft for
operation of the machine. The Postal Service received input from the NPMHU by letter dated
September 11 and the APWU by letter dated September 18,

As stated during the Central Massachusetts P&DC site visit, there are currently 18 P&DCs that
have an FPARS operation, It is being considered to add an FPARS operation to one additional
P&DC, with no plans for further expansion beyond the one location.

The FPARS program provides the capacity to lift mail piece images and apply labels to flat mail.
it leverages the existing hardware and software infrastructure currently in place with the Postal
Automated Redirection System (PARS). The FPARS is a hardware and software modification to
the Automated Flat Sorting Machine 100 (AFSM 100), and there are 4 variations, 1) Automatic
Induction (Al) and the Automatic Tray Handling System (ATHS), 2) Al without the ATHS, 3) No Al
with the ATHS, and 4} No Al and no ATHS.

Primary craft jurisdiction for AFSM 100 has previously been determined, including craft
jurisdiction with the additional enhancements of Al andfor the ATHS,

After reviewing the equipment operation, previous jurisdictional craft determinations, careful
consideration of the input from the APWU and NPMHU, and applying the principles of RI-399, the
Postal Service has determined that there is no need for a national craft jurisdiction determination
on the enhancement of the AFSM 100 with the FPARS. Due to the limited locations and
variations of the FPARS, any issues regarding craft jurisdiction should be handled by the Local
Dispute Resolution Committee,
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If you have gtestiags or concerns, please contact Shannon Richardson at extension 5842.

Rickgy R. Dean
Mahager
Contract Administration (APWU)
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September 29, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:;

In an effort to ensure clarity regarding the upcoming holiday, please note that in -
observance of the holiday the Postal Service will not conduct normal mail delivery or
retail operations on Veterans' Day (Saturday, November 11). Package delivery will be
performed on November 11-12.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this
matter.

Sinc

[

Alar.'rS. Moore
Manager
Labor Relations Policies and Programs

475 L'ENFANT PrLaza SW
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NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

National Headquarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753

(703) 836-9660

October 6, 2017

Mr. Bruce Nicholson

Manager, Labor Relations Policy Administration
United States Postal Service

475 L’Enfant Plaza SW Room 9426
Washington DC 20260-4101

RE: Mgr. Post Office Operations (MPOO), EAS-22 Upgrade to EAS-23
Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of your correspondence
dated October 5, 2017 regarding the USPS proposed upgrade of Mgr. Post Office Operations
(MPOO), EAS-22 to EAS-23. NAPS is pleased that the Postal Service has recognized the need
to upgrade this EAS-22 MPOO position to an EAS-23 with the applicable increase in accordance
with ELM 413.3 Position Increase.

NAPS has no objection and is in agreement with the USPS action to upgrade the Mgr. Post
Office Operations (MPOO), EAS-22 position to EAS-23 to also receive the respective ELM
413.3 Position Increase.

Thank you for the timely opportunity to review and respond to this proposal. The NAPS

organization appreciates the ongoing professional business relationship we have with the USPS
HQ Labor Relations office and the entire Postal Service Headquarters’ leadership team.

Best regards, —

ational President

Representing supervisors, managers and postmaslers in the United States Postal Service

nlsten
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October 5, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service proposes to revise the following position descriptions pursuant to Title 39 U.S.
Code § 1004 {d):

¢ Mgr Post Office Operations, EAS-22 (Occupational Code 2301-7138)
o Mgr Post Office Operations, EAS-23 (Occupational Code 2301-0009)
o Mgr Post Office Operations, EAS-25 (Occupational Code 2301-7137)

The Postal Service also proposes a one level upgrade to the position of Mgr Post Office
Operations (MPQOQ), EAS-22 to the position of Mgr Post Office Operations, EAS-23. The EAS-22
MPQO pasition will then be obsoleted.

The purpose of this proposal is to address challenges resulting from implementation of the MPOO
staffing criteria and matrix that were revised in 2015, and namely to increase District flexibility in
determining MPOO groups. The position description revisicns help to ensure that they reflect the
roles and responsibilities of the positions.

Employees in MPOO EAS-22 positions will receive the applicable increase in accordance with
ELM 413.3 Position Increase.

Please review the enclosed proposed position descriptions and requirements and provide your
comments and recommendations as soon as possible.

Please contact me at extension 7773 if you wish to discuss or if you have questions concerning
this matter

Bruce A. Nicholson
Manager
Labor Relations Policy Administration

Enclosures
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October 3, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:

President 7016 1970 0000 3442 7443

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service intends to conduct a test of the biometric
capture of fingerprints for the Federal Bureau of Investigation's (FBI's) Identity History
Summary Check (IdHSC) application. '

The test will take place in two retail locations in the Capital District; Brentwood Post Office
and Friendship Post Office in Washington, DC. The test is expected to begin by the end of
November. During the test, Postal Service personnel (typically clerk craft employees) will
perform a biometric capture of fingerprints. The entire process is expected to take
approximately 10 to 15 minutes.

The process will normally include:

+ Receive the individual's name, order number, or email address and enter the information
into the appropriate computer application

+ Capture the individual's fingerprints (using biometric fingerprint reader) and transmit the
information to the United Postal Service Inspection Service (USPIS)

¢ Collect fingerprinting fee from the individual
The USPIS will transmit the fingerprints to the FBI.

If you have any questions concerning this matter, please contact Dion Mealy at extension
6861.

Contract Administration (APWU)

475 LENFANT PLaza SW _
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Qctober 10, 2017

Brian J. Wagner

President

National Association of Postal
Supervisors

1727 King Street, Suite 400
Alexandria, VA 22314-2753

Gregory S. Acord

Anthony D. Lecnardi

Co-Presidents

United Postmasters and Managers of America
8 Herbert St.

Alexandria, VA 22305-2800

Gem: 2/},(44,\_, ,

As a matter of general information, the Postal Service plans to implement another
enhancement of the OTADMIN appiication to include a tool to assist managers and
supervisors who administer bargaining-unit overtime for the Mail Handlers Craft. The
OTADMIN application already exists in the City Letter Carrier Craft and the Clerk craft,

The impieméntation will be in phases beginning in January of 2018.

Please contact Phong Quang at extension 2857 if you have questions concerning this
matter.

Sincerdly,

1

Bruce A. Nicholson
Manager
Labor Relations Policy Administration

475 L'ENFANT PLaza SW
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October 5, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1970 0000 3442 7016

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian:

This letter is further follow-up to the Postal Service plan to test two vendor pilot
systems (Solystic and Siemens) of the Advanced Letter Processing System
(ALPS). Notice of this initiative has previously been provided by letters dated
May 8 and July 7 (enclosed).

As previously informed, the objective of this initiative is to improve, to the
maximum extent possible, the efficiencies associated with unloading, staging,
moving, and outbound loading of letter trays in a Processing and Distribution
Center (P&DC), and the sortation of the letters within those trays to a delivery
point sequence (DPS) that puts the letters in carrier walk sequence. The systems
will use rigid letter trays, which will be provided to the appropriate delivery units.

The Solystic system is scheduled to begin testing live mail in the Richmond,
Virginia P&DC in November and will process letter mail for the following offices
and zones:

OFFICE ZONE(S)
Sandston 23150
Bellevue 23227

West End 23230

Chester 23831 & 23836
Chesterfield | 23832 & 23838

The Siemens system is scheduled to begin testing live mail in the Oklahoma City,
Oklahoma P&DC in December and will process letter mail for the following
offices and zones:

(CA2017-485)
AT5 UENFANT PLaza SW

WASHNGTON DG 20260-4101
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OFFICE | ZONE(S)

Britton 73113, 73114, 73116, 73131, &
73151
Moore 73153 & 73160

Santa Fe 73170

If you have any questions, please contact Shannon Richardson at extension
5842.

Sincerely,

Rickey R. Dean
Manager
Contract Administration (APWU)

" Enclosures

(CA2017-485)
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May 8, 2017

Certified Mail Tracking Number:
Mr. Brian J. Wagner 7016 1370 0002 3014 56809
President

Natlonal Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, Virginia 22314-2700

Dear Brian:

As a matter of general interest, the Postal Service plans to test three vendor pilot systems of the
Advanced Letter Processing System (ALPS),

The objective of this inltiative is to improve, to the maximum extent possible, the efficiencles
assoclated with unloading, staging, moving, and cutbound loading of letter trays in a Processing
and Distribution Center (P&DC), and the sortation of the letters within those trays to a delivery
point sequence (DPS) that puts the letters in carrier walk sequence.

The Postal Service has three vendors (Solystic, Slemens, and Toshiba) who have developed pilot
systems that will be installed and tested in live progessing sites. The system developed by
Solystic will be tested in the Richmond, Virginta P&DC, the system developed by Siemens will be
tested in the Manasola, Florida P&DC, and the system developed by Toshiba will be tested in the
Oklahoma City, Oklahoma P&DC. The pliot systems will run multiple DPS zones to evaluate
performance and implementation. Once the test is complete the systems will be removed. The
Fostal Service will then make a decision regarding possible production and purchasing.

The vendor pilot systems are scheduled to be Installed by the end of the Fiscal Year, with testing
to be complete by the end of January 2018,

If you have any questions, please contact Bruce Nicholson at extension 7773,

Contract Administration (APWU)

__ (CA2017-213)
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July 7, 2017
Mr, Brian J. Wagner : Certified Mail Tracking Number:
President 70161370000230145956

National Association of Pos{al Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian:

This letter is follow-up to the Postal Service's May 8 notification (enclosed) to test three
vendor pilot systems of the Advanced Letter Processing System (ALPS).

As previously informed, there were three vendors (Solystic, Siemens, and Toshiba) who
developed pilot systems to be installed and tested in live processing sites. Toshiba's
Involvement in the ALPS project has been changed to design only. It will not be testing
a pilot system,

It is planned to test the system developed by Solystic in the Richmond, Virginia P&DC
and the system developed by Siemens will be tested in the Oklahoma City, Oklahoma
P&DC. The vendor pilot systems are scheduled to be installed by the end of the Fiscal
Year, with testing to be complete by the end of January 2018,

If you have any questions, please contact Shannon Richardson at extension 5842,

Sincere

Magager
Contract Administration (APWU)

Enclosure

475 | 'ENFANT Plazs BYY
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Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service intends to pilot test a training program titled Creating an Engaging Workplace
(CEW).

Participants will consist of volunteer bargaining unit employees, who will participate in the CEW
training and then provide input on the training. We plan to conduct the pilot test on October 17-19
in San Francisco, California and on October 24-26 in Baltimore, Maryland, with one class held
each day. The length of the class is approximately six hours.

We anticipate that once feedback has been evaluated, CEW training will roll-out nationwide.

We have enclosed a copy of the PowerPoint presentation that will be used at the training.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Sincer

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosure

475 L'ENFANT PLaza SW
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LABOR RELATIONS

=] UNITED STATES
B 7oL service

October 6, 2017

Mr. Brian J. Wagner
President

National Association

of Postal Supervisors

1727 King Street Suite 400
Alexandria, VA 22314-2753

Dear Brian:

This is in reference to our October 5 correspondence proposing revision of the position
descriptions of Manager Post Office Operations, EAS-22, EAS-23, and EAS-25. The
correspondence also included a proposal of a one level upgrade to the position of
Manager Post Office Operations, EAS-22 to the position of Manager Post Office
Operations, EAS-23.

We are in receipt of NAPS’s response to our proposals. Pursuant to Title 39, U.S.
Code, § 1004(d), the Postal Service has decided to implement the proposals outlined in

our October 5 correspondence.

Sincerely -
Bruce A. Nicholson

Manager
Labor Relations Policy Administration

475 L'Enrant PLica SW
Wastiatow DG 20260-4101

VASWLLIRERR M




NATIONAL ASSOCIATION OF POSTAL SUPERVISORS

National Headgquarters
1727 KING STREET, SUITE 400
ALEXANDRIA, VA 22314-2753

(703} 836-9660

October 6, 2017

Mr. Bruce Nicholson

Manager, Labor Relations Policy Administration
United States Postal Service

475 L’Enfant Plaza SW Room 9426
Washington DC 20260-4101

RE: Mgr. Post Office Operations (MPOO), EAS-22 Upgrade to EAS-23
Dear Bruce,

The National Association of Postal Supervisors (NAPS) is in receipt of your correspondence
dated October 5, 2017 regarding the USPS proposed upgrade of Mgr. Post Office Operations
(MPOO), EAS-22 to EAS-23, NAPS is pleased that the Postal Service has recognized the need
to upgrade this EAS-22 MPQOO position to an EAS-23 with the applicable increase in accordance
with ELM 413.3 Position Increase.

NAPS has no objection and is in agreement with the USPS action to upgrade the Mgr. Post
Office Operations (MPOO), EAS-22 position to EAS-23 to also receive the respective ELM
413.3 Position Increase,

Thank you for the timely opportunity to review and respond to this proposal. The NAPS
organization appreciates the ongoing professional business relationship we have with the USPS
HQ Labor Relations office and the entire Postal Service Headquarters’ leadership team.

Best regards, —

ational President

Representing supervisors, imanggers and postmasters in the United Stotes Postal Service
welEGa



LABoR RELATIONS

UN’TED STATES [T o VA A
B o5t service

October B, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service proposes to revise the following position descriptions pursuant to Title 39 U.S.
Code § 1004 (d);

s Mgr Post Office Operations, EAS-22 {Occupational Code 2301-7138)
+  Mgr Post Office Operations, EAS-23 (Occupational Code 2301-0009)
» Magr Post Office Operations, EAS-25 (Occupational Cote 2301-7137)

The Postal Service also proposes a one level upgrade to the position of Mgr Post Office
Qperations (MPOO}, EAS-22 to the position of Mgr Post Office Operations, EAS-23. The FAS-22
MPOO position will then be obsoleted,

The purpose of this proposal is to address challenges resulting from implementation of the MPOQO
staffing criteria and matrix that were revised in 2015, and namely to increase District flexibility in
determining MPOO groups. The position description revisions help to ensure that they reflect the
roles and responsibilities of the positions.

Employees in MPOO EAS-22 positions will receive the applicable ihcrease in accordance with
ELM 413.3 Position increase.

Please review the enclosed proposed position descriptions and requirements and provide your
comments and recommendations as scon as possible.

Please contact me at extension 7773 if you wish to discuss or if you have questions concerning

Bruce A. Nicholson
Manager
Labor Relations Policy Administration

Enclosures

475 LUENFANT PLAZA SW
Wastington DG 20260-4101
WWWLLEPS.C0OM



MGR POST OFFICE OPERATIONS (EAS-25)
OCCUPATION CODE: 2301-7137

FUNCTIONAL PURPOSE

Through subordinate managers, directs day-to-day operations within a designated group of post offices.
Drives efficiencles, customer service, and ensures compliance with national, area, and district objectives
for service, budget, and productivity.

OPERATIONAL REQUIREMENTS

Position is authorized based on workload _criteria and in Districts with at least two EAS-24 post Offices.
Districts with ten or more EAS-24 Post Offices earn two positions.

DUTIES AND RESPONSIBILITIES

1. Monitors all post office operations; ensures that Postmasters and Supervisors are making effective
use of manpower, equipment, and facilities, and are meetlng service objectives; evaluates periodic
reports on operations; investigates problern areas or variances from operating plans and takes steps to
correct operational and service problems and reduce costs.

2. Ensures the implementation and malntenance of standard work and the utlllzatlon of current
operation and delivery tools in assigned post offices.

3. Establishes objectives for the efficient and effective service for a group of post offices within a
geographic area, ensuring compliance with national, area, and district objectives for service, budget, and
productivity.

4, Manages the development and implementation of operational programs for complex Post Office
operations; coordinates and interfaces with other District functions (e.g., Sales, Marketing, Finance,
Operations) and post offices to develop solutions and resolve customer concerns.

5. Oversees the develfopment of the consolidated budget for post offices; establishes unit productivity
goals; monitors expenditures and productivity performance to plan, disburses fund authorizations to
postmasters; reviews requests for variances and authorizes the reallocation of funds to meet approved

changes.

6. Collabarates with Labor Relations to develop local MOUs to recommend labor/management
strategies including the assessment of impacts on overall field unit operations. Ensures the consistent
interpretation, application, and enfercement of the National Labor Agreements; monitors and
participates in labor/management meetings and negotiations at post offices.

7. Participates in the selection and development of postmasters and supervisors; coaches and develops
employees in a manner that leads to performance improvement ; evaluates petrformance and takes
corrective action to maintain effective operations and service performance.

8. Exercises a normal regard for safety of self and others, with particular emphasis on ensuring
employee compliance with established safety policies and procedures.



9. Manages the activities of postmasters within the customer service district.

SUPERVISION

District Manager

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Non-bargaining Positions.

QUALIFICATIONS

REQUIREMENTS

1.

10.

Ability to communicate orally and in writing via telephone, text message, or email to provide
feedback, program guidance, and policy interpretation to employees and management.

Ability to develop and manage budgets for post offices,

Abitity to evaluate needs and recommendations for changes in staffing and service sufficient to
resoive complex or unique problem situations as they arise.

Ability to identify training needs and implement training programs for managers, supervisors,
and craft workers.

Ability to manage the development and implementation of complex postal operational
programs.

Ability to manage the work of people to meet organizational goals, including organizing and
structuring the work, establishing effective work relationships, and facilitating the flow of work-
related information. :

Ability to monitor, evaluate, and take corrective action for post office operations.

Knowledge of labor relations policies, procedures, and programs, including national labor-
management agreements, contract interpretation and application, local negotiations, and
grievance and arbitration administration and representation sufficient to manage labor
relations,

Knowledge of postal operations in carrier and finance stations including delivery and collection,
retail sales, distribution and post office box service.

Knowledge of standard work sufficient to ensure the implementation and maintenance of
standard work processes and instructions in all functional areas of assigned post offices.



MGR POST OFFICE OPERATIONS (EAS-25) i
OCCUPATION CODE: 2301-7137

FUNCTIONAL PURPOSE

Through subordinate managers, directs day-to-day operations within a designated group of post offices.
Drives efficiencies, customer service, and ensures compliance with national, area, and district objectives
for service, budget, and praductivity.

OPERATIONAL REQUIREMENTS

Position is authorized based on workload criteria and in Districts with at least two EAS-24 post Offices,
Districts with ten or more EAS-24 Post Offices earn two positions.

DUTIES AND RESPONSIBILITIES

1. Monitors all post office operations; ensures that Postmasters and Supervisors are making effective
use of maripower, equipment, and facilities, and are meeting service objectives; evaluates periodic
reports on operations; investigates problem areas or variances from operating plans and takes steps to
correct operational and service problems and reduce costs,

2. Ensures the implementation and maintenance of standard work and the utilization of current
operation and delivery tools in assigned post offices.

2. Establishes objectives for the efficient and effective service for a group of post offices within a
geographic area, ensuring compliance with national, area, and district objectives for service, budget, and

productivity,

3. Manages the development and implementation of operational programs for large-complex Post
Office operations; coordinates and interfaces with other District functions (e.g., Sales, Marketing,
Finance, Operations) and post officés to develop solutions and resolve customer concerns.

4. Oversees the development of the consolidated budget for farge-size-post offices; establishes unit
productivity goals; monitors expenditures and productivity performance to plan, disburses fund
authorizations to postmasters; reviews requests for variances and authorizes the reallocation of funds to
meet approved changes. '

5. Collaborates with Labor Relations to develop local MOUs to recommend labor/management
strategies including the assessment of impacts on overall field unit operations. Ensures the consistent
interpretation, application, and enfarcement of the National Labor Agreements; monitors and
participates in labor/management meetings and negotiations at post offices.

6. Participates in the selection and development of postmasters and supervisors; coaches and develops
employees_in a manner_that leads to performance improvement ; evaluates performance and takes
corrective action to maintain effective operations and service performance.




7. Exercises a normal regard for safety of self and others, with particular emphasis on ensuring
employee compliance with established safety policies and procedures,

8. Manages the activities of a-latge-size-group-of postmasters within the customer service district.
SUPERVISION

District Manager

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Non-bargaining Positions.
QUALIFICATIONS

REQUIREMENTS

1. Ability to communicate orally and in writing via telephone, text message, or email to provide
feedback, program guidance, and policy interpretation to employees and management,

2. Ability to develop and manage budgets for large-and-eemplex-post offices.

3. Ability to evaluate needs and recommendations for changes in staffing and service sufficient to
resolve complex or unique problem situations as they arise.

4. Ability to identify training needs and implement training programs for managers, supervisors,
and craft workers.

5, Ability to manage the development and implementation of complex postal operational
programs.

6. Ability to manage the work of peaple to meet organizational geals, including organizing and
structuring the work, establishing effective work relationships, and facilitating the flow of work-
related information.

7. Ability to monitor, evaluate, and take corrective action for post office operations.

8. Knowledge of labor relations policies, procedures, and programs, including national labor-
management agreements, contract interpretation and application, local negotiations, and
grievance and arbitration administration and representation sufficient to manage labor
relations. o

9.--Knowledge of postal operations in carrier and finance stations in¢luding delivery and collection,
retail sales, distribution and post office box service.

10-—Knowledge of standard work sufficient to ensure the implementation and maintenance of
standard work processes and instructions in all functional areas of assigned post offices,




MGR POST OFFICE OPERATIONS (EAS-23)
OCCUPATION CODE: 2301-0009

FUNCTIONAL PURPOSE

Oversees the day-to-day operations of an assigned group of post offices through suybordinate managers
to drives efficiencies, customer service, and ensures compliance with national, area, and district
objectives for service, budget, and productivity.

OPERATIONAL REQUIREMENTS

Position is authorized based on workload criteria, Typically is responsible for overseeing Part-time Post
Offices (6 hour), Level 18, 20, 21 and 22 post offices in an assigned geographic territory.

DUTIES AND RESPONSIBILITIES

1. Manages operations for an assigned group of post offices; ensures that postmasters and supervisors
are making effective use of manpower, equipment, and facilities to meet service objectives. Evaluates
operations reports; investigates problem areas or variances from operating plans and corrects
operational and service problems to reduce costs.

2. Establishes objectives for the efficient and effective service for a group of post offices within a
geographic area and ensures compliance with national, area, and district objectives for service, budget,

and productivity.

3. Ensures the implementation and maintenance of standard work and the utilization of current
operation and delivery tools in assigned post offices,

4, Manages the implementation of operational programs within Post Office operations: coordinates and
interfaces with other District functions {e.g., Sales, Marketing, Finance, Operations) and post offices to
develop solutions and resolve customer concerns,

5, Develops and manages the consolidated budget for post offices to establish unit productivity goals;
monitors expenditures and productivity performance to plan, disburses fund authorizations to
postmasters; reviews requests for variances and authorizes the reallocation of funds to meet approved

changes.

6. Collaborates with Labor Relations to develop local MOUs to recommend labor/management
strategies including the assessment of impacts on overall field unit operations. Ensures the consistent
interpretation, application, and enforcement of the National Labor Agreements; monitors and
participates in labor/management meetings and negotiations at post offices.

7. Participates in the selection and development of postmasters and supervisors; coaches and develops
employees in a manner that leads to performance improvement; evaluates performance and takes
corrective action to maintain effective operations and service performance.

B. Exercises a normal regard for safety of self and others, with particular emphasis on ensuring
employee compliance with established safety policies and procedures,



9, Manages the activities of postmasters within the customer service district,

SUPERVISION

District Manager

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS

1.

10,

Ability to cammunicate orally and in writing via telephorie, text message, or email to provide
feedback, program guidance, and policy interpretation to employees and management,

Ability to develop and manage budgets for post offices. .

Abllity to identify training neéds and implement training programs for managers, supervisors,
and craft workers, o

Ability to manage the work of people to meet organizational goals, including organizing and
structuring the work, establishing effective work relationships, and facilitating the flow of wark-
refated information. '

Ability to monitor, evaluate; and take corrective action for post office operations.
Knowledge of labor relations policies, procedures, and programs, including national labor-
management agreements, contract interpretation and application, local negotiations, and
grievance and arbitration administration and representation sufficient to manage fabor

relations, :

Knowledge of post office operations in carrier and finance stations including delivery and
collection, retail sales, distribution and post office box service., :

Abllity to manage the implementation of postal operational programs.

Ablility to evaluate needs and recommendations for changes in staffing and service sufficient to
resolve problem situations as they arise. '

Knowleédge of standard work sufficient to ensure the implementation and maintenance of
standard wark processes and instructions in all functional areas of assigned post offices.




MGR POST OFFICE OPERATIONS (EAS-23)
OCCUPATION CODE: 2301-0009

FUNCTIONAL PURPOSE
Oversees the day-to-ddy operations of an assigned group of medium-to-farge-size-post offices through
subordinate managers to drives efficiencies, customer service, and ensures compliance with national,

area, and district objectives for service, budget, and productivity.

QOPERATIONAL REQUHREMENTS

Pgsition is authorized based on workload criteria, Typlcally is respopsible for overseelng Part-time Post

Offices (6 hour), Level 18, 20, 21 and 22 post offices in an assigned geographic territory,
DUTIES AND RESPONSIBILITIES

1. Manages operations for an assigned group of medivm-to-large-size-post offices; ensures that
postmasters and supervisors are making effective use of manpower, equipment, and facilities to meet

service objectives. Evaluates operations reports; investigates problem areas or varlances from operating
plans and corrects operational and service problems to reduce costs.

2. tstablishes objectives for the efficient and effective service for a group of medium-te-large size-post
offices within a geographic area and ensures compliance with national, area, and district objectives for
service, budget, and productivity.

3. Ensures the implementation and maintenance of standard work and the utilization of current
operation and delivery tools in assigned post offices,

34, Manages the implementation of operational programs within Post Office operations; coordinates
and interfaces with other District functions {e.g., Sales, Marketing, Finance, Operations) and post offices
to develap solutions and resolve customer concerns,

45, Develops and manages the consolidated budget for post offices to establish unit productivity goals;
mohitors expenditures and productivity performance to. plan, disburses fund authorizations to
postmasters; reviews requests for variances and authorizes the reallocation of funds to meetapproved
changes,

58, Collaborates with Labor Relations to develop local MOUSs to recommend labor/management
strategies including the assessment of impacts on overall field unit operations. Ensures the consistent
interpretation, application, and enforcement of the National Labor Agreements; mionitors and
participates in labor/management meetings and negotiations at post offices.

' 67, Participates in the selection and development of postmasters and supervisars; coaches and develops

employees In 3 manner that leads to performance improvement; evaluates performance and takes
corrective action to-maintain effective operations and service performance.

78, Exercises a normal regard for safety of self and cthers, with particular emphasis on ensuring
employee compliance with established safety policies and procedures.




] 89, Manages the activities of medhum-to-large size-group-ef postmasters within the customer service

district,

SUPERVISION

Dlstrict Manager

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargatning Positions,

| REQUIREMENTS:

1.

8.

2.

Ability to communicate orally and in writing via telephone, text message. or email to provide
feedbiack, program guidance, and palicy interpretation to employees and management,

Ability to develop and manage budgets for post offices.

Ability to Identify training needs and implement training programs for managers, supervisors,
and craft workers,

Ability to manage the work of people to meet organizational goals, including organizing and
structuring the work, establishing effective work relationships, and facifitating the Aow of wark-
related information.

Ability to moriitor, evaluate, and take corrective actlon for post office operations.
Knowledge of labar relations policies, procedures, and programs, induding national labor-
management agreements, contract interpretation and application, local negotiations, and

grievance and arbitration administration and reprasentation sufficient to manage labor
relations, ) : :

Knowledge of post office operations In carrier and finance stations including delivery and
collection, retail sales, distribution and post office box service.

Ability to manage the implementation of postal operational programs.

Ability to evaluate needs and recommendations for changes in staffing and service sufficient to

tresclve problem situations as they arise.
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Knowledge of standard work sufficlent to episure the Implementation and maintenance of
standard work processes and fnstructions in all_functlonal areas of assigned post offices,




LapoR RELATIONS

UNITED STATES
p POSTAL SERVICE

Qctober 5, 2017

Mr. Brian J, Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

ECEIVE

OCT 10 2017

This is in further reference to our June 1 notice concerning testing a new parcel sorter machine

called Automated Delivery Unit Sorter (ADUS).

Please note that there has been a change to one of the test sites from the Heritage Post Office,
San Antonio, Texas to the Fort Lauderdale, Florida, Main Office Carrier Annex. The scheduled

implementation date is November 17,

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Sincerely,

JA oA

]0'1 Alan S. Moore
Manager
Labor Relations Policies and Programs

475 L'ENFANT PLAZA SW
WasHinaTON DG 20260-4101
WWW,USPS,COM




LABOR RELATIONS

UNITED STATES
‘ POSTAL SERVICE

ECEIVE
October 17, 2017 7

‘ 0CT 19 2017
Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to audit our existing communication methods.
The purpose of the audit is to determine the most effective and desired channels to communicate relevant
corporate messaging to every level of the Postal Service.

The audit will include establishing employee focus groups facilitated by Corporate Communications and
field support staff. The focus groups will discuss which communications the participants are receiving
and the frequency of those communications. We will also solicit feedback on which communication tools
participants consider to be the most effective.

We plan to begin holding focus groups in the Capital Metro Area in October 2017. Dates for the
remaining Areas will be determined later. There will be one focus group in each district consisting of
approximately ten to sixteen randomly selected employees from the following crafts:

City Carrier
Clerk
Maintenance
Motor Vehicle
Rural Carrier
Mail Handler

e & & » 2

Employee participation is voluntary and on the clock.

Plea ct Bruce Nicholson at extension 7773 if you have any questions concerning this matter.

Alar’S. Moore
Manager
Labor Relations Policies and Programs

475 L'ENFANT PLAZA SW
WasHiNnaTON DC 20260-4101
WARW,USPS,.COM



F’

~

LABOR RELATIONS

UNITED STATES [~

%

October 12, 2017

POSTAL SERVICE U r 15 r:
0cT 16 2017
. &

Mr. Brian J, Wagner Certified Mail Tracking Number:
President 70181370000230141842
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to the April 20 notice concerning decentralization of Computerized
Forwarding System {CFS) units by incorporating the workload into mail processing operations at
the designated Processing & Distribution Centers (P&DCs). :

As previously stated, the pilot testing will begin with the mail that is currently being processed in
the CFS unit at the Merrifield P&DC. As part of the pilot, a portion of the CFS mail currently
processed at Merrifield will be held at the appropriate pilot plant for processing. Each of the three
pilot plants will process all the mail types currently processed at CFS units. These will be mail
processing operations at the plant referred to as Mechanical Forwarding System (MFS)
operations. The three pilot sites include Baltimore, MD, Charleston, WV, and Pittsburgh, PA,
Flat Postal Automated Redirection System (FPARS) mail will continue to flow to the currently
assigned P&DCs for processing.

Enclosed is a copy of the employee service talk on the initial testing of the Mechanized
Forwarding System (MFS) which will begin no earlier than October 30 at the Charleston, WV pilot
plant. .

Contract Administration {APWU)

Enclosure

475 L'ENFaNT PrLaza SW
WasHingTon DG 20260-4101
WWW.USPS.COM

(CA2017-493)



October 30th, 2017

UNITED STATES

POSTAL SERVICE

STAND-UP TALK

Mechanized Forwarding System (MFS)
Pilot Testing at the Charleston WV P&DC

What is the Mechanized Forwarding System (MFS)?

Starting Monday, October 30th, the Charleston WV P&DC will begin testing of Mechanized
Forwarding System (MFS) operations. This is a pilot project to begin to decentralize forwarding
and return operations from Function 4 in CFS units to Function 1 in mail processing plants.
There are two additional MFS pilot sites at the Baltimore and Pittsburgh plants already in
progress.

The goal of this project is to improve service to our customers by moving the forwarding and
return operations to plants that are carrying out the PARS / FPARS operations. This puts the
MFS operation closer to the sources of the mail volume processed which is letter PARS rejects,
non-machinable letters and flats, some package volume from the Remote Forwarding System
(RFS) in delivery units, and Change of Address (COA) forms. This project is planned to reduce
the processing time to get this mail to our customers.

Changes due to the Mechanized Forwarding System (MFS)

Over the coming weeks the forwarding and return mail currently going to CFS in Merrifield, VA
will be transitioned to the Charleston Plant:

o Letter PARS rejects from PARS processing at the Charleston P&DC
¢ COA form rejects from COA processing at the Charleston P&DC

* Non-machinable letters and flats, and some packages from local delivery units, AOs,
hub-sites

This mail will shift from being processed at the Northern VA CFS Unit to MFS processing at the
Charleston P&DC over the next two weeks, beginning on Monday, October 30th. Please be
alert to new notifications as to the progress of this change in operations.

How Does MFS Impact You?

All employees (Operations, Retail, and Delivery) who identify and / or sort mail or mail
containers with mai! destined to CFS Merrifield VA will begin to send this mail to MFS
Charleston as we go through a transition period of moving this volume.

» Signage, placards, and labels for CFS Merrifield will be changed to MFS Charleston.

e Dock operations and breakdown units will consolidate into MFS containers and move
MFS containers to MFS operations at the Charleston P&DC.,
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Employee Manual -

The Safety Ambassador Program Roles

Introduction

Welcome to the role of the Safety Ambassador. Your position is influential,
rewarding, and significant. As a leader, you will make a positive difference in
the environment in which you work. As you build bridges with other
employees, you will promote a cohesive message and direction towards
accident reduction and maintaining a safe work environment.

This manual not only describes what your role is, but provides instruction and
tools on how to be successful in this role.

The following is a list of characteristics that a Safety Ambassador or Team
Leader should have:

Demonstrates leadership qualities embracing safety values.

Is a catalyst to promote a positive safety environment.

Communicates the safety message well.

Possesses the ability to build partnerships with different functions and
others in the facility to promote safety efforts.

So, let's get started in finding out what your perspective, parameters, and
resources will be and more ....



Perspective

It's important to understand the safety philosophy of the Postal Service™, so
you will know how to support the safety efforts in your facility.

Safety philosophy of the Postal Service —

» Any occupational injury or illness can be prevented.

» Management, at all levels including the first-line supervisor, is responsible
and accountable for the prevention of accidents.

e It is possible to safeguard against all operating exposures that can resulf
in accidents, injuries, and illnesses.

o All employees must be trained in proper work procedures, educated fo
work safely, and understand they are responsible for doing so.

e [t is good business practice from the standpoint of efficiency and
economy to prevent personal injuries on and off the job.

— Employee and Labor Relations
Manual (811.24)

As a Safety Ambassador, you represent the safety program for your facility. You
are instrumental in fostering a positive and safe work environment. You are to
maintain a working knowledge of what constitutes safe acts and habits and also
be a promoter of them. Safety Ambassadors are to be familiar with the hazards
and concerns in their area of operation, as well as offer concrete
recommendations.

Parameters

So that you understand the expectations and boundaries of your role as a Safety
Ambassador, Exhibit 1 shows the hierarchy in which safety activities are rolled
out in your facility.



Exhibit 1. Hierarchy of Safety Activities

N

* The Installation Head guides the Facility Safety Coordinator
(FSC) and Safety Ambassador activities based on the facility's
accident reduction plan and OSHA compliance efforts.

« The FSC reports the progress and updates on Safety
Ambassador efforts to the Installation Head.

* The Safety Ambassador or Team Leader (optional) provides
regular progress updates, feedback, and findings from the
- Safety Ambassador activities to the FSC.

+ The Safety Ambassador communicates with peers on safety,
conduct observations, plus other safety-related activities
prescribed by the Installation Head.

Responsibilities
Safety Ambassador

Engages co-workers in safe work practices and methods.

Participates in the Safety Time Out (STO) program. STO is a program in
which an employee specifically looks for safety hazards to correct or
report them. The findings can be forwarded to the Supervisor or Safety
Ambassador.

Maintains good housekeeping and supports compliance with safety rules
and regulations in their work area.

Identifies hazards through daily observance, weekly walk-throughs, and
feedback gathered from employees.

Abates hazards on-the-spot when it is feasible to do so.

Communicates the safety findings and related safety information to
employees in their work area through Safety talks.

Reports workplace hazards, unsafe conditions or practices to the
responsible supervisor through verbal communication or the use of the PS
Form 1767, Report of Hazard, Unsafe Condition or Practice.

Shares safety issues and employee feedback with Safety Ambassador
Team Leader (if applicable). Participates in facility inspections.

Assists the supervisor with orientation of new employees about safety
procedures, including the facility’s evacuation plan.

Assist in developing JSAs (Job Safety analysis) as needed.



Safety Ambassador Team Leader (Optional)

For facilities with muitiple craft representatives, the role of the Safety
Ambassador Team Leader (SATL) is to coordinate activities. (If a SATL is not
used, then the Safety Ambassador would assume the duties of the SATL.)

The recommended duties and responsibilities are:

Coordinates the activities of the Safety Ambassadors in the facility.
Serves as point of contact for the FSC for checklist observations,
feedback, and update of activities from the other Safety Ambassadors.
Completes facility checklists and inputs results into the Safety Toolkit.
Assists the Installation Head or FSC during a facility walk-through helping
to identify improvements to working conditions and/or work practices.
Offers positive verbal recognition to co-workers.

Supports facility S&H Committee initiatives and assists with
implementation.

Communicates updates and progress on facility safety initiatives to other
Safety Ambassadors to ensure their efforts are in line with the safety
vision and expectations of the Installation Head.



Exhibit 2 shows suggested activities and timeframes to assist in ensuring a safe

workplace. (Note: The Supervisor makes the assignments.)

Exhibit 2. Safety Ambassador Program Activities by Role

Role

Safety Ambassador

Safety Ambassador
Team Lead
(optional)

Supervisor

Safety Ambassador Program Recommended
Safety Ambassador Activities Freguency
Communicates the safety findings and Weekly

related safety information to employees in
their work area through Safety talks.

Updates Lean Safety board. Daily

Participates in STO (Safety Time Out) and  pajly
gathers feedback from employees.

Conducts safety walk-throughs. Weekly

Reviews safety checklists from SAs

weekly. Shares updates, feedback on Weekly
safety issues and findings from walk-

throughs with the FSC. (written or verbal)

Engages co-workers regarding safe work  As needed
practices and methods.

If this role is used, the Team Leader helps

coordinate activities of the other SAs and

serves as a point of contact for the FSC.

They will also provide progress on safety Monthly
initiatives to the other SAs and updates

from management to ensure efforts are

in alignment with the vision and expectations

of the Installation Head. (written or verbal)

Oversees program. Communicates

expectations and manages SA activities. ~ DallY
Discusses progress on abatements for

items listed in the weekly walk-around and

updates on safety boards, etc...

Ensures SA training. Quarterly

(Tracks yearly required training.)

Recommended
Duration:

10 mins. (prep. & present)

10 mins.
5 mins

20 mins.

10 mins.

15 mins.

5 mins.

15 mins.



Coaching New Employees

As a Safety Ambassador, you may be asked to coach new and newly transferred
employees. You are a peer-to-peer resource to them in regards to Safety. You
will familiarize these employees with safe work habits in an unfamiliar
environment. This will go a long way in making them safe productive members
of the Postal Service.

The familiarization of your facility to these new employees will include showing
them the location of the e mergency e xit routes, alarm |ocations, fire
extinguishers, first-aid kit, and Job Safety Analyses (JSAs) related to the
type of work they will be performing, etc. This orientation may help the new
employees to become more acclimated to their new job. Document the

orientation.

Chain of Events

It is important to understand how certain ‘chain of events’ can contribute to an
accident because your role is not only to identify a hazard, but also includes
involvement to eliminate or minimize them, including making recommendations.
Exhibit 3 shows a few examples.

Exhibit 3. Examples of Hazard Identification

Problem: Fix:

_ informr supenasoror mainiensnce. Fed
qulemn:nt tag the equipment, nizce i oul of
Defective Equipment service 50 no one efse pses it UNHT i is
repaired. Always use sguinment thai
funciions properdy..

Work method: ?;.sssistssuperﬁsmm'm work methods

Ao “ OF) and Job Safety Analysis [JSA)
Excessive manual lifting sl e e S
cormect and safe.

Inform Supendsor or mainienance.

Condition: Pizce = bamicade sround the wet foor
Wet floor fo profect employess unil area is
clezned up.
Chsarve work practices, prowde
Unsafe practice: feedbzck io employee. Review JSA

Improper loading of equipment with empioyee and coach them an
how fo perform fthe fask safely.




Effective Communication

Because your role involves communication with other peers, management, and
employees in positions other than your own; possessing good communication
skills is invaluable.

This is what a good communicator looks like:

» Accepts more than one point of view.

» Is respectful.

- e Remember: Safety is a team effort. It's all
> Is honest. about finding solutions together.

» s also willing to listen.

» |Is aware of own body language.

» Pays attention.

» Asks for clarification.

» Shows the message was heard by repeating it back.

» Is simple and direct.

What we do together is far greater than what could be accomplished alone.

Know that your efforts will make a difference in maintaining a safe work
environment in your facility. It is our hope that your experience as a Safety
Ambassador is rewarding and one in which many workplace bridges will be built.

Now that you have viewed the Safety Ambassador manual and have an
understanding of your role as a Safety Ambassador, you are ready to use your
skills and training to assist in making your facility a safer place to work.

Should you have any questions about your Safety Ambassador role, contact your
local Facility Safety Coordinator (FSC)/District Safety.



Appendix - Tools and Resources

Below is a list of tools to help you to document findings from your observations and maintain a
safe work place. There are several links to the forms or webpages provided below.

Title Page #
A. | Access USPS Forms page 10
Safety Resources Page
B. | hitp://safetytoolkit.usps.gov: 12/atozindex.aspx 11
Safety Toolkit User Guide
C. | http://safetytoolkit.usps.gov:12/stkuserguide.aspx 12
D. | General Observations 13
Safety Ambassador Facility Checklist
E. | located on Safety Ambassador Resource page 14
F. | PS Form 4851, Housekeeping Inspection 15
G. | PS Form 4707, Out of Order Tag (Red Tag) 16
H. | PS Form 4705, Fire Extinguisher Inspection Tag 17
PS Form 1767, Report of Hazard, Unsafe Condition or
I. | Practice
http://blue.usps.gov/formmgmt/forms/ps1767.pdf 18
J. | Notice 76, Expanded Vehicle Safety Check 20
K. | PS Form 4565, Vehicle Repair Tag 22
L PS Form 1766 - Hazard Warning Card

(For Customer Service Operations)
http://blue.usps.goviformmgmt/forms/ps1766.pdf 23

M. | PS Form 4584, Observation of Driving Practices
http://blue.usps.gov/formmgmt/forms/ps4584.pdf 24

N. | PS Form 4588, Observation of Work Practices - Delivery
Services http://blue.usps.gov/formmgmt/forms/ps4588.pdf 25

0. | PS Form 4589, Observation of Work Practices
| _http:/blue.usps.goviformmgmi/forms/ps4589.pdf 26

PS Form 4584-P, Observation of Driving Practices -

P Powered Industrial Trucks
http://blue.usps.goviformmgmt/forms/ps4584p.pdf 27
Q. | PEG Safety Checklists 28
R. | More Commonly Used Checklists -
PEG Physical Examination Checklist - PIT 30
s. | PEG Physical Examination Checklist - Mail Processing
Equipment 31
PEG Physical Examination Checklist - Facility Wide 32
U. | PEG Physical Examination Checklist - Ergonomics 33
List of Safety Resources:
V. | Safety Toolkit A to Z Index 34
W. | List of Safety Manuals 35
X __| PS Form 1783, Job Safety Analysis 36
Y. | Safety Talks 38




Appendix A - Access USPS Forms Page

To access the blank version of the observation forms listed in the

Appendix, go to blue.usps.gov, click on Essential Links, scroll down to the

list and select ‘Forms’.

1 Essential Links a |
[

Next, select the form # range, for example, for PS Form 4584:

_-ﬁ:‘uwﬂ) STATES

Postalforms

Electionk versions of eficisl
Atobe Form Chenl 5 0 nd Adobe LveGycls,

are cunsetly

S0 hpew: Adibo Aoyt FOF,

+ Cikng enaformis POS ien ([] PIF] a4l ppen the Tam wifhin your beasses oy prrting and
atual Eing onty.

- G:qumlIullfsrnmakfl:ulﬂFGl-Luﬁlb.munkmnhmnhehmh
elnsirang: (g S0 priatit)

* Citkingen a foris e7AS kon (' €WS)wl teie youta e CrLine Fomws [OLF) spptestn
webae. Yo sl foques] fALLE1S DEPICVEE Lo the appicaion Afler 2cte1s &y ppguoyed, uie
your ACE 10 and passwcrd 13 boon and lag a'e the form

* Kote Fiom leme %o tme, Adobe I'orm Clent or Adcbe LiveCyrie icors may bo removed temporundy

when s form i being updated

Tithe

FC eNS Le

Retail Loty Coservalion e . 2013)

Empicyes Obsenation iy, 2015)

Custamazed Packaging usness Case (Mby, 2014)
Spectatied Pockagrg Order For (May, 2014)
Reques! for Patage Mear Keys (Jan . 2002)
Enel of Rural Houte Changes (Feb, 1858)

Annunl Leave Pursusnt 1 Blerton of Higher
Route Clasaifiction (Feb . 200%)

Rutal Carrier Agicermart fo Teminate Guacernes {Subittulo Rural Carier . )
(Sept. 193)

Rural Cartier Agreement lo Teemneto Guarefes (Feb.. 2008)

Rural Carmies Agreemant 1o Terminyto Guarsrze (Segt . 19633)

1oUse Annusl Leave Ezmed lo Reduce Aztual

Hural Gamies Agreerment
Work Hours (Feb., 2009)
Rural Conier Agieemert Lo Use Annusl Lexve Exmed lo Ot Protected
Salary (Feb . 2005)

Requestto Repair Roads (Sepl , 1563)

Petbon for Change in Kural Delrvery (Sept. 1938)

PESES ) B e B B BRe BB

Then, click on the pdf icon for the file you want to open.
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Appendix B - Safety Toolkit A-Z Reference Index

You will be able to find many safety resources available in this index.
Below are instructions to access them. The resources are listed in
alphabetical order.

The Safety Toolkit

« Goilo BLUE
« Click on Essential Links
» Click on Safety Resources

= 223
C -

o Y]

ke yruei? X o e
[IREEY < | ertn fuwes i

afety Resources

= Chck on A-Z for Safety Resources
Check out the many tools that can
help promote accident prevantion

g2 ¢
e

Bl s e e b e A

e ———

e B

W,

Serious Contact STK
Accident Report Help Desk

Look through the alphabetical list and click on the item you would like to open.

AdaTlaie v teetaze

A to Z index

11



Appendix C - Safety Toolkit User Guide

The Safety Toolkit User Guide provides a detailed explanation of the
specific modules located in the Safety Toolkit such as PEG, Safety Talks
and inspections. Below are instructions on how to access them.

The Safety Toolkit

« Go to BLUE
« Click on Essential Links
» Click on Safety Resources

Safety Resources

= Click on the STK User
Guide for instructions on
safety modules in the
Safety Toolkit

Safety Toolkit

ey Serious
Accident Report

Links

Open the module you want to open by clicking on it.

Vorm  AlZlefex P T
STH User Guide

k]

L1phire STK sezsumis 323 ravalise

B ) STXUser Guide - Chapter 07 Harard Log Module (0.3 M8}
) EIKUbar Guide - Chaptor 0N Safaly Talks Module (0.5 b}
) EIKUser Guide - Creoter 09 Warkabrots DAME]

) S1K User Guide - Chaoter 10 Schedulee (0.2 WD)
) STMUser Guide - Cuaptar 11 Accident Reduckion Plans (1.0 H3)

) STH User Guide - Chapher 12 GSHA Activity Module (1.0 M8}

B STNUser Gide - Cuscier 13 Pecgsis 01 WM




Appendix D - General Observations

Throughout the workday, Safety Ambassadors should be making general
observations of safety. Be aware of your surroundings and proper procedures
such as handling and lifting, use of equipment, and vehicle operations, including
powered industrial trucks. As you make your observations, communicate with
the employees about the safe practices that you see, as well as areas in need of
improvement. The best time to stop an unsafe act is before an accident occurs.

Use the forms and checklists found in this handbook to guide your observations
and communicate your findings.

13



Appendix E - Safety Ambassador Facility Checklist

This checklist can be used to document findings from a daily walk-around and is located

on the Safety Ambassador Resource page.

SAFETY AMBASSADOR FACILITY CHECKLIST

Name: Date:

Tour / Pay loc:

Emergency Evacuation:

YIN

Restrooms/Locker Rooms:

Y/N

1. Are exit routes kept clear?

21. Are restrooms kept clean and orderly and in a
sanitary condition?

2. Are all egress exits and aisles at least 28 inches wide?

22. Is running hot, cold or tepid water supplied? Hand
soap, hand towels (cloth, paper or warm air blowers)
must be provided.

3. Are all emergency exits marked with an operational,
illuminated exit sign that is clearly visible from the exit
route?

23. Are the lockers securely anchored to the wall or
floor to prevent tipping/falling?

4. Are designated exits readily accessible (unblocked)?

Parking Lots:

5. Are portable fire extinguishers inspected monthly?

24. Is the parking area equipped with needed signs?

6. Are fire extinguishers readily accessible (unblocked) and
clearly marked in red?

25. Is the parking area properly and clearly marked
with directional arrows, lanes and route and parking
space markings?

Workfloor:

Storage:

7. Are proper lifting techniques taught and practiced when
manual lifting is required in order to prevent or reduce
bending and twisting of the back?

26. Are storage racks, shelves, and cabinets securely
anchored to the floor or wall to prevent tipping/falling?

8. Does the facility provide methods to elevate mail tubs,
trays, and bundles off the floor to reduce bending of the
back?

27. Are stored items secure and/or limited in height to
prevent falling, sliding, or collapse?

9. Does the facility provide methods for loading and
unloading trays, tubs, bundles, sacks, etc., to and from
pallets and containers in order to reduce bending of the
back and extended reaching?

Mail Processing Equipment:

10. Does the facility provide methods to raise mail in
hampers and containers to reduce bending and reaching
while removing mail from the containers?

28. Are proper procedures followed for clearing jams?

11. Are materials and mail trays placed at heights to
minimize lifting and handling above shoulder-level?

29. Are employees following recommendations in
Handbook EL-814 to work safely? (long hair must be
tied back, no loose clothing, no jewelry)

12. Are reach extension tools provided to increase the
employees range of reach while reducing back-bending
and over-reaching?

30. Are anti-fatigue mats provided and in good
condition and appropriately sized for the work station?

13. Are there platforms provided for standing tasks to raise
employees to proper working height to reduce reaching
above shoulder-level?

PIT:

14. Are containers and rolling stock equipment pushed, not
pulled, one container at-a-time, when manual transporting
is required?

31. Are all PIT's equipped with protective devices: an
operational horn, back up alarm, beacon light and
overhead protection?

15. Are all Material Transport Equipment (MTE) wheels,
latches, etc., maintained in good repair so as to minimize
the physical effort (i.e., push forces) and awkward postures
required to operate them?

32. Operator tows no more than (3) mail transport
equipment (loaded or unloaded)

16. Are refrigerators, ovens, microwaves, and drinking
fountains kept clean?

33. Operator wears seat belt while driving PIT
equipment.

17. Are walking and working surfaces free from slip, trip, or
fall hazards? (straps, bands, paper on the floor,
obstructions across the aisles, protruding nails/pipes, loose
carpet or mats etc.)

34. Travels at no more than 5 mph or no faster than a
brisk walk

18. Are wet floors posted with warning signs, cones, or
both?

35. Does not use headphones, cell phone or hands-
free devices (bluetooth) while operating PIT

Dock:

36. Does not eat or drink while operating PIT

19. 1. Are trucks and trailers chocked while
loading\unloading?

37. Sounds horn upon approach to intersections, near
pedestrians or where required

20. Are trucks turned off while unoccupied or
loading\unloading?

38. Stops completely before stop sign, crosswalk or
stop line

Comments:

39. Yields right-of-way to pedestrians

14




Appendix F — PS Form 4851, Housekeeping Inspection

Good housekeeping and safety go hand in hand. All work areas must be
organized with items in designated places. If you can alleviate a hazard (e.g.,
pick up a plastic strap) do so (lead by example). Encourage your fellow
coworkers to do the same. Use trash receptacles as intended. Be alert to the
fact that as operations change and equipment moves. Make sure at all times
that aisles, exits, and fire extinguishers are not blocked (36" clearance is
required).

HOUSEKEEPING FosT oFmcE: e
INSPECTION STATE & 2F CODE: DATE:
AREA CLEANING g|u AREA CLEANING slu ARFACLEANING s|u
WATER CLOZETS DUzTING FLOCRS
LAVATORES ASH TRAYS CORRDORE |WALLE
LU TISAARH SINKS ;Fg TRAEH CANE CENERAL CONDITION
UAINALSE FLOORE DUETING
SHOWFRS CENERAL CONDITION EHOF | rLoome
TOLFT = ARFAS
5 PARTITIONE FLOCRE CENERAL CONDITION
MARRORE ELSVATORE |WALLE RTORASF
FLOORE OFNFRAL CONDMON g P
WALLSDOORE POLICIVG FLOCRS
CENFRAL TONDITION BIDFNALKE
pp—
Blipgec Bxreracn |TTOVELVERRD oTHER
ouETIRG AREAS | puaToruenons: ARFAS
LUNCHS
BIING DRINKING FOUNT. HEDCELEHRUBE
ROOME
FLOORE LAWK COMPONENT [LFANING E 1)
GENERAL CONDITION DEEXETASLEE UCHT AXTURES
BUETING CISARETTE URNE VENETIAN BLINDE
Locke®  |rooms TRASH CARE CLAES CLEANING
GENERAL CONDITION ETRVICE!  |CLASS CLEANING FLOCR CARE
B3X
| DUSTING Losgiss WALLE/COUNT. FNT WALE
FLODRS FLOCRS caszs
WORN- ey -
ROCHE WALLEDOORE ELREEMLING FOST CFFICE BOMES
DRINONS FOUNT. LFNERAL CONDTION PFERDUCTE
GENERAL CONDITION STEPELANDINGS DECORATIVE METAL
EUPPLY/ | DUETING ETARAAYE |WALLSDOCRS oER
ETORASE
REVARKE:
INEFECTED BY:
EICNATURE TILE SICNATURE TITLE
PS Form 4854, November 1582
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Appendix G — PS Form 4707, Out of Order Tag

This tag is used to identify defective equipment and to place that equipment out
of service for repair.

16




Appendix H — PS Form 4705, Fire Extinguisher Inspection Tag

This tag is used to log monthly and annual fire extinguisher inspections and is
kept with the fire extinguisher.

17



Appendix | - PS Form 1767, Report of Hazard, Unsafe Condition or
Practice

PS Form 1767 is used to report identification of hazards, unsafe conditions, or
practices. See page 2 for instructions describing this process.

Tavans Corir FLFTner
{ssignod by Salely Ofoor

== LRI TED STATES
ITEDSIATEY Report of Hazard, Unsafe
AL ImeE Condition or Practice

L. EMPLOYEE'S ACTION

funn fEpocy Wark [ sty

Dascrba hivard, unsal condilion or priaciios. Feoommentdod comecive st

i and Sggn Parie ard Tnr

Employee

IL SUPEAVISOR’S ACTION
Fomommarkd or dasorba acion Lk to dimnae e rad, unzalo oondilon ar praclicn. (% corueive dcbon fas boan ko, indicio mo dale of aba'emant.)

Prien and Sy e

G OFFICIAL'S ACTION {Check One and Completa)

The following comaclive action was toxen to efiminate the hazerd, unsafs condition or practics ndicate dafe of abatament):

A work order has been submitted to the manager, plart maintsnence 1o effec the fofowing change:

There are na reasonsble grounds fo determine such a hazard exists. This decision is based upon:

4 Frite: o Sign [ET) o Empioyon
oving Motifor
cial
| Iv. MAINTENANCE AGTION (Compiate if Neceasary)
% Frint ard Sagn Gato Chala Havied
Maintepance Antect
or
B2 Form 1767, Juna 3014 PSN 7530-01-000-9452 WHITE - Local Salaty Office (/Afiar Abalomianf)  PINK - Local Bafaty Cfticlal fnfi! Notica)
YELLOW - Approving Cfficlal BLUE - Employse
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SAFETY
BEPENDS
i

INSTRUCTIONS

L. EMPLOYEE (Print, sign, and date.)
a. Complete section 1. and file it with your immediate supervisor.

b. If you desire anonymity, complete section 1. {including your nama) and file the raport
with the safety Office, Safety personnel will immediataly return the form to your
supervisor for necessary action, and will dalete your name from the form to ensurs
your anonyrmity.

li. SUPERVISOR (Print, sign, and date.)

a. Investigate the alleged hazard during the same four of duty in which the report was
received.

. Abate the hazard if it is within the scope of your authority fo do so.

c. Hecord the action taken to eliminate the hazard or record recommendation for
corrective action is section |l and sign your name.

d. Forward the original and yellow copy to your immediate supervisor (approving
official); send the pink copy to the Safety Office; and give the employae the
remaining blue copy as a receipt. It is your responsibility to monitor the status of the
report, at all times, until the hazard is abatad.

ili. APPROVING OFFICIAL (Print, sign, and date.}

a. Initiata action to eliminate or minimize the hazard. If this resuftz in the submizsion of
a work order, attach the original of this form, and forward through channels, to the
manager, Plant Maintenance.

. It you determine that there are no reasonable grounds to believe a hazard exists,
notify the employee in writing within 15 calendar days. Safety personnel will azsist
you in this determination when requested.

c. Ifthe hazard was abated by the first line supervizor ar when it has besn abatad
through your actions, notify the employee in writing, and send the original of this
form to the Safety Office.

V. MAINTENANCE SUPERVISOR (Print, sign, and date.)

When the work order has been complated, sign, date, and return the ariginal of this
form to the approving official who will then forward it to the Safaty Office.

#5 Form 1767, June2s  Fiovarss)
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Appendix J - Notice 76, Expanded Vehicle Safety Check

This checklist is used to perform a vehicle safety check on a vehicle prior to
leaving the Post Office™ to make deliveries or collections.

Ensure that procedures for using the Expanded Vehicle Safety Check are
understood and conducted by new employees.

Using Notice 76 Expanded Vehicle Safety Check

1. Inspect under vehicle for fluid leaks.

2. Inspect front tires for uneven wear and under-inflation.

3. Check that hood can be latched securely.

4. Check front for body damage.

5. Check left side for body damage.

6. Check left door lock (check for complete accident report kit if stowed on inside
left of vehicle).

7. Check for rear-end leaks.

8. Inspect rear tires for uneven wear or under-inflation.

9. Check rear for body damage.

10. Check rear door lock.

11. Check right side for body damage.

12. Check right-side door lock(s).

13. Open door and move into driving position.

14. Check for complete accident report kit.

15. Start engine.

16. With assistance, adjust pot-lid mirrors and rear-view mirrors.

17. With assistance, check headlights, taillights, brake lights, flashers,
and directional signals (front and rear).

18. Adjust center rear-view mirror.

19. Check operation of windshield wipers and washer.

20




20. Check operation of horn,

21. Inspect gauges for proper operation.
22. Check foot brake.

23. Check emergency brake.

24. Check seat belt and fasten.

Note: This checklist has been designed to take the driver in a logical sequence

around a RHD vehicle with a minimum of lost motion. For LHD vehicles, move

from the front to the right side rather than to the left side. For Items 16 and 17,
if no assistance is readily available, handle personally.

See Additional Instructions on the reverse side of Notice 76, July 2003
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Appendix K — PS Form 4565, Vehicle Repair Tag

This tag is used to report vehicle repair items once an irregularity has been
identified. Follow local procedures for submission of the tag.

U.S. Postal Sesvice Date
VEMICLE REPAIR TAG
Vercla Ne Minnge Tyoe of Vahice

[] Pastat [] Laanea

Mechanical rregularitics must be reported immediately on this i
form to the disparcher or supervisor when vehicle is checked in |
Initisls are required for valid tag repost.

L Check repaits needed and explain under remarks |
| i Arcisat Spregs . __;!
Engine Wrashied Yeipars

¥ Bty - Radision g —
E Brubes ) i D‘d-‘;'- ;ntu& 1
e T i
I Sinmrng Lighrs

] Transomisaion Tives {
i Cotburetcr OiFar Hepairs «Szecifvi Ean
‘ ."rill'ﬂvtl = = 3 e |

indicate Possibile Yrouble (If sor varrecied om fest (g, Supenteor to
conrall govape freman ar confroctor)

Fgerg Grab Leaks

Heats Uo Fase Slios T

Pt Broken Shaet Out
Rematks - N

Hame of Staton Bracch

Oriver s Check in Teme (foar) Trivar's Signatire
} Jam.
“lem

Orivar & Fecmips for Raoartmg Cefect (Sgaorare of Levsor o Superasar]

TO BE COMPLETED B8Y SUPERVISOR

Persaon Notdisd T mordies Oate
VO v
| ] Lesane! |
[ Sigrature of Supsrvinar [ Tura Notitied (Mowrd !
| e |
| | Clem 1

Parson nothisd vehicie repsrsd Ioe serves | Dute
|
|

Titne Matdied (MHowr) T Wehick Defect Fepon Requred

| Jam | =

| - [ ves T
; ) o [ ne
| Sugnaiure of Scperasar Beooning vehicle T pate

Beadty far Service

PS5 Form 4565, June 1984 MECHANIC LESSOR COPY 1



Appendix L - PS Form 1766, Hazard Warning Card

This card is used in Customer Service offices to identify hazards on the
routes. The carrier completes the card and then cases it. The card serves as

a reminder of the precautions to take when delivering at the address. This
card is not to be delivered.

HAZARD WARNING CARD

At address or location:

(Case in front of mail for address or location where hazard exists. Do not dellver this form.)

Describe the Hazard Recommended Precautions

Ps Form 1766, Apri 1386
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Appendix M - PS Form 4584, Observation of Driving Practices

PS Form 4584 is used to identify and document an employee’s safe and unsafe
driving practices during delivery.

= UNITEDSTATES : e X
Bad rosiar senvice » Observation of Driving Practices

The primary purpose of conducting driving observations i to improve driving practices by identiying and comecting actions that could lead to accidents
and injuries. This forn pravides an opporunity for posltive recognition and seinforcement of dafensive and safe diving practices. Conduct posilive
dzeussions wilh drivers, inchuding the banafits gsned from demonsirating safe driving practices, I a driving observation is determined fo require official
aclion, such action wil be in accordance with the {enms of {he Nationa Agreemends.

A. Driver Classificallon Based on Duratlon of Postal Employment (Check one bax,)

| __[Non-Career | [0 3monthe | |423months | [2 years plus
B. Driver/Vehicla Informatian
Name of Driver: Date of Obsarvation: | Location of Observation: Vehicle Type and Number:
- _ Slarling Addross:
EIN: Time of Observation: Post Office — Station/Branch:
Driver’s Licensa Exp. Date: Frem: Ending Address:
Job Title: To: Finance Number:

C. Check Appropriale S = Satlsfaciory (performed comectly) U = Unsatistactory (needs Improvement)  F/A = Nol Observed

NOTE; You must abserye tha driver in five or mare driving practices to satisly the minsmum requirements for perfoming a dhiving observation.

Loading/Unloading S| U | WA Mounted Delivery S|U|NA

Possossed vald drivers icense Wona safoty/seat behs
Performed Expanded Vehicle Safety Check. Notice 76 Did not fingermald mail whia driving
Vehicle equippad with ltam 087-H, Accidant Aeport Kit Did not retnave mail from storage area while driving
Mirrors not obstructed by dems on tray ) Sigraled properly when approaching or leaving a curb

Traveling To/From/Within Route S (U | NFA | Decslersied gadually when stopping
Wore satety/seal bells (shoulder siraps and Iap bell) Velick doons] closed when enlerngerossing
Did not use cell phone, Bluetooth devices, headphanes, interasetions
MOD or other hangheid davicas while driving Sigraled proparly when merging, changing lanes,
Mirrore not obstructed by ftems on tray furning, andlor exiting ot Hee i
Kept vehicia in cenier of lane Stopped befors stop sign, » stop line, vail

crpssing and all red fraffic lights
Looked left. right, and lefi at mtersections
Yielded righi-ef-way to chikken/pedestiana’emergency

Minimized lane changes, tumed 1offrom proper line
Changed lane with sutable gap in traffic

Locked ledt, right, and lei al infersections vehicles and cross traffic

Kept both hands an steering whes! Parking/Park and Loop/Centralized/Cluster s |u|nm;
Signaled praperly when mergng, changng lanes, turning, Boxes

and/or xiting

Avoided backing up whenewer possible

f::“ﬁ down or changed lanes when faflgated/did not Usedm e 8 provided] wiile backing,
o - mimors propertdy adjusted
Yehicle doarlsy closed whan traveliing tefrom route Paked in a desgnated g - dinat park in er
Turried on lights when visibilily was impaired block fire lanes, parked an appropriste dislance lrom an
Used vehicie flashers when approgriate mtersection according 1o stale or kocal law
i Curbed wheels in direction, placed in pak

pead ndtions Proper s gearin pxk,
Pochynd dumg el . furned off igrition, removed key, set parking brake,
Stopped before slop sign, crosswalk. stop ine, railroad ahocked tires fwhena required)

crossing. and all rad traflic lights = T T e
Cheyed all state and loca raflic laws it s quors WeRo B
T T T R ST I R R Locked and secured venicks when not in drect sight
vehicles and cross trafic v K Obeyad posted signs, drectional arows, and fravel
lanes in parking lot

D. Prolessional Driving Practices Demonstrated. Bacognition Recommended. (Leave blank If not apphicable.)

During thig obsenvation, the driver performed safe and protessional driving practices ai all tinvas. The employes will ba given the following recognition:
] personally command emtoyee [] vetter of Approciation [] citt Centificate ] other

E. Commenta Suggestians to Improve Driving

F. Name/TitlerSignature of Observer NamaTitle/Signature of Driver’s Immediate 5

PS Foern 4584, Novernber 2015, PSN 7520-02-D00-8232 (Page 1 of 2) Continusd on page 2
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Appendix N — PS Form 4588, Observations of Work Practices —
Delivery Services

PS Form 4588 is used to identify and document an employee’s safe and unsafe
work practices about non-driving tasks performed outside of the office.

UNITED STATES Observation of Work Practices -
’ POSTAL SERVICE « Delivery Services
Empibyoe Uassdcaton basod on damton of Postsl Empoymaens

fCmack ano box)
0 . NonTamar O 2 943 mansw probaonary) 0 3 223 monts 0O 3 Zyewzpis
Name of Empoys Bl Oy o Odsarvazon
Lo on of LIbmaanon Tak Dasarved T e of Obramanon
Frame Toc o

Obmves Durng te couse o Tus chearatnn you am & mak 1 when actetes obserand. Yoz, [ f No. Tho aboorvaton i3 %99 be rovewad
Wi T amnipyss omad ats Yy Upon LOM e n,

LR ] TN THE OFFICE & WHEMN L GADIN G VEICLE B

3

O[S Aces poOLIONS OF O W3] BTN 2 O 53 Camysirog Warnng cards wems e
T B |%2 Aaoids odng too many bies®ats intand 2 O 538 Wears sathinl and Masdog speay within mach and u=bin
P 0 |53 Loz aran kecs nastar doery O 538 Ramas g et srsng anwncoesd ane
S O |S¢ Snckatoys & Sin nooty Ea ] O S35 Paces %ol o basa of dodes that apan outwards ta
S O |55 At asdng Rerd plas waps g ster o 20 bia prevent ciogs mrshing oo
Lo} O |58 Sacures paran s and hany ahyacs N whds by a ;”I Withho'st mal davay whan dog B sra
2 [ |57 Amsches koys 2o baitor chtung O J598 Feapors dog = YIS0 ) IRpOrV
= O |52 Pushesequpmont mfhorthan pitng i Ha
3 0O |59 Keaps whichs Son of dolve B FHS sagm g ARG WAL DAL M AN
o 0O |z ea ok i 0O (540 Usas dosgatod park pants
b . AL PAL = O (551 Usss anpewwved ne of msuniss, am, 46l Som roons
O |S10 Dreswes n urform, s opgem e, sufod for cimate Yoz Mo
- '
S |B12 Eaiw hoa s il pha s poidy L1801} & o ::.av‘a e wadﬁmfm
o O |51 Cames wuficent hguids durng axoemave Haxt BAFE WORK PRACTICE REC OGMITION
A LR SLIPTTRIPFALL A/OIDANCE
7 O |S1® Woors propoer Sootwsar. N good cond ton
o 0 |55 Man tund a sthady pota and doas ot run
o O |S16 s aiort S0 changes in dalivary area
S O |51 Avortsunsate shortuts
[ O |S18 Waas hond raie on shors and rampes
= O |50 Watreswihero shan B gong
T O |59 Fingors mxiony whon safe tado a0
@2 an;'amamrsm.hv.poww (FS Goren 1 76F o £ B 5 Dt won maciom, Dahaves of oot wrs ohservod
o 0522 Case Hased Warnng 2ame Wit et WORK PRAC TICES TO BE RIPROVED
Yos Mo
o O[5 e e g Daoaivagnr
T O 522 Asksforassistanm weth hoavy pocos
s, 0O |525 Moves dast = Svar Sarstn 3 whon changay dractan
T O |56 Avordsowadoadng sataai
o O |SI7 Tmnaders load sxdaly on valude, use s M ook, | aval.
oo
T O |S29 Lasdaievonds mnlrdnfom hamas s sofisty
ACERR LY COMOIMION OF BOXES s cazcae
I [ [53Y Repars NOCE, o 1SC05N Doxes, fely bouss & poroor o e A
Daars that 3m in LD PN O (0L SH0 Oy IChorad OBSFRVER "3 SIGHATUR F/OA
o O [S30 Reports 2atlznortmont mal baw s Tt ore notn good Ooservar stiamna:
_par or aot socuraly anchomd
¥asz Mo Chserver sagata:
=T = N BT l‘..l;qsaﬂt#c-s VOTNLI0 S00rS NG WINNowWE
2 O |52 Ciomxssecutydoor botwaon cal and carg o hay Dana: Ilhbnhr: £ yoars
PS5 Farm 4588, suy Mor Sgirat ooy

Cuogy. Swevanr




Appendix O — PS Form 4589, Observation of Work Practices

(General)

PS Form 4589 is used to identify and document an employee’s safe and unsafe
work practices. The form lists items to look for.

=

UNITED STATES
POSTAL SERVICE =

Observation of Work Practices -
General

Empioys s Cataicotan bacod ondumrbon of Postal Empnynen
(Cnock ana baxd

O ' Nonamar 0O 2 043 monts imbosonang) 0O 3 423 manths O & 2 yoarspius
Mo o Empn e o B Dan of Otmorvaton
LomSon of Gomnatan o gk Ohoorved T of Ofearvatan

| o RO . |

o f

-

o

poooofo oopoooao

0 0o o:oood

-
=
Q

zponZoanon o

pooo

EQUEPM ENT USAGE

31 L50E FO30E NNG DOTS OF Foces 0 f =

Rod tags dafisctvo aguipmmest

Bl pex et iDStng hard Slaste tays oo 20 ins.

Londs andks wiin weight ot

Pl Som o v tasd g TSl a0 oqubTa e

Serts trmie on APCIOTR when statonaty
La%ﬂnﬂmmﬂmwﬁ B reook bofars mavng

:Hnl
1

&
-

B8 Usastans HomsTe 5 1056 Ba DOrs winef S HHrepe s

EQUEPM EWNT MOVEMEN T
G P anas fstad of puls
810 Pushss one piacs of scpipmant o4 3 fme
HM Conteds opadrness ol It st fvwing
B12Z Hamoves NeSdnhon &% whan movng
B3 Watchm s wera balthn & ooty

1

Déﬂﬁ(’:f;g i+ COO;CQGE)

S L= Wt gR Dok EYagn
B15 Asicsforsssifanon W he sy pinoos

B16 Avosdsiwiing while sacrisg of et

F 00 fon RETR, 213, SOM OWEE OF OF) O LD TGRS, WINoee
oprpmont iz dosignad for Smtese
319 15 swwra of SOPCIET00 e ST U wak Sras

BES Dons not mw aiocts aeces? in smpegved mad
PTNCOIZI N B GO O

B20 Doos mot prmp of Sua lasdng dadk - uzes stars o e

RETANIL SFRVICES

x TIOVTS CoEsh TN LU Eng 8 5T &0 oGS ~ Konns Dock
Rt atdavodt Teetng

B22 Unplugs squiprnan bafro afiomping mpasiropisoomons

B Mo oo obenatn and d e closad whan oot mousa

B2 Closossofs doors we poinne, not Sngars
B4 Nala s cin s polom deposdng mal Sannd sreoen bnag
B25 Doos not alow chidhon o B oot un on courdor

2T 250 0f 15 51 0 Crty SEnd amic L1505 [ IO T [0 P o
BZE Kaogs ana foot anfioasbha s
H29 Sioros proporiy

B30 Puts ompty ucis or fTays N pmmpor poss
G311 Ficksup ardclos and drash iyng on foor
B30 Piscos trash in proper esosens des &5 provid od

i

0f00fO00D00F D OOOFOODOODOF

OEO

Doasrves Dunng B CoUTSa of IS Sinarwaion you a0 10 mak { ) whioh achites ctearwed, O
wih o oTpioyoa immodiafaly upon compinton.

£ Yas. [0 ¢ No. Tho cxorvatan is 15 b ravowod

EMERCEMCY PREPAREONESS
3 it & 300% UNDIOEA] {50 MeS5T S 1A SHeSTERIa)
B35 Hoops adis untlocked
A6 Koops Sra avtirguisnogm wnblomod
B3T Hoops coctrical pane unbiodosd
B8 Heaps €20 alamns wideckad
CLOTHIMNG
B WaSF S 5 D S ae
[B40 Har istiad bock or confnoed whie sround machinesy
B2 Doos notwas® ©oae COming of pwaly 5°ound mevng
machinosy
22 Waars only ntris glowms when workng aound
Sy T
A TEMAN CESCUSTODIAL
323 Siam s toodfan o 2 whon frechod with otk
544 Pisces haramd signsup whnen anthing orwaen g Soors

BI5 Lsos SHpo0sss poamatsl Hrisctve oquipmont BPE]
26 Uzns Lodoowt prparky
BEESCEL L ANECUS

83 F Smoxos an ly in dassgnatod aroa
B28 Usss cormct enty andior ex® door

WORK PRACTICE RECOGNTION

L0 LUnsn e pracicas, SN0 IS OF 305 WOTg OOTnran o
WORK PRACTICES TO BE MPROVED

[ ot T ey Sy b B

OESERVER'S SIGNATUREDATE

Otzervar = Namoe:

“Oocavar s Signa s

o

Immmsxm

b e
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Appendix P — PS Form 4584-P, Observation of Work Practices —
(Powered Industrial Trucks (PITs)

PS Form 4584-P is used to identify and document an employee’s safe and
unsafe work practices about the use of PIT equipment. The form lists items to
look for.

UNITED STATES Observation of Driving Practices —
| = POSTAL SERVICE v o ) __ Powered Industrial Trucks (PITs
A. Operator{ PIT Information

b, Name o Oparssar 55 Enpioysn 1O Numbar F . TmecdDstatvaton 2. Date of Outene o (MUDOYYYY)
) o
& Locaton of Cbmnaton 6. Facl:h loucPay Lomton-2ip Coda'™ . P lype o 10 Mumber

Loading
2-. Losdsampibb andathn mfm-;mnuy
a _.,wm._.‘,_ﬂ, g LT L5 30 3 %00 Da o twart: 5 P11 15 hak Siom $
s chanco of o d sidng of foks
X 1rmaa;ﬂﬂad PITomner for FIT Do ng used o e of 25, L1 - Toriee o vargiatsly untiar $ho slyad baing 1B 5 anase ity
RN A - - T e S R R R S S A i v e
i \ltma:tnaﬂ‘mmdmnmw-od} 2L mt:;::;ﬁamuﬂmdmtwsmwnmmo
:Llhmm sefisctve Pl aqapmnr:u:n;::g PStormatal 24, napacts $a daer of tabastuci b onwn S it & wrt o ortar with S P
2 : 20, Tnoacs 300K ia0st vl 20e] eoaircs for STty Defa s atearng
Taveling = arucctale
6. Yows WTE wt aporow d S hars nrcouping devces Signaling
2. Tows na more $ian 3 MYE Jaadlyd or unicadod ) 30. Uzas woming deveos as rogud
8.Optrctar grsnbiis pamangos amsidngea Pl 1. Usen & i/ s i Bacdng
807 Truck (L1) « Hefonng feen PEngfametagtodis anantawing Slopplng And Intersections
10. Oparatior mantane o safs didance tam adg o of ramps of pasrms 92500 e oo 3 pAYaach B i s . o pada T o
. s whem rogured
L Avoidts Borking up whanover pesshib J1. Eopn comp oty batos ﬂl:}tgﬂv-:-—&:w:lk. o siop ing
12, Laoied bofvad u’at!nbﬂ!m BICERg o 32, Viads s orons vt
13, Umnd mymors f camon lnhas mum} nrua nn;"n;p 35. Yiids righicl - way o padasnans
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Appendix Q —PEG Safety Checklists

The PEG Safety checklists can be used to prepare your facility for an inspection
or PEG audit. The checklists can also be helpful when performing walk-around
facility observations. To access the checklists, open the Safety Toolkit:

Go to blue.usps.gov. Click on Essential Links and then Safety Resources.

Essential Links A

Acceuntng

y & Digaal Solutions

ership Tesmn
esponse Line Seif Service
ol Lesve Act (FMLA)

A to Z Index

Serious Contact STK
Accident Report Help Desk

STK User Guide
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The PEG 3.0 module is available under the function ‘Inspect, Evaluate &
Control Hazards’ in the Safety Toolkit navigation bar, as shown balow.

SAFETY TOOLKIT

Inspect. Evaluate & Control Hazards . Create Safe
"Safety & Heaiin inspectons

Hazard Abatement Plan (HAP) boriate Area. District and Facility 1o view Scorecard.
PFi=20 2
PEG 3.0

Asbestos Surveillance
Hazard Log {Forms 1767)

2 HQ scoracard may lake up to a minute to foad.

EWP Roview

Click on PEG 3.0.heading. Next, in the section T Want To’,
click on ‘Print Blank Physical Examinations’, as shown below.

Get Information & Materials e we
i vy i

¥E{ Print BlankPhys il Examinations

Next, select the examination(s) you would like to see, select and
click the right arrow to bring it in the ‘to print’ section.

Tha PECG inclucss the Desk Audit, Fhysicsl Examinslion, snd OSHA Writen Program Chechis &5,

1PEG Filter

& )
«PdntBlank Physical Examinations - , o
Select a Phys ical Examinstion inthe left bot and mowe it to the right by dlicking tha right-inting-arow. To s elect more than cne i a fime, hold the Cirl-

Key 85 you select esch item in ihe left box. To removeitems, s elect one or mare in the tight box, then click the teft-peinting-arraw, Click the Print Button |
to print ihe selected Physical Exeminsticns.

Awailable Physical Examinations Blank | Examinationatopint
Asb=tos Phyzics Baavnztion (= || Cofetarizs 20 BrasRooms {
ED5 ¥ |
Santey Craeging/ Chngieg
Bloodbomaz PhyscziBam

| CawaissHigh Sted REARATR0 ‘
Compartor/Dumpar: |

Bme (Kgom]

The STK will now bring up the checklists you selected.
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More Commonly Used Checklists

Appendix R — PEG Physical Examination Checklist - PIT

Physical Examinations

Evaluator:
CommentsiCorrective action:

PIT Physical Exam

1. Are all PIT's equipped with profeciive devices: an operational hom, back Yes D No D NiA ]:l

up alarm, beacon light and overhead protection? Visually confirm. (1pt)

2. Are PITs inspected using a manual pre-tour inspection checklist or Yes D No D NiA D

PIVMS? Select 5 PITs currently in service (all if less than 5 are available).
Inspect the PITs using the pre-tour PIT inspection checklist (a locally
developed pre-four checklist, including printed PIT operator name and
date, if applicable; or the pre-tour inspection checklistin PIVMS).
Compare your findings fo the findings of the operators submitted on their
pre-tour check. The evaluator's checklist must not idenfify any deficiencies
not noted on the operator's copy of the checklist. This is 'No' if pre-tour
inspections are not performed or documented. (1pt)

3.  Are defective PITs tagged using PS Form 4707and removed from service  Yes D
until repaired? (1pt)

4. Do PIT operators follow PIT safe operating procedures? Observe PIT Yes D
operators. (1pt)

5. Does the facility have fuel storage or refueling facilities for PITs? If yes, Yes D
are PITs refueled by trained maintenance personnel? Observe a PIT
being refueled. {1pt)

6. Are safety procedures followed for changingfcharging batteries? Observe  Yes D
a baftery being charged and a battery being changed. (1pt)

7. Does the facility provide PPE { rubber gloves and aprons, safety goggles  Yes D
or face shields) in the battery changing/charging area? (1pt)

8. Does the facility have spillfleak containment material in the battery Yes D
changing/charging area? (1pt)

9. Verify each piece of PIT has the appropriate nameplates and are legible? Yes D
{1pt)

10. Are employees frained in the proper use of PPE for battery Yes D

changing/charging? (1pt)

L

R 7 R PR e e T

na []

na []

na [

na [

NIA D

nva [

na [
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Appendix S - PEG Physical Examination Checklist -

Mail Processing Equipment

Physical Examinations

Evaluator:
Comments/Corrective action:

Mail Processing Equipment

%

Are proper praocedures followed for clearing jams? (1pt)

Are employees following recommendations in Handbook EL-814 to work
safely? (long hair must be tied back, no loose clothing, no jewelry) {1pt)

Are door, panel, and screen interfocks included on a PM Route to ensure
they are working propery? (1pt)

Is defective equipment red-tagged andfor removed from service? (1pf)

On start-up, the delay, audible alarms, and all waming lights work? (1pt)

Are anti-fatigue mats provided and in good condition and appropriately
sized for the work station? {1pt)

Are procedures in place fo remave broken or malfunctioning support
equipment fram the workroom floor and inform maintenance of the need
for repair? (1pt)

Are machine guards in place? (1pf)

Yes

Yes

0

BBk

Yes

Yes

O

L

O

Eee Eles e BEe e Balan

NiA

NiA

NiA

NiA

NiA

NiA

N/A

N/A
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Appendix T - PEG Physical Examination Checklist - Facility Wide

Physical Examinations

Evaluator:
Comments/Corrective action:

Facility Wide

1. Are all secondary containers not intended for immediate use clearty vs [] n []
labeled with the identify of the contents, appropriate hazard wamnings, and
manufacturer? (1pt)

Reference: EL-810-96-2 1910.1200, {f) EL-801, 8-22

2. Are hazardous chemicals listed on an inventory and maintained in a vs [] N []
controlled storage location? (1pt)

Reference: EL-810-96-2 1910.1200, (e)1)

3. Are walking and working surfaces free from slip, trip, or fall hazards? vs [] N []
(straps, bands, paper on the floor, obstructions across the aisles,
protruding nails/pipes, loose carpet or mats etc.) (1pt)

Reference: 1910.22, (a) EL-801, 8-7

4. Are wet floors posted with waming signs, cones, or both? (1pt) Yes D No [:]

Reference: 191022, (a) EL-803, V EL-814, V EL-801, 8-7



Appendix U - PEG Physical Examination Checklist - Ergonomics

Physical Examinations

13

14,

15

Evaluator:
Comments/Camactive action:

Ergonomics Physical Exam

17

10

11

1

Review rofation work schedules and ensure that employees rotate from
one task to another to minimize duration of exposure to potential risk
factors? (1pt)

Are proper lifiing techniques taught and practiced when manual lifting is
required in onder to prevent or reduce bending and twisting of the back?
(Tpt)

Does the facility provide methods to elevate mail tubs, trays, and bundles
off the floor to reduce bending of the back? (1pt)

Does the faciity provide methods for leading and unleading trays, tubs,
bundles, sacks, etc., o and from pallets and containers in order to reduce
bending of the back and extended reaching? (1pt)

Does the faciity provide methods to raise mail in hampers and contziners
to reduce bending and reaching while removing mai from the containers?
(1pt)

Are materials and mail trays placed at heights to minimize lifting and
handling above shoulder-level? (1pt)

Are reach extension tools provided to increase the employees range of
reach while reducing back-bending and over-reaching? (1pt)

Are there platiorms provided for standing tasks to raise employees fo
proper working height to reduce reaching above shoulder-level? (1pt)

Are containers and rolling stock equipment pushed, not pulied, one
container at-a-time, when manual transporting is required? (1pt)

Are methods avalable for maintenance personnel to reduce ergonomic
risk factors, such as awkward postures, forceful exertions, contact stress,
efc., while performing repair, preventative and routine maintenance on
MPE (Mail Processing Equipment)? (1pt)

Are hand tools, such as cutting knives, that are provided to employees
repaired or replaced as needed to minimize the physical effort and
awlkward postures required to use them? (1pt)

Are al Material Transport Equipment (MTE) wheels, latches, etfc.,
maintained in good repair so as to minimize the physical effort (ie., push
forces) and awkward postures required to operate them? (1pt)

Does the facility provide good quality anti-fatigue matting, with tapered
edges and yellow borders on at least 2 sides, for all operations that
require continuous standing? (1pt)

Is there a procedure in place for employees o report ergonomic issues
and make sugpesfions on task improvements? {1pt)

Does the facility utilize the Area Ergonomics Specialist (ES) for questions

and assistance related to ergonomic issues? (Check facility inspection
reports and 1787s to see if ergonomics issues were identified) (1pt)

ves [

ve []

Yes

Yes

Yes

Yes

ves []

ves []
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Appendix V — List of Safety Resources

Appendix V provides additional resources to help you perform your role as
Safety Ambassador.

1. Safety Toolkit A to Z Index

Search for safety talks and resources by topic:
http://safetytoolkit.usps.gov:12/atozindex.aspx

To access the Safety Toolkit:

Go to blue.usps.gov. Click on ‘Essential Links’. Select ‘Safety Resources’
as shown below.

Essential Links FS

AgzounTog

Conreging win Customers

Continwsus ImsErevement

Cora. Infarrmaren Secunty & Digital Seurens
Corserate Enrary

L = g

DRIvE

miccess

elwarcs

sSuev/eSuy2

eTareer

=HRSSEC forms

Elaction Man

sFayreil

sFazzvers resss

aTraver

Emzityes cass

Exsfutive Laszarship Team
Faginties Respsnss Ling Seif Ssrvice
Famiry Megical Leave S2% [PMLAY
Finz

Forms

Glzbsl Traes Complianse

IT Seif Help/SemvicehNow
wzarning Manazement Syatem
Trhe Marning Rasarr

MMy Pest Office

Natianal Events

HNatianal Prepa‘ecness

Ne=ws

NFE2

Srgenizavenal Shanges
Ferformance Evaluation Systam (PES)

=zint Bl
Fozin EAS
Pasra! Expiorer

Pagza:Snel

Faste: S=rvize Frefie

Reocetion and Tave’

RIME

Sefety ressuTIss

Eer-Sarvice Froflis (SSF passware]
Fmats Buslness Memerss

S=Mrg & Seredullng Tesl (S5T)
Eutmiz 3 Leas

TACE

=Ll

.t
U.S. Banik FTO

Then click on the “Safety Toolkit’ button. The Safety Toolkit (STK) User
Guide is also available to view an explanation of each of the modules in
the Toolkit.

34



Qe T ————

q safety Toolkit )

Serious
Accident Report

Links

g —

A to Z Index

Contact STK
Help Desk

T e AR O

{ STK User Guide )

2. Safety Manuals

The following manuals can be accessed by clicking on the links shown

below:

o EL-800

o EL-801

o EL-803

o EL-809

o EL-809T

o EL-812

o EL-814

Managing Contract Safety
and Health Compliance

Supervisor's Safety
Handbook

Maintenance Employee's
Guide to Safety

Guidelines for Local Joint
Labor-Management
Safety and Health
Committees

Area/Local Joint Labor-
Management Safety and
Health Committee
Training Program

Hazardous Materials and
Spill Response

Postal Employee's Guide
to Safety
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3. PS Form 1783, Job Safety Analysis (JSA)

The JSA is a tool that can be used to promote safety awareness of a particular
task. It lists the steps necessary to perform it, but also includes ways to
accomplish the task safely.

To access nationally developed JSAs, open the Safety Toolkit and click on the A-Z
Index as shown below.

- e R o

‘ A to Z Index '

e ——

Contact STK
Help Desk

Safety Toolkit

Serious

Accident Report

Links

STK User Guide

Scroll down to the letter “J” and click on the JSA link.

Click on the craft JSAs you would like to see.
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Job Safety Analyses (JSAs)

T it 4T 1 bt et by Mg Ptz e e
onoes

Tt v b § s Kon d ol askn s b P Ll arsaem vt

swbire 42 obrark o0t e Girawiemd s el iy s rlg=N
e i ape s,

B thoy W reSosta £ 3 Bacity } ap.

Bt s e I iy s by o8 By

5 0rm (TR O tte 100 e Slevae Arsy i TS S5 Kb o8 Ak Eamin

=

bimnisrasesfasrain HEA Sha o MISC i

- payen

£ Gz I5As (L8 B0

i bt w aan

Click on the file you want to see.

@ Carrier JSAs

Carrier 1541 7

[]# 4 Carvler - Walker Delivery.DOC

(S

Casing Mail. DO

a
—

] ] Collecting Mall From Collection Boxos.DOC
A Tyoe Wicrnsalt Wod 97 - 2003 Docament

= ] Curbside Mounted Delivery. DOC
=l Tvne Microsal Word 97 - 2003 Document
" ] Dog Altack DOC
Tyoe: Mictosot: Word 97 - 2003 Document
il 1] Fueling Veivdes DOC

&

a
|2

Loading Utllity Cait.DOC

al

&

Merestt Word ©

Iype: Microzolt Waord 97 - 2003 Document

Type Muiesolt Word 37 2003 Document

Type: Microeoft Woed 97 - 2003 Doaiment

LLV Stowage and IRetrigval System.OC
iersiell Word 97 2003 Documient

Loading and Unloading Hampers.DOC
(yoe Mciosoft Word 97 2063 Document

Loading General Purpasa Mail Containar (GPMC).DOC
Tyne: Microsoft Word 97 - 2003 Document

Leading the LLV From the Deck.DOC
Type: Microsoft Word 97 - 2003 Document
Ty Microsolt Word 97 - 2003 Document

Mm.lnllﬂq d thmnunl.lng Yehides DOC

Here is a sample JSA:

™ Job Safety Anatysis
ito: Caprler - Walker Dol 'thulhndn-mnnnnl.- he hnre
LS ey retvierd oy 39 TR DB
Tosatianieg, SO Branch, Pust) TeuGeerwton: [ itkesof Bmployess Peiianming the Juk | Otcupationl Con: |
ismve. Corrior whibiry et eny of mad City Carrers et e——
Sueet Address |
Shertediess 1
City: W -’
e
T G A i cr i wea
Hea.
e
=i R ATt ersinimiey  copll L - il R
Tame Smieve Tiame Frant Lumens Lot CHAM Tame:
T, Satety Consatat Te Manage: Sately Brogam Managemert Tt
Cute. LB [ 1 [
approves ven Approest Ve Hu
5 Sequence! Puleniial Hatanis end Ellects s.n-n-nmm-.“' e T 2
T VR iy o ek A T o i Tirnes
SHPEES m AT, wet SES 1CORS AR | ATAITS. KACP OF ,,m....,.'. s
e e it
et B, . i granrossbngin | et P8 AN SIS Ll
tuies i el
17 Facard Hotlweabisr, (2o GEn B et bing [ T B
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Pt 068 excmnive twmsing
T —— i
mEAENEVS NELES STty hl 2 ‘W
EyreT T =l e
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( e i At
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’

37



4. Safety Talks

National Mandatory Talks can be accessed in the Safety Toolkit.

Open the Safety Toolkit via blue.usps.gov. Then go to the gray toolbar at the top of
the page and roll your mouse over to the heading ‘Create Safefy Records’. Select
‘Safety Talks’ as shown below.

SAFETY TOOLKIT

Evaluste & Control Harards  Croate Safoty Records  Monktor
Safety Talks

Welcome Lo the Safety Toalkd. Alan Sheafler

« Bafaty Toolkit News Contractor Observations =
Contractor S&H Understanding i
+ (V15/2015) Revised guidance haugi SIRRSIEUREH I ISEEIAEH ng OSHA penalties, at STK Resources. You can find the new guidince by

chigking here

Macting Minutes
Safety (Hientation
Dreivers License Verification

Mallpiece Incident Hoport Tool

Click on the middle tab titled ’Safety Talks’, as shown below

ion & Materials  Nows ==

I
|1 Document a Safety Talx.

|1 Show me Ihe National Mandatory Salety Talks

“Your 5 Most Recanﬂy Used Safety Talks

mulmm Mdunmi hlei] Satety Falk Titte Version Oate Description
o Decumints found.

ﬂ!e Safoly Talk Hernarmwi down the search Iolaﬁaiew Talk. Sdezl the crtena and click the “Show Safety Talks™ button fes tesuts. the results are No
rent sel of e mber of seasch crtena used. A fille: gema are optional and do not need la be selected

Satuty Talk Yopic: Al Topics -]
] Safety Talk is wsed for 3 Nationally Mandtory Tatk 0

[ OSHA General Awatensss Taks

e —
{2 %%f‘l’aﬂh WK peset parer

Flease enter the Safaty Talk ID into the fallowing fexdbox {o add it to your Talk Recard: £ Search Safety Talk by ID

= Safety Talks Search Resuits

The foliovang gtid Iisls [he Safety Talks thal mateh the sefected ertena above. Click the desctplion ican to <ee gata’s about the Safety Tatk
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Next, in the Safety Talk Filter section, use the scroll bar to select ‘All Topics'.
Click on the button, ‘Show Safety Talks’. You will then see the list of all national
mandatory talks.

Select a Safety Talk title to view the safety talk.

= Safety Talks Search Results i
[The following grid lists the Safety Talks that match the selected criteria above. Click the description icon to see details about the Safety Talk. i
Salety Version j
Talk D Audiences Topic(s) Safety Talk Title Date Description !
i . Document Talk using
1741 Nationsl Animal 8 Insect Safety Bee Safe 9/22/2016 this Safety Tall 2
1756 Mationsl  Animal & Insect Safety Dog Bite Safety Talk April 2017 =t anpoy mwfﬂm £
: this Safety Talk
1755 National  Animal B Jnsect Satfety, Mandatory Deg Bite Safety - Always Be Alert & suae DLM‘:‘LI:"E £
: this Safety Talk
1255 Nationsl Animel & Insect Safety, Mandatory ﬁw&m&w & spene Document Talk using )
. . . Decument Talk using
1738 National  Animal B Insect Safety, Mandatory Zika Stand-up Talk A 82016 this Safety Talk 2
i o OSHA General A Document Talk using
Asbestos General Awareness e
1z National 2 A 4/28/2016 s £
’ Document Talk using
Bleodbome Pathogens a
1703 Natioasl  Bloodbome Pathogens Bleodbome Pathegens 5/2/2016 e, &
| 130 Nationsl  Bloodbome Pathogens Custodial Bloodbome Pathegens 1/21/2016 T m’ A |
i i
B o :Inudbnlnz Pathogens, OSHA Genersl o e prmp Document Talk using o !
wareness Talk 4 |
130 Mstionsl  Chemicals, Mandatory GHiS Employees Talk i 5016 oo L et 'I u 2. ]
i ik i 2 |
! : 2 HA q i
1150 TR R K N asl ?muu Hazard Communication B s Dn(:f:;;f Telkﬂu;n p i
. Chemicals, Mandatory, O5HA General 2 " Document Talk using |
136 National Spill and Leak General Awaren: &i spro1s is Safety Taf » |
| 13 National %:I;mi"h‘ SSHA Benerel Avwarencr ard Communication Genersl Awarsness 5/2/2016 —H"(:i":;": T“"‘:“"‘ » |
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Safety Ambassador

Training Presentation

GET INVOLVED

SPS
AMBASSADORS




Slide 1

Slide 2

Objectives

| After campletion of this course you will be able to:

o Explain the purpose and describe the roles of
the Safety Ambassador Program

o Model behaviors consistent with the Postal
Service philosophy and the Safety Ambassador
characteristics.

o List the benefits of improving safety attitude
and awareness in a facility.

Welcome to the Safety Ambassador
training. You are now a part of an
important group of individuals from
across the country who strive to make a
positive impact on safety in their local
workplace. This training has been
created to help you be successful in
fulfilling your role.

After completion of this course you will
be able to:

* Explain the purpose of the Safety
Ambassador Program

* Describe the roles in the Safety
Ambassador Program.

* Model behaviors consistent with the
Paostal Service philosophy and the
Safety Ambassador characteristics.

= List the benefits of improving safety
attitude and awareness in a facility.



Slide 3 N Dot o g A BRES
r Objectives

; 1. 2 ldentify workplace hazards and recall the
| abatement process.

I © Communicate safe work practices and
methods to peers, management, and other
personnel as needed to ensure compliance.

¢ Use available tools and resources to assist
with maintaining a safe workplace.

st ssc P

Slide 4 SRS S RN
}
Safety Leadership
| “It's all about finding solutions
Together.”
Slide 5

| The Safety Ambassador is ...
| & Amotel feader uho arbraces e USFS
| safety values-

| chan®
| cataptwho oA

* |dentify workplace hazards and recall
the abatement process.

* Communicate safe work practices
and methods to peers, management,
and other personnel as needed to
ensure compliance.

* Use available tools and resources to
assist with maintaining a safe
workplace.

Safety Ambassadors display attributes
of Safety Leadership. Their very act of
leading by example and inspiring others
to work safely will encourage co-
workers to solve safety-related issues.

This is a role you should be proud of,
one that can bring out the best in your
facility and your co-workers. Your
successes have the potential to be
recognized and shared on a district,
area and national level, as all of us
endeavor to find solutions together.

The Safety Ambassador is:

® amodel leader that embraces the
core safety values of the USPS.

® a catalyst that promotes a positive
change in Safety.

® aleader that demonstrates by
example and also communicates the
safety message well.

® aperson that builds bridges to
support efforts in the reduction of
workplace hazards and accidents.



Slide 6

Safety philosophy

* Any occupational injury or iliness can be
prevented.

=5 ._:_.._‘.1_ L

- atall levelsis the
prevention of accidents.

* It is possible to safeguard against all operating
exposures that can result in accidents.

* Al employees must be trained in proper work

procedures, educated to work safely and
understand they are responsible for doing so.

* It is good business to prevent personal injuries on
and off thejob. - ELM811.24

il

Slide 7 s R kb e 7
o The Safety Ambassador

Program
How it works in the facility:

* Installation Head (IH) guides safety
activities

+ Facility Safety Coordinator (FSC) oversees
progress on Safety Ambassador efforts.

* Salety Ambassador Team Leader :SATLi =
(optional) provides updates to FSC.

.....*_
i
|
i

+ Salety Ambassador (SA) communicates
with peers and conducts observations.
i e T T

It’s important to understand the Postal
Service safety philosophy so you will
know how to support the efforts in
your facility:

® Any occupational injury or illness can
be prevented.

¢ Management, at all levels including
the first-line supervisor, is
responsible and accountable for the
prevention of accidents.

® Itis possible to safeguard against all
operating exposures that can result
in accidents, injuries and illnesses.

® All employees must be trained in
proper work procedures, educated
to work safely and understand they
are responsible for doing so.

® |tis good business from the stand
point of efficiency and economy to
prevent personal injuries on and off
the job. - ELM 811.24

The four major players in the local
Safety Ambassador Program are: The
Installation Head, the Facility Safety
Coordinator, the Safety Ambassador
Team Leader (optional) and the Safety
Ambassador.

® The Installation Head guides Safety
Ambassador activities based on the
facility’s accident reduction plan and
OSHA compliance efforts.

® The FSC will report the progress and
updates on Safety Ambassador
efforts to the Installation Head.

® The Safety Ambassador Team Leader
(optional) will collate findings from
the Safety Ambassador activities and
provide regular progress updates,
feedback to the FSC.

® The Safety Ambassador will
communicate with peers on Safety,



Slide 8

"Best Practices

‘For ;}rogram Implernéntét-‘on:

¢ Rotate days of the week to conduct walk-

throughs, :
# Assign and rotate various locations of the
building to Safety Ambassadors. .

- o Coordinate effarts with “Safety Time Out

(ST0).

conduct observations, plus other
safety-related activities prescribed
by the Installation Head.

In the absence of an FSC, the
Installation Head will have oversight,
conduct training and communicate with
the Safety Ambassador(s}.

There are several best practices for
implementing the program:

* Rotate days to conduct walk-
throughs. This gives the employee an
opportunity to see varicus scenarios
and needs that may occur on
different days of the week.

* Assign and rotate various locations
of the building to Safety
Ambassadors. The Safety
Ambassador is a resource for the
employees and this provides a great
opportunity to broaden their
horizons and learn about operations
other than their own, plus connect
with people.

* Coordinate efforts with ‘Safety Time
Out’ (STO). This helps them connect
with the other employees, so that
their voices are heard and
understood. It is also an opportunity
for employees to learn and
understand more about safety as
they dialogue with the Safety
Ambassador.
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Slide 10

Your Role
¢ Model & Communication

AR T
e 2 !

Your Role

Your role as a Safety Ambassador is to
model safety in your facility and
communicate it to your fellow co-
workers by:

¢ Promoting the safety message
through the presentation of safety
talks.

¢ Communicating peer-to-peer
regarding safe work practices and
methods.

® Participating in the ‘Safety Time out’
(STO) activity and gather
findings/feedback from employees.

® Maintaining good housekeeping and
supporting safety rules and
regulations in your work area.

You will also:

® |dentify hazards through daily
observance and weekly walk-
throughs. Abate hazards on-the-
spot when it is feasible to do so.

® Communicate safety findings and
related safety information to
employees in their work area.
Report workplace hazards, unsafe
conditions or practices to the
responsible supervisor through
verbal communication or use of the
PS Form 1767 process.

® Share safety issues and employee
feedback with the Safety
Ambassador Team Leader (SATL) or
FSC (if there is no team lead).
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Accident Causes

It is important to understand how
certain ‘chain of events’ can contribute
to an accident. This will help you
identify hazards and make
recommendations to prevent accidents
or injuries.

* |f a piece of equipment presents a
hazard, it should be reviewed. For
example, if you notice equipment
that is defective, inform the
Supervisor or maintenance, so it can
be addressed. Red tag the piece of
equipment, remove it from service,
S0 no one else can use it. Always use
equipment that functions properly.

° Sometimes work methods need
updating due to a change in the
process, the way a task is performed,
or the type of equipment used, etc...
If this is the case, the procedure
(SOP) and JSA should be revisited to
ensure the work methods are safe.
An example could be excessive
heavy manual lifting.

* Unsafe conditions are physical
hazards that exist in the workplace,
such as a wet floor. The supervisor
should be notified immediately.
Place a barricade around the spill
area to protect employees until it is
cleaned up.

* Sometimes unsafe acts or unsafe
work practices are observed. As a
Safety Ambassador and a leader, you
are encouraged to coach employees
on the correct way to perform their
jobs safely. In particular, new
employees will benefit from this
mentoring. These informal
observations can help prevent future
accidents. An example could be
observing an employee loading
equipment improperly.



Slide 12 Next, we’ll take a look at several items
idantification i Hazaids to keep in mind while conducting your

observations in the workplace.

Slide 13 Emergency evacuation routes,
fire extinguishers and pull
stations must remain unblocked
and accessible at all times to
afford a safe and efficient

evacuation of the building.

¢ Emergency evacuation routes, fire
extinguishers and pull stations must remain
unblocked and accessible at all times.

Slide 14 ® Flammable or combustible

Fire Hazards = liquids should be stored in a
© Flammable ar . i b e ﬂammable Cabinet.

combustible liguids

oot = i ® Materials such as paper,

combustible materials

i ' | B cardboard, and trash should

plugs

be kept away from hot
equipment or electrical
equipment.

®* Damaged electrical cords and
plugs can overheat or short,
igniting carpeting, paper, or
boxes. Electrical cords
should be in good condition.

® Do not use extension cords
as substitutes for permanent
wiring.
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Slips, Trips, and Falls

o Spills and wet floors

& Torn carpet ar
damaged fleoring

o Cords in walkways

o Improperly stored
items

o Open drawers
¢ Standing on chairs

Electrical Hazards

o~

o Qutlets and circuits

¢ Electrical cords and
plugs

¢ Electrical equipment

¢ Electrical repairs

Preventing slips, trips, and falls in the
workplace is important. Hazards that
cause these types of accidents are
common:

® Wet floors from spills,
mopping or wet shoes.

® Torn carpet or other
damaged flooring creating an
uneven walking surface.

® Cords in walkways or storage
of items on the floor.

® Fall hazards — such as
standing on a chair.

Here are some hazards involving
electricity you need to be aware of:

® Do not overload outlets and
circuits. Too many appliances
into a single outlet may
overload the circuit. This
could result in overheated
wiring, which could cause a
fire.

® And any piece of equipment
that shocks, smells, sparks,
or smokes should be turned
off immediately and
reported.

® Leave electrical repairs to a
qualified electrician. Don’t
try to fix electrical
equipment yourself. Just
report it and leave the
repairs to an expert.
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Safe Stacking and Storing

¢ Store items in a safe
place

o Stack evenly and
carefully

o Don'l stack Loo high

¢ Don't stack too low
the heavier items that
are to be handled
manually

¢ Make sure shelves.

can hold the weight

]

Preventing Cuts
and Bruises

© Box knives
o Scissors
¢ Paper cutters

Improperly stacked or stored items can
also be a hazard. Poorly stacked boxes
on a high shelf could topple over and
fall or cause shoulder injury when
handled. So always remember these
safe stacking and storage rules:

® Make sure items are stored
so that they can’t fall when
someone is passing by and
where no one can trip over
them.

® Stack items evenly and
carefully, placing heavier,
larger items on the bottom,
but not too low so as to
create lifting problems.

® Don't stack too high. Allow at
least 18 inches of clearance
under fire sprinkler heads,
and keep items clear of
overhead lights, too.

® If you're storing itemson a
shelf, make sure the shelf is
strong enough to hold the
weight.

® Itis important to use proper cutting
utensils with a guarded blade.

® Always cut away from the body, not
towards.
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Ergonomics:
Reduce Repetition

2 Alternate work
sctivities

& Minibreaks

¢ Eye breaks

@ Slietch exercises

- .._..._.___u‘.
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Office Ergonomics: '
Reduce Repetition (cont)

| Stretching exarcises

@ Neck

2 Back

i
|
& |
2 Hands o B
© Wrists and forearms L gt Eat
2 Shouldsrs % = N
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There are several ways to reduce the
risk of developing musculoskeletal
disorders known as MSDs.

® Rotation of tasks is a good
way to prevent muscle strain,
so that the same muscle
groups are not used all day
long.

® Minibreaks - take the
opportunity to shift your
position, shrug your
shoulders, and rotate your
neck gently.

® Eye breaks - look away from
the monitor at something at
least 20 feet away for about
a minute. This allows your
eye muscles to relax.

Stretching exercises can also help
reduce the strain of repetitive tasks.

Start by stretching your hands. Make
a fist and then extend and spread
your fingers.

Stretch your wrists and forearms,
hold your arms straight out in front
of your body and bend your hands
up and down.

Stretch your shoulders by rolling
them back and forth or reaching
your arms overhead, stretching, and
then bending gently from side to
side.

Stretch your neck by moving your
head gently up and down and from
side to side.

Stretch your back by standing up,
placing your hands on your hips, and
arching gently backward.
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Material Transport Equipment

| o To control movement of MTE, push from
the swivel end.

© Make sure the center shelf is down and
secure gate latches before moving MTE.

© Ifa load has tappled against the mesh
doors of an ERMC, get assistance when
removing the restraining bar. When 5
pressure is placed against the mesh door, | |
the restraining bar can act like a spring
when released

¢ Secure all containers that are loaded onto
wvehicles with shoring bars andfar straps to

prevent the load from shifting.

Back Safety

¢ Maintain good back
posture when sitting,
standing, or lifting

¢ Do not lift more than
you can handle

¢ Use material-handling
aids

o Make sure you can
see over and around

loads you are carrying

There are several safety tips to
remember when working with material
handling equipment. Here are a few:

® To control movement of MTE, push
from the swivel end.

® Make sure the center shelf is down
and secure gate latches before
moving MTE.

® |If a load has toppled against the
mesh doors of an ERMC, get
assistance when removing the
restraining bar. When pressure is
placed against the mesh door, the
restraining bar can act like a spring
when released.

® Secure all containers that are loaded
onto vehicles with shoring bars
and/or straps to prevent the load
from shifting.

® Keeping your back straight will help
maintain strength and prevent
muscle strain and disk problems.

® Don't try to lift more than you can
handle safely.

® |f something is big and heavy, get
help and team lift the object with a
co-worker or use material-handling
aids like carts, dollies, or hand trucks
to move heavy items.

® Always make sure you can see over
and around the load you're carrying
to avoid trips and falls, which can
also injure your back.
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4 Establish a stable stance
& Band at your knees
@ Keep your head up
i @ Use upper leg muscles lo
1 It abject
@ Grip the objact firmly
@ Dan't twist
@ Avod pinch paints when
setting the object down
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Always use proper lifting techniques.

® Begin by establishing a stable
stance. Your feet should be
about shoulder width apart.

® Bend at your knees and hips,
and squat down next to the
object. Do not bend over at
your waist.

® Keep your head up while
lifting.

® Utilize the upper leg muscles
to perform the lift.

® Grip the object firmly. Many
injuries also occur when
people lose their grip and try
to readjust.

® Turn by stepping and don’t
twist your torso. Keep your
nose and toes pointing
toward the load.

¢ Avoid pinch points when
setting the object down.

Understanding Dock Safety can help
prevent a serious accident. Here are a
few things to keep in mind:

L Red/Green lights at the bay doors

indicate when it is safe to enter a
truck. Greens means ‘ok’ and red
means ‘do not enter’.

Dock lights are provided at each
bay door for visibility inside the
trailer. These are to be used when
entering the trailer.

It is postal policy for all trailers to
be chocked before loading or
unloading them. (EL-814, Section
1(E) General Safety Rules.
Employees should not enter a
trailer that has not been chocked.
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Tools & Resources

4 Sakly Anbassador Facliiy Cheghlist
L4 PS-FDT!I\.HST.«R&QO(‘M-MU‘UM Gorxiition -of

Practica
# Erpanded vVehicls Satety Chedk. Notion 76

4 Holsskizemping spéation PS Fornt 4851,

# PS Foim 4565, Vehicle Reapak T4

4 P5Fom 4705, Fie Exteguisher tag

# PS5 Foam 4T0T, Outof Ovdey Tag,ied Tag)

+ P5-Form 1766 - Hazard Warning Carc flof Cuslomer
Beryics opsratione}

4 PaFomm.ITeS, Job Satety Anatysis

# PSForm 4589: Obscharion of Work Prosocs

# P4 Form 4584-P, Obsetvation of Criving Practies. -
Poweied Indugtripl Tnjcks

Tools & Resources

# 5 ot AGES. Otibrviion o Work Practons - Delivery Servias.

-+  Sadnty Toolll/PET Prysical Examinmtion Chacklin - Faciky Wide
# Eatoty Tooll PEG Phisial Examioation Chechiel - Engonomica
Dbardaliton

]
LA, P Finpripnin e il
= Peianr| Sqfély - Shod, Sechon N{aid)

(] Be aware that vehicles can creep
away from the edge of the dock
bay when loading equipment
enters, This is why it is important
for the trailer to be chocked first
and to ensure the dock pate is
securely in place.

Here is a list of tools and resources to
help you document your findings from
your observations and to assist in
maintaining a safe workplace. Samples
of these documents are located in your
Safety Ambassador Role Manual.

=  PS Form 4707, Out of Order tag
- PS5 Form 4565, Vehicle Repair tag

- PS Form 4851, Housekeeping
Inspection

- PSS Form 1766, Hazard Warning
Card
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~ Safety Ambassador
Safety Resources Page
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Slide 28 P A
Building bridges,
| Making a difference
| “What we do together is far greater than what
| could be accomplished alone.”
Slide 29 LGB ST R RN
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USPS
SAFETY AMBASSADORS

Building a tradition of caring

A Safety Ambassador module is located
in the Safety Resources page of the
Safety Toolkit. Resources and tools can
be downloaded and the page is used as
a central location to recognize and
promote safety best practices from
across the nation.

*Note: Computer access is based on
local availability.

You are now part of a major effort to
make a positive impact on safety at the
local workplace.

As you build bridges and work together
with your fellow co-workers, expect
good things to happen.

“What you do together will be far
greater than what you could
accomplish alone.”

Ensuring a safe work workplace is
everyone’s responsibility ... and besides
... (8o on to next slide)

It carries on a great tradition of caring
for our employees across the nation.



Slide 30 ; Congratulations! You have now
Summary i completed the Safety Ambassador
Now that you have completed the Safety Ambassador training and are read\/ tDi
training, you are ready to: g
. & Model safe work practices
¢ |dentify hazards .
o the safety with your peers | * Be successful in your role as Safety
and management to ensure compliance. | .
¢ Navigate available tocls and resources, to expand Ambassador by modellng Safe Work
your capability in helping to maintain a safe . . . .
workplace. practices, identifying hazards and
communicating the safety message
with your peers and management to
ensure compliance.
* In addition, navigating available tools
and resources, will expand your
capability in helping to maintain a
safe workplace.
Slide 31 To document completion of this course,

please record this training in the
© Now that you have completed this course, % & Lea rning Management SyStem (LMS)
please record this training in the employee’s using After the Fact (ATF) CDUI’SE

training history using:

“Aftarthe Fact’ Course #10026701, 5 #10026701

Safety Ambassador Tralning.

Course Completion
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October 12, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 1970 0000 3442 7085
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service proposes to establish national guidelines for the existing Safety Captain Program and
rebrand it as, Safety Ambassador Program.

The purpose of the proposed Safety Ambassador Program is to design a standardized safety program
based on the existing and locally developed Safety Captain Program. The Safety Ambassador Program
will focus on employee engagement, training, communication, hazard identification/abatement and
accident reduction.

Safety Captains, renamed, Safety Ambassadors will partner with the Facility Safety Coordinator (FSC)
and/or Installation Head using existing programs to promote a culture that encourages employee
participation to improve the safety climate in the workplace.

We have enclosed:

e A copy of the proposed final draft of the Management Guide: The Safety Ambassador Program,
Safety Ambassador Training Presentation and The Safety Ambassador Program Roles.

e A copy of a narrative explanation.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

. ,/
Sincerelyy

7
¥
r

Alan S. I
Manager
Labor Relations Policies and Programs

oore

Enclosures

475 L'ENFANT PLaza SW
WasHINGTON DC 20260-4101
WWW.USPS.COM
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SAFETY AND OSHA COMPLIANCE PROGRAMS

UNITED STATES

POSTAL SERVICE

To: Alan Moore, Manager Labor Relations

From: Linda DeCarlo, Manager, Safety and OSHA Compliance Programs
Date: May 2, 2017

Subject: Safety Ambassador

Safety and OSHA Compliance Programs is planning to roll out a national revision of the
Safety Captain program, entitled, Safety Ambassador. Currently the Safety Captain
program has been managed and implemented without any national oversight. The intent is
to take the existing locally developed Safety Captain program and design a standardized
safety program that will focus on employee engagement, training, communication, hazard
identification/abatement and accident reduction. Safety Ambassadors will partner with the
Facility Safety Coordinator (FSC) and Installation Head to use existing programs to promote
a culture which encourages employee participation to improve their safety climate in their
workplace.

The documents associated with this program are:

o Management Guide: The Safety Ambassador Program
e Safety Ambassador Roles Model
e Safety Ambassador Training presentation

475 L'ENFANT PLaZA SW
WASHINGTON DC 20260
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Management Guide
Postal Service Facility Safety Ambassador Program

Safety philosophy of the Postal Service™ —

= Any occupational injury or illness can be prevented.

+ Management at all levels, including the first-line supervisor, is responsible and
accountable for the prevention of accidents.

e It is possible to safeguard against all operating exposures that can result in
accidents, injuries, and ilinesses.

» All employees must be trained in proper work procedures, educated to work
safely, and understand they are responsible for doing so.

» It is good business practice from the standpoint of efficiency and economy to
prevent personal injuries on and off the job.
— Employee and Labor
Relations Manual (811.24)

Safety Am bassador Program

When a safety program engages and empowers employees to support a safety
philosophy, the result is a genuine commitment from employees rather than simple
compliance. The Safety Ambassador Program exemplifies this safety philosophy.

The program fosters the following:
+ Peer-to-peer communication.
+ Employee hazard identification/abatement.
+ Communication with facility upper-management to support efforts to reduce
workplace injuries/accidents.

Facility Requirement

Every facility is required to have a Safety Ambassador Program in its facility. For best
results, the Postal Service recommends having one Safety Ambassador representing
each craft in the facility, on each tour.

Facilities greater than 50+ manyears — The Installation Head guides activities based
on the facility’s Accident Reduction Plan and OSHA compliance efforts, The Facility




Safety Coordinator (FSC) reports on the progress and updates on the Safety
Ambassador efforts to the Installation Head. In the absence of a FSC or designee, the
Safety Ambassador reports progress directly to the Installation Head.

The FSC is responsible for maintaining the local Facility Safety Ambassador Program.
This includes activities, roster of Safety Ambassadors, and documented training. Safety
Ambassador activities can be documented in the facility's quarterly Joint Labor
Management Safety and Health Committee (JLMSHC) meeting minutes.

Facilities less than 50 manyears —The Installation Head/FSC guides the efforts of the
Safety Ambassadors based on the facility’s plan to reduce accidents. A voluntary
Accident Reduction Plan (ARP) can be created in the Safety Toolkit which will also
incorporate District goals. Activities are updated quarterly using the Safety Toolkit's
Meeting Minutes template. Keep copies of the minutes on file in the office and make
them available for review by the District Safety and the Manager, Post Office Operations
(MPQO).

Definition, Selection, and Role of Safety Ambassador Team
Leader and Safety Ambassador

Safety Ambassador Team Leader {Optional} — For facilities with multiple craft
representatives, the role of the Safety Ambassador Team Leader (SATL) is to
coordinate activities. (If a SATL is not used, then the Safety Ambassador would assume
the duties of the SATL)) N

Safety Ambassador ™— The Safety Ambassador is a volunteer position. The Postal
Service provides training. The characteristics of a Safety Ambassador are the following:
+ Demonstrates leadership qualities embracing safety values.
¢ s a catalyst to promote a positive safety environment.
¢« Communicates the safety message well.
¢ Possesses the ability to build partnerships with operations and others in the
facility to promote safety efforts.

Selection of Safety Ambassadors and Safety Ambassador Team Leader ~—~ The
selection pool is comprised of volunteers and recommended candidates from the
bargaining unit representative(s). The Instailation Head makes the final decision.
Management and bargaining unit representatives continuously evaluate and assign or
re-assign Safety Ambassadors as needed.

Training is required. Use ATF course, Safety Ambassador Training, #10026701.
Training material, including a Safety Ambassador Roles Manual and PowerPoint
material, are provided.

Duties of Safety Ambassador Team Leader — The recommended duties and
responsibilities of the SATL are the following:
» Coordinates the activities of the Safety Ambassadors in the facility.




Serves as point of contact for the FSC for checklist cbservations, feedback, and
updates of activities from other Safety Ambassadors.

Completes facility checklists, inputs results into the Safety Toolkit.

Assists the Installation Head or FSC during a facility walk-through helping to
identify improvements to working conditions and/or work practices.

Offers positive verbal recognition to co-workers.

Supports facility S&H Committee initiatives and assists with implementation.
Communicates updates and progress on facility safety initiatives to other Safety
Ambassadors to ensure their efforts are in line with the safety vision and
expectations of the Installation Head.

Duties of Safety Ambassador — The recommended duties and responsibilities of the
Safety Ambassador are the following:

Engages co-workers in safe work practices and methods.

Participates in the ‘Safety Time Out’ (STO) program. STO is a program in which
an employee specifically looks for safety hazards to correct or report them. The
findings can be forwarded to the Supervisor or Safety Ambassador.

Maintains good housekeeping and supports compliance with safety rules and
regulations in their work area.

Identifies hazards through daily observance, weekly walk-throughs, and feedback
gathered from employees.

Abates hazards on-the-spot when it is feasible to do so.

Communicates the safety findings and related safety information to employees in
their work area through Safety talks.

Reports workplace hazards, unsafe conditions, and practices to the responsible
supervisor through verbal communication or the use of the PS Form 1767,
Report of Hazard, Unsafe Condition or Practice, process.

Shares safety issues and employee feedback with SATL (if applicable).
Participates in facility inspections.

Assists the supervisor with orientation of new employees about safety
procedures, including the facility’s evacuation plan.

Assist in developing Job Safety Analyses (JSAs) as needed.



Exhibit 1 shows suggested activities and timeframes to assist in ensuring a safe
workplace. (Note: The Supervisor makes the assignments.)

Exhibit 1. Safety Ambassador Program Activities by Role .

Role

Safety Ambassador

Safety Ambassador
Team Lead
(optional)

Supervisor

Safety Ambassador Program

Activities

Communicates the safety findings and
related safety information to employees in
their work area through Safety talks.

Updates Lean Safety board.

Participates in STO (Safety Time Qut) and
gathers feedback from employees.

Conducts safety walk-throughs,

Reviews safety checklists from SAs
weekly. Shares updates, feedback on
safety issues and findings from walk-
throughs with the FSC (written or verbal).

Engages co-workers regarding safe work
practices and methods,

If this role is used, the Team Lead helps
coordinate activities of the other SAs and
serves as a point of contact for the FSC.

He or she will also provide progress on safety

initiatives to the other SAs and updates

from management to ensure efforts are in
alignment with the vision and expectations
of the Installation Head {written or verbal).

Oversees program. Communicates
expectations and manages SA activities,
Discusses progress on abatements for
items listed in the weekly walk-around and
updates on safety boards, etc..,

Ensures SA training. (Tracks yearly
required training.)

. Recommended

Frequency

Weekly

Daily
Daily

Weekly

Weekly

As needed

Monthly

Daily

Quarterly

Recommended

Duration:

40 mins. (prep. and present)

10 mins.
5 mins

20 mins.

10 mins.

15 mins.

5 mins,

15 mins




Safety Ambassador Resource Page

The Safety Ambassador module is located in the Safety Resources page of the Safety
Toolkit. Safety Ambassadors have access to forms, checklists, and resources.

In addition, best practices will be posted here. This sharing of ideas brings the Safety
Ambassador Program efforts together and can help lessen the gap in generating
widespread safety success within USPS.

Area Safety Managers can select the best practices that will best represent their Area
on the Safety Ambassador Resource page.

One individual, one team, one facility, one District, influencing and impacting many...

Hierarchy of Communication

eMonitors Districts' safety successes
and best practices. Selects which

Area best practices are to be posted to
the Safety Ambassador site under
HQ Safety Resources.

*Monitors results from Safety
Ambassador Programs throughout

; : the District. Selects best practices
D Istrict to displayed on the Safety
Ambassador site located under

) ”Saf‘ety Resourcs.

eSubmits hest practices and
successes to District Safety.

Employee Engagement and Positive Reinforcement

The importance of positive reinforcement/employee engagement is that it drives
performance in the same direction as the leadership’s expectation and vision for safety
in a facility.

Employee Engagement — The role of management is to be involved, promote safety
programs, and recognize and correct unsafe acts, working conditions, and practices. In
light of the effort to work together and build a workforce of the future, it is important that
management’s role is visible in engaging employees to support that mission. An
Installation Head should invite a Safety Ambassador to walk with him or her during the
facility walk-through. The Safety Ambassador will be able to point out hazards or work
practices that have been corrected or improved. This demonstration will go a long way
to support management’s expectation to maintain a safe workplace.



Safety Ambassador Positive Reinforcement — With the Installation Head guiding the
efforts, positive reinforcement through recognition and verbal praise will go a long way
to bring a team together to work towards the same goals and achieve results. Safety
Ambassador local recognition will help to enhance the safety environment and create
positive benchmarks.

Method of Measurement and Benefits

Improved safety attitude and safety awareness can be demonstrated by the following:

Reduced facility injury/illness rates.

Increased participation in safety meetings.

Successfully identified and timely abated hazards. (Shown by completed PS
Form 1767s, inspection reports, JLMSHC minutes, and Safety Ambassador
Leader correspondence.)

Increased safety promotional activities and successful implementation of
safety initiatives.

Increased local recognition of safety successes, best practices, and promotion
of initiatives on the District Safety Ambassador webpage.

Increased positive feedback and open communication about safety on the
Postal Pulse survey. '

Increased employee engagement and involvement resulting in a positive
‘Postal Proud’ attitude.




Safety Resources

The following links are provided to access manuals and webpages listed below:
o Safety Toolkit A to Z Index to search for safety talks and resources by topic:
http://safetytoolkit.usps.gov:12/atozindex.aspx

o ELM Chapter 8, Safety, Health, and Environment:
http://about.usps.com/manuals/elm/elmc8.pdf

e Safety-related handbooks:

o EL-800 Managing Contract Safety and Health Compliance

o EL-801 Supervisor's Safety Handbook

o EL-802 Executives’ and Managers’ Safety and Health Program and Compliance
Guide

o EL-803 Maintenance Employee's Guide to Safety

o EL-804 Safe Driver Program

o EL-809 Guidelines for Local Joint Labor-Management Safety and Health
Committees

o EL-809T Areal/lLocal Joint Labor-Management Safety and Health Committee
Training Program

o EL-812 Hazardous Materials and Spill Response

o EL-814 Postal Employee's Guide to Safety

o AS-556 Asbestos Management Guide

PolicyNet — The PolicyNet web site provides manuals, handbooks, management
instructions, forms, etc. hitp:/blue.usps.gov/cpim/hbkid.htm

UNITED STATES

FOSTAL SERVICE. Postal Servi éolicyNet

Search (Manuals ((mis (Pues (mops [ Forms [Notices (" wmos [~ Vmes

Posters

Postal Bulletin 2 Tite & Edition Date &
Current Issue Classified National Security Information Program HTML AUG 2007
SZ;E {:ﬁs and Due Dates Guide to Privacy, the Freedom of Information Act, and HTML MAR 2016

Reconds Management
et Resources Design C 3 reviston in
How to Publish Space Requirements. Zip  JUL 1889
Clearance il
ArchitectEngineer Project Requirements (Zip File) MAR 2000
- Online Links Section 508 HTML JUN 2002
Blue Section 508 Technical Reference Guide HTML SEP 2004
USPS.com Paper and Paperboard Racycling Guide and Plan HTML SEP 1997
ML Bulletins Paliution Prevention Guide HTML AUG 1996
Asbestos Management Guide HTML MAY 1898
Facility Energy Management Guide HTML SEP 1988
Material Management HTML JAN 2015

Local Buying and Purchase Card Policies and Procedures HTML FEB 2015
Informalion Security HTML NOV 2016




LABOR RELATIONS

UNITED STATES

F POSTAL SERVICE

ECEIVE]

0CT 16 2017

)

October 11, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to introduce a new way for employees to
submit ideas to improve the organization. The new program is called IdeaSMART.

IdeaSMART will be available through LiteBlue® and allow employees to post general ideas
related to individual departments, such as Operations, Human Resources, and Marketing or
Sales. Additionally, employees will be able to post ideas in response to solicitations concerning
programs or subjects. Once posted, other employees will be able to read the submitted ideas,
provide comments, and vote on them.

IdeaSMART is scheduled for implementation in November.
We have enclosed the following material related to this program:

Welcome to |deaSMART!

Liteblue® ldeaSMART: New employee idea program coming soon
LiteBlue ® IdeaSMART in Action

LiteBlue® |deaSMART Contact

Submitting an Idea to an Active Business Challenge

Submitting an Idea to an Open Ideas Forum

Frequently Asked Questions

Postcard for employees — [deaSMART

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Singa(y,

Alan'S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHingTON DG 20280-4101
WWW.USPS.COM



Welcome to IdeaSMART!

IdeaSMART is a cloud-based platform, used to engage employees in a collaborative method to improve Postal
Service processes, services, etc., by sharing ideas relevant to specific posted business challenges (sustainability,
employee engagement, marketing, revenue generation, etc.). Employees are encouraged to share their ideas, as
well as vote and comment on other employees’ ideas. Shared ideas must be clear, relevant, and contain a solution
to the posted business challenge, in order to progress through the various workflow stages such as 1) Idea Sharing,
2) Collaboration, 3) Subject Matter Expert Review, 4) Finalists, and 5) Greenlight!

STEP 1: Below are questions to help you start thinking in more detail about your “Business Challenge.”

a) Why do you want to run this business challenge?
e  What problem(s) do vou need to solve?
e Who is currently affected by the problem? (Identify all stakeholders and their relationship to the problem).
e  What are the current costs to the Postal Service due to the current problem?
e If possible, provide numbers to convey the size and importance of this problem and how it has grown over
time, or will grow in the future.

b) What challenges have developed from this problem and why do you want to address the problem now?
o  What factors (internal and external) contribute to this problem being a priority right now?
e [sthere a leader or customer who is particularly focused on this problem right now? If so, why?
e [sthere a competitive or environmental trend driving this problem (e.g. competitive pressures, technology
change, aging population)?

¢) What are the tensions buried in this problem? (You will need to create a Business Challenge “Brief”
which will describe your business challenge, in great detail)

e A great brief has an interesting tension. For example, does management view this problem differently than
non-management employees? Are various parties incentivized or rewarded differently relating to this
problem? Are there past events that contribute to a gap between stated and actual intentions? Describe
perceptions versus reality for the sponsor and key stakeholders.

d) Imagine the ideal scenario AFTER you have solved this problem.
e Assume you have solved this problem. Imagine and describe how the Postal Service stakeholders will
think, feel, behave, and interact differently than they do now?
e  What changes will be able to be measured (tied back to your business challenge objectives)?

STEP 2: Complete the attached Business Challenge Planning Checklist. This a guide to assist you in posting a
business challenge which will allow you to collaborate with employees at all levels throughout the Postal Service,
obtaining their ideas and comments to help resolve current and/or future problems.

STEP 3: Prepare your Business Challenge Brief (example attached) and find a graphic/image which will assist
employees in identifying with your business challenge (you may already have something available or you might
want to work with someone in Corporate Communications).

STEP 4: Contact us at ideasmart@usps.gov if you have questions, require assistance, or would like to post a
business challenge:

Rev. September 27, 2017



Business Challenge Planning Checklist

Organization: Click here to enter text.
VP/Manager: Click here to enter text.

1.

3.

Objectives:
Identify your objectives, specific to your business challenge, and how they will be measured below. Consider
both “hard” (numeric) and soft (qualitative) goals:

Date: Enfo

EXAMPLE: (Use to complete section below)

Objectives

Measurement of Objective

EXAMPLE: Accident Reduction

10% reduction in total accidents

Your Business Challenge

Objectives

Measurement of Objective

Click here to enter text.

Click here to enter text.

Click here to enter text.

Click here to enter text.

Click here to enter text.

Click here to enter text.

Participants:
What employee groups and how many employees do you anticipate participating in your business challenge?
Consider their likelihood to be responsive, innovative, and their access/ability to log into a web application.
Make sure you have a real crowd (2,500+ employees) who are able to join/participate.

EXAMPLE: (Use to complete section below)

Who Will Participate in Business Challenge?

# of Participants Expected

EXAMPLE: A/l HR staff nationally

3,300 employees

Your Business Challenge

Who Will Participate in Business Challenge?

# of Participants Expected

Click here to enter text.

Click here to enter text.

Click here to enter text.

Click here to enter text.

Business Challenge Topic (Brief):

The topic of your business challenge drives the employee engagement! Consider the following:
What topics might be interesting to you (the organization)? What topics might be interesting to

participants?

What about these topics is strategic for the organization? How do these topics impact employees? Try to
prioritize the employees’ interests, or find the employees” point of connection to the organization’s topic.
State the topic in the form of a question, (“How might we 7 works well, as it is an open-ended

question, yet confident.)

How can you create a certain amount of “tension” or “edge” in the way you pose the topic question?

Remember to keep it simple!

There needs to be a business challenge “brief” (description of your business challenge). Who will write

your brief?



EXAMPLE: (Use to complete section below)

Business Challenge Topic (Brief) Questions

Business Challenge Topic (Brief) Answers

Organization’s business challenge topic(s):

Workplace Safety

Employees’ point of view on these topics:

“Employers only care about workplace safety to
avoid being sued. Safety is boring. Nothing bad
will happen to me, anyway.”

State this as a question, such as “How might we . .
.7 or use an active verb,” “How can we engage
our employees? Now, Give it an edge!

“That hurts! How might we avoid workplace
injuries?”

Your Business Challenge

Business Challenge Topic (Brief) Questions

Business Challenge Topic (Brief) Answers

Organization’s business challenge topic(s):

Click here to enter text.

Employees’ point of view on these topics:

Click here to enter text.

State this as a question, e.g. “How might we . . .?
or Active verb,” “How can we engage our
employees? Now, Give it an edge!

Click here to enter text.

4. Duration:

How long will your business challenge run? (Six to eight weeks is a good rule of thumb, but if this is a first
business challenge for your organization, you may need to plan longer to work out kinks and maximize

employee engagement.)

Est. Start Date: Click here to enter a date.

Engagement ~ Idea Quantity and Quality:

Est. End Date: Click here to enter a date.

How many employees, of those eligible to participate, do you think will participate in your business challenge?
(A low engagement rate is < 1%. A strong engagement rate is 10% or greater.)

Given the number of employees and the expected engagement rate, how many ideas do you hope to generate in
your business challenge? If the topic is relevant to all employees, and posed with an edge or tension, you can
expect the high end of engagement. This still will require on-going activation both on and off-line. 1f itis a
narrow or boring topic, expect fewer ideas!

EXAMPLE: Use to complete section below

Questions Answers
How many employees are eligible to join your business challenge? 3,000
If 10% join your business challenge, provide number of participants: 300
How many ideas would you receive if 1/3 of the participants submit an 100
idea?

Your Business Challenge

Questions Answers
How many employees are eligible to join your business challenge? Click here to enter text.
If 10% join your business challenge, provide number of participants: Click here to enter text.
How many ideas would you receive if 1/3 of the participants submit an Click here to enter text.
idea?




6. Roles and Staffing:
Now that you know how many people and ideas you can expect, you need to assemble a team to manage your
business challenge and moderate ideas. See the required roles (and job descriptions) below.

General Moderators:

* You will need General Moderators to greet members, acknowledge and filter new ideas. As a rule of
thumb, allow 10 minutes per idea for greeting and basic filtering. About 60% of ideas will pass this basic
filtering stage.

e Ideas that pass the basic filters can improve greatly through further moderation, e.g. posing questions to the
submitter to encourage them to develop their ideas further. Plan about 25 minutes per idea for this second
stage of moderations.

e  General Moderators set and uphold a positive, constructive tone in the community, leading by example.
Reviews ideas for clarity, relevance, and containing a solution (or other base level metrics agreed upon by
the organization). Ensures all ideas are moving through the workflow.

Expert Moderators:

e Expert Moderators need to plan to spend 1 to 1.5 hours per day during the second half of the business
challenge, commenting on the highest potential ideas before the “ReviewScale” process.

e Possesses domain knowledge in an aspect of the business challenge topic (usually mid-career). Reviews
ideas forwarded to them by moderators, or in a defined “stage™ of the workflow. Comments constructively
on high quality ideas, posting questions to the Idea Author to help them consider additional dimensions,
thinks through the idea, expands on it, makes connections with other ideas, or refers them to resources
(online or in the organization).

Moderation Manager:

e Oversees the moderators day-to-day, ensuring all ideas are reviewed and moved through the workflow.
Knows the ideas intimately and assists moderators in identifying “sleeper” ideas, resolves questions.
Responsible for weekly reporting to the Business Challenge Manager on best ideas, idea trends, etc.

Business Challenge Manager:

e Responsible for the overall success of your business challenge, from planning through hand-off of winning
ideas for implementation. Interfaces closely with the Moderation Manager. Accountable for meeting
business challenge goals and for ensuring ideas move efficiently through the workflow.

EXAMPLE: (Use to complete section below)
Time Required Answers
Greet & Filter: 100 ideas x 5 minutes to greet AND 10 minutes to filter = 25 person hours
Moderate: 100 ideas x 25 minutes to moderate = 42 person hours each
Expert Moderation: 50 ideas x 25 minutes x 5 experts =21 hours EACH
Number of General Moderators to “Greet and Filter”: Click here to enter text.
Number of Expert Moderators to “Comment on Ideas™: Click here to enter text.
Name of Business Challenge Manager: Click here to enter text. Confirmed [J
Name of Moderation Manager: Click here to enter text. Confirmed [J
Names of General Moderators: Click here to enter text. Confirmed [
Click here to enter text. Confirmed [J
Click here to enter text. Confirmed [J
Names of Expert Moderators: Click here to enter text. Confirmed [J
Click here to enter text. Confirmed [
Click here to enter text. Confirmed [J



s

Training:

General Moderators and Expert Moderators will need training on the IdeaSMART platform and on moderation
(approximately 30 minutes). The following training courses are available through the Learning Management
System (LMS): IdeaSMART Business Challenge Manager and IdeaSMART Business Challenge Moderator.
Provide the names of your General Moderators and Expert Moderators below.

Your Business Challenge
General Moderators Expert Moderators Date Training Completed
Click here to enter text. Click here to enter text.
Click here to enter text. Click here to enter text.
Click here to enter text. Click here to enter text.
Click here to enter text. Click here to enter text.

Idea Basic Filters and Value Metrics:

What will you value most in the ideas you receive? Is feasibility important so that you can show rapid traction?
Or, will your Vice President want to see out-of-the box innovation? If so, Innovativeness should factor high in
your Idea Metrics.

Try to keep your metrics to 1) no more than three basic filters (e.g. Clarity, Relevance to the Topic, and
Contains a Solution), and 2) no more than three value metrics (e.g. Feasibility, Desirability, Impact, Scale-
ability, and/or Innovativeness):

Basic Filters:
1. Clarity: Is your idea clearly stated so others can understand what your idea is, who would use it,
and how it would work?
2. Relevance: s your idea relevant to the topic of the business challenge?
3. Solution: Does your idea suggest a solution, not just a problem?

Value Metrics: Select the Value Metrics applicable to your business challenge and enter a percentage
indicating the importance of the value metric (0% to 100%) in the column below (total must = 100%):

Your Business Challenge
Value Metrics Percentage
Feasibility: Technically feasible to implement in six months or less Click here to
enter text.
Scale-ability: Can be used in many locations (local or national) Click here to
enter text.
Desirability: Employees will want to adopt the solution Click here to
enter text.
Impact: Reduces cost, improves employee engagement, improves customer experience, | Click here to
improves operational efficiencies enter text.
Cost to Value: Low cost for impact delivered Click here to
enter text.
Innovativeness: New to the USPS or new to the world Click here to
enter text.
Other: Click here to enter text. Click here to
enter text.
TOTAL = 100%




9. Information Collection:

Posting a Business Challenge allows employees to submit ideas, and/or comment/vote on coworkers’ idea
submissions, relevant to the Business Challenge. However, it also provides you with an opportunity to collect
specific information which may be relevant to your Business Challenge. If you are interested in collecting specific
information from your employees during your Business Challenge, enter your question(s) and answer choices in the
section below.

EXAMPLE: (Use to complete section below)

Question Possible Answer Options
EXAMPLE: How do you like to be recognized by 1) In front of co-workers
your manager? 2) Privately

3) Inwriting
4) Certificate of Appreciation

Your Business Challenge

Question Possible Answer Options
Click here to enter text. Click here to enter text.
Click here to enter text. Click here to enter text.
Click here to enter text. Click here to enter text.

10. Communications / Support Plan:
A successful business challenge needs strong communications, not just when it goes live, but from start to
finish. How will you announce your business challenge to the eligible employees? What communications
channels are available? Who will develop the messaging? Who must approve the messaging? Each week the
business challenge manager should communicate with the crowd at least once, ideally twice. Content can focus
on progress to-date, upcoming deadlines, etc. Communication can highlight great ideas or model participants,
or provide quick tips.

Off-line events and champions can greatly stimulate participation. Do you have access to Innovation
Champions or Ambassadors?

Champions and Ambassadors:

e They drive employee engagement in innovation by offline and online communications to their assigned set
of employees (e.g. by function or region).

e They are impatient with the “status quo,”

o They have high social and organizational skills

e They can motivate employees who are in the shadows or lack confidence to stretch themselves.

e They love to invest in bettering people

e They are highly committed to the organization’s success.

Communication Plan:

e Communications Channels: Click here to enter text.

Communications Creative Team: Click here to enter text.

Main Business Challenge Image(s) Developed and Approved: Click here to enter text.
Brief Developed and Approved: Click here to enter text.

Communication Approvals Required: Click here to enter text.

Champions / Ambassadors: Click here to enter text.



11. Implementation Plan and Resources:
Before announcing your upcoming business challenge, you NEED to have committed resources (people and
money) for implementation of worthwhile ideas. How many ideas can you afford to implement? Who will be
responsible for implementation? How much time will they be given to show progress? How will progress be
measured?

Describe your implementation plan: Click here to enter text.

List persons responsible for your implementation: Click here to enter text.

Was HQ review and concurrence obtained to run this business challenge? Click here to enter text.
Budget approved for identified idea implementation(s)? Click here to enter text.

12. Return On Investment (ROI):
Before you go live with your business challenge, try to capture the return on investment your organization
expects. Is it one big “splashy” idea, or 50 small ideas? Will it be cost savings exceeding costs of the business
challenge? Or will it be increasing top-line growth by X? How about employee engagement and excitement?
Who will measure outcomes, and how?

Remember, ROI measures should tie back to your identified objectives listed in the Objectives section at the
beginning of this checklist.

What ROI do you hope to achieve? Click here to enter text.

AGREFEMENT:

I have read the above information and am aware of the commitment required regarding:
e Resources required to ensure all ideas move through the identified business challenge workflow timely
e Funding required to implement ideas providing a viable solution to our business challenge’s objectives

If required, Legal review and concurrence has been obtained.

If required, HQ review and concurrence has been obtained.

Business Challenge Manager Date

Pam Grooman Date
Manager, Pay & Performance Programs



Business Challenge Brief
(example)

Active Business Challenges

Demo Business Challenge

Employee ideas can make a big difference to the U.S. Postal Servicel Would you like to assist the Postal Service
by crealing employee ownership, employee engagement, improving employee morale, increasing job satisfaction,
improving operations, or increasing revenue? These are just a few of the benefits which may be achieved by
utilizing the new IdeaSMART application. How do you think IdeaSMART would benefit your organization?

Enter the Challenge

ldeaSMART

Demo Business Challenge

Submit New idea

WELCOME IDEAS FAQS

Search ldess

Demo Business Challenge

Employee ideas can make a big difference to the U.S.
Postal Service! Challenge Activity

Would you like 1o assist the Postal Service by crealing ® 3 ideas Posted
employee ownership, employee engagement, improving '
employee morale, increasing job satisfaction, improving
operatlons, or increasing revenue? These are just a few of
the benefits which may be achieved by utilizing the new
|deaSMART application. How do you think IdeaSMART
would benefit your organization?

Harrison, Valerie K - Eagan,
MORE DETAILS MN
Challenge Owner

CHALLENGE TEAM

GRAPHIC (Need an image):

Make sure you own or have obtained appropriate authorization to utilize selected graphic. Make sure the
dimension of your image is 690 x 518 (pixels). This is IdleaSMART’s recommended minimum size, and has an
aspect ratio of 4:3.

CHALLENGE BRIEF:
Headline and Teaser:

e Headline:
o Demo Business Challenge

e Teaser:
o Employee ideas can make a big difference to the U.S. Postal Service!
o Would you like to assist the Postal Service by creating employee ownership, employee engagement,

improving employee morale, increasing job satisfaction, improving operations, or increasing revenue?
These are just a few of the benefits which may be achieved by utilizing the new IdeaSMART platform.
How do you think IdeaSMART would benefit your organization?



Challenge Brief (shown when emplovees click “More Details™):

e Brief: (detailed information relative to the reason you are running a IdeaSMART Business Challenge)

o IdeaSmart is a cloud-based platform, used to engage employees in a collaborative process to improve
Postal Service processes, services, etc., by sharing ideas relevant to specific posted business challenges
(sustainability, employee engagement, marketing, etc.) Employees are encouraged to share their ideas,
as well as vote and comment on other employees’ ideas. Shared ideas must be clear, relevant, and
contain a solution to the posted business challenge, in order to progress to the next stage. Ideas moved
to the next stage will allow other employees, as well as the subject matter experts (SMEs) to review,
vote, and add comments, facilitating discussion, collaboration, and ultimately a better idea. Ideas
which receive a higher number of votes and/or have been identified by our subject matter experts as
having potential to solve the posted business challenge are moved to this stage for further subject
matter expert review and possible submission to the final stages. In the final assessment stage, the
following tasks will be performed: further review of the Subject Matter Expert review, consideration
of the Return on Investment (ROL), and selection of the most promising ideas for imptementation and
submission to the Business Challenge Manager (owner) for their final decision as to whether any of the
final ideas will be implemented.

o Each posted Business Challenge will need to provide information and have a dedicated support system

in order to manage the Business Challenge, which would include, at a minimum:
» Topic and applicable Questions

Objectives

Participants

Start and End Dates

Staffing:
¢ Business Challenge Manager
e Moderation Manager
e General and Expert Moderators

* Training

* Idea Metrics (i.e., what do you value most in the ideas being submitted? Feasibility, Scale-
ability, Desirability, Impact, Innovativeness, etc.?)

*  Communications Plan

*  Brief (approved written description of your Business Challenge; what results you would like to
achieve; what the participants need to know in order to provide viable solutions)

*  Graphic (approved graphic to catch the participants’ attention), representative of your Business
Challenge

*  Implementation Plan and Resources (committed people and funding)

* Return on Investment (ROI) Expectations

= Legal and HQ review and concurrence, if required

o Sample Campaign Information (you may want to include):

= Please make sure you have read the entire Business Challenge description carefully. Your idea
submissions should be clear, relevant and provide a detailed and feasible solution to this
Business Challenge. We look forward to reviewing your ideas!

= Beyond your idea submission, you are also encouraged to vote and comment constructively on
the ideas of your fellow innovators.

* In your submissions, please keep in mind our union obligations and constraints, your ideas
should reflect the principles and philosophy of the Postal Service (may include specific
principles and philosophy, relative to your Business Challenge, at the end of this brief).
(NOTE: If this narrative is used, you will need to provide the specific references/titles: Ideas
should reflect the 222?227722?2722??7772 principles and philosophy of the Postal Service.)




Requirements (Questions, Categorization, Tags, etc.):

* Questions/Categorization: You may want to add some questions to either categorize idea submissions, or
obtain additional information (see example below)

1. How do you think utilizing IdeaSMART would assist your organization (select only one answer)?
Creating employee ownership

Creating employee engagement

Improving employee morale

Increasing job satisfaction

Improving operations

Increasing revenue

oL TR

2. Do you personally have experiencing using a collaborative platform (i.e., IdeaSMART, Facebook,
Yammer, Sharepoint, Basecamp, Unily)
a. Yes
b. No

e Tags: You may want to add the ability for users to add a “tag” (keyword or term assigned to a submitted
idea), which describes the submitted idea using only one word. If you make the decision to utilize tags,
experience has shown that it is better to provide a list of predefined tags (i.e., “dog,” versus allowing
submitters to enter their own tags, with the end result being multiple tags, such as dog, little dog, big dogs,
ete.)

Content Guidelines:

The ideas text must be in English.
If the idea contains a visualization, it must be an electronic file no larger than 20 MB in one of the following
formats:

Images: .jpg/.jpeg, .gif, .bmp, .png

Microsoft Office: doc, docx ppt, pptx, pps, ppsx xls, xlsx

PDF: pdf, ps

Open Office: odt, odp, sxw, sxi, etc.

Text: txt, rtf

Selection Criteria: (below are examples of Selection Criteria and Basic Metrics that may be used in your
Business Challenge)

Moderators will filter ideas during the campaign on the following Basic Metrics:
e Clarity: Is your idea clearly stated so others can understand what your idea is, who would use it, and how
it would work?
¢ Relevance: Is your idea relevant to the brief? Does it address one of the idea categories?
¢ Solution: Does your entry contain a solution that addresses one of the idea categories?

The ideas that fit the Basic Metrics will move forward to the Collaboration phase, where Subject Matter Experts
will evaluate them using the following criteria:
e Desirability: Employees will want to adopt this solution.
Impact: The idea will really make a difference (make more specific to your Business Challenge)
Feasibility: The idea is technically feasible to implement in 6 months or less
Scalability: The idea can be used in many locations and situations
Cost to Value: Low cost for impact delivered
Innovativeness: New to the USPS or new to the world
Other: (Write your own)

® & ¢ & & @



BUSINESS CHALLENGE DATES

Idea Sharing and Collaboration
» Enter ideas, comment, and vote,
* From Date — To Date (normally a 6-8 week period)

Subject Matter Expert (SME) Review
¢ Qur panel of experts will assess weekly batches of top-rated ideas on a rolling basis.

¢ From Date — To Date (normally a 2 week period)

Final Review & Selection Announcement
* A final round of review will take place to choose ideas for future implementation.
¢ From Date — To Date (normally a 2 week period)

Implementation
* We will plan and allocate resources to the ideas that will be implemented.
e Quarter Year
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IdeaSMART B ioivitsenvice -

USPS receives its
best ideas from its
own employees!

Submitting an idea to an active business
challenge

Submitting an individual idea
FAGs (Frequently Asked Questions)

How to plan a business challenge
IdeaSMART in action

Contactus

IdeaSMART: New employee idea program coming soon.
IdeaSmart is a cloud-based platform, used to engage employees in a collaborative process o improve Postal Service processes,
services, etc. It is available to all employees fram any electronic device (smariphone, computer, or tablet). Employees may
participate in the following ways:
* Business Challenges: Submit ideas relevant to speciiic posted business challenges (sustainability. employee engagement,
marketing, stc.). Employees are encouraged to shars their idsas. as well as vote and comment on other employees’ ideas.
+ Open Ideas Forum: If you have an idea nol related to an active business challenge. submit your individual idea fo the most
apprepriate USPS organization found in the Open Ideas Forum.
* Comment and Vote: \We encourage you fo participate by voting and commenting on the ideas that are shared in the
IdesSMART application.

Submitted ideas must be clear, relavant and propose a solution.

Sign up for Link mobile to stay up to date on ideaSMART and other news.
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Help
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IdeaSMART Home

Submitting an idea to an active business
challenge

Submitting an individual idea
FAQs (Frequently Asked Questions)

How to plan a business challenge

IdeaSMART in Action

As part of a pilot program for [deaSMART Safety sponsored a safety challenge soliciting ideas from human resources
employees on methods to improve safety. As the result of an idea from employee Mike Kelley, Safety Specialist in the
Lakeland CS District, the Safety Time Out was rolled out nationally.

i
¥ Safety Time Out

It doesn’t fake much time io prevent an aceident from happening.

- Inspect - your work area for potential hazards or unsate condilions

- Correct - the hazard, whenever possible

- Track - the deficiency corrected

- Report - any deficiencles that cannot be fixed immediately using the PS 1776, Report of Hazards, Unsafe Conditions or
Practices form. Submit form fo your supervisor.

Become more aware of your surroundings and make the workplace safer for you and your fellow co-workers.

Safety Minute
Submitter: Mike Kelley, Safety Specialist, Lakeland CS Dislrict

Idea — Everyday al the same fime in every office in the USPS there should be an announcement for everyone o focus on Safety
Minute. This would then initiate a time for the employees 1o conduct routine housekeeping aclivities or for the supervisor 10 provide
a short safety talk regarding weather, proper lifting or some other topic.

Implemeniation Action — This idea was rolled out nationally under ihe title Safety Time Oul. Each day, at a designated time,
employees will stop what they’re doing to identify an unsafe condition, hazard or practice in their work area. Whatever can be fixed
at that moment should be corrected - such as a blocked exit, housekeeping issues or ‘pulfing’ rolling stock. Anything that will 1ake a
litile more time fo abate, should be recorded on a PS 1767 form, Repori of Hazard, Unsafe Gondition or Pracfice and furned info a
supervisor. The supervisor will then follow-up to make arrangements for abatement of the hazard. This is a great way 1o get
everyone involved and more aware of their surroundings. The hazards we correct loday, are also the accidents we prevent
tomorrow.

acl LileBlue [Help USPScom
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IdeaSMART Home

Submitting an idea to an active business
challenge

GEER 4

Contact
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For U.S. Postal Service questions aboul ldeaSMART, please send an email to:

Submitting an individual idea
FAQs (Frequ

i )

)

ly Asked Q

Haow to plan a business challenge

.

IdeaSMART in action

ideasmari@usps.gov

For ldeaSMART platform support, please contact ihe IdeaScale support team at ihe following website:
hitp:/!support.ideascale.com




Submitting an Idea to an Active Business Challenge

1. If you are interested in participating in an active Business Challenge, click the “Enter the Challenge”
button associated with the applicable Business Challenge.

WELCOME IDEAS FAQS HELP Ern

e

Help us enhance the w; V th U S Postai Senuce,does
your best ideas and cullahombng wdh each other Joi
to rontnbute to lh'e future Success of t‘he ESHP,
| 1

\'I['Vv |I.|l'-]f|

“Everything that was once thought to be impossible yet is now a reality, came from an idea;
share your Idea and help us make the Impossible possible!"

- J&fi Willismson
Chief Human Resources Officer

| Active Business Challenges

Demo Business Challenge

Enunyeeidenscunmmabegdiﬁe'meelomeus Pmrul w:-w&:\mmmw;‘ms\mmm:a
by creaiing ermploy: ip, ployss morels, ing job

Improving cperations. wnuueﬂurevmu’ThmmlMlufe«nihe bencfits which may be achieved by
utilizing the new IdeaSMART application. How do you think IdeaSMART would bensfit your orgsnization?

Enter the Challenge

HR Pros 2017

During this year you will despen your HR knowledge by reading and discussing relevant aricles. Use this
opportunity ta share your thoughts and experiences wilh olher HR Pros mambers regarding the sssigned arlicles
Happy Reading!

Enter the Challenge

2. Click the “Submit New Idea” button.

IdeaSMART

$apich Idess

Demo Business Challenge

Emplayee ideas can make a big difference to the U.5. g
Postal Service! Challenge Activity

Would you like to assist the Postal Service by creating

toyee morals, i ing job

operations. o increasing revenue? These are just a few of
the bensfits which may b achieved by utilizing the new A 10 Votes
IdeaSMART applicstion. How do you think ideaSMART
woukd benefit your organization?
Harrison, Valerie K - Eagan,
MORE DETAILS MN

Chaienge Dvmsr
CHALLENGE TEAM



3. Enter the required information:
a. ldea Title (limited to 64 characters)
b. Description: Your interpretation of issue/problem (limited to 1,000 characters)
c. Proposed Solution (unfimited)
d. Answers to questions relevant to the specific Business Challenge

Submit Your Idea 0 Drafts =

Please make sure you have read the entire Business Challenge desaription carefully. Your idea submissicns should be clear, relevant
and provide 3 detaled and feasible solution to this Business Challenge. YWe lcok forward to reviewing your idess!

“Requirzd fields

Are you submitting a Business Challenge response or an idea for our Open Idea Forums?* Y Compiated: Requirad Flsid 1 of 8

Damo Business Challenge W

Idea Title*

64 characters left in ldza Tile fizid

Description®

1000 characters left in Description field
Attach an imape or supporting document [Ogfional)
Browse Fila

Maximum upload size

Submit idea on behalf of:

Administrators are permilted to subma on behalf of anolher member,

Do you personally have experience using a collaborative platform {i.e., [deaSMART, Facebook, Yammer, Sharepoint, Basecamp,
dapulse, Unily)? : *

W

If you make the decision to sponsor a Business Challenge, what is the most important benefit you would expect to obtain from the
experience? : *

Proposed Solution : *

4. Click the “Submit’ button (found at the bottom of the idea submission page).

Your idea submission will become part of the active Business Challenge. You and employees, at all levels of
the organization, will be able to read idea submissions, comment, and vote on all submitted ideas and
comments. Submitted ideas will be reviewed by Subject Matter Experts (SMEs) and will be moved through the
Business Challenge Workflow. Ideas which successfully pass through all stages of the Business Challenge
Workflow will be moved into the Greenlight! stage and implemented.



Submitting an Idea to an Open Ideas Forum

Open ldeas Forum:

1. If you are interested in submitting an idea which is not related to an active Business Challenge,
click in the “Open ldeas Forum” organization which is most appropriate for your idea submission.

Open ldeas Forum

Browse current idess in the Open Idees Forum

Hsve en idas not relsted to sn Active Business Challenge? Submit your ides to the rmost sporooriate orgenization shown below!

Human*Resources

PEQPLE, EEYOND HIRING - We DOLLARS AND CHANGE, TIVE 15 WE DELVER FOR YOU, CONTINUIOUS
develop and suppart a diverse and ligny MONEY — Ve managa cur morey. IMFROVEMENRT - We 'zad the

skilled werkfores to cresie 2 positive capits! invesiments and have oversight continuous improvement of the enire
workglace lo stiact and retzin 5 tslented Jor Budpet. acoouriing. supply postal network operston and are
community. Ve des! with issues related managemant. prizing. costing, and rzsponsible for Post Offices, delivery znd
to our employees such as hiring, regulsiory repering. Adddionally, we remail operatior #ties and the mail
comgpensation, benefits, training, manape policy for time and d; ; [ g netwiork. Incorporating Lesn
perfomance managament and relgoation and our National Performance Six Sigma principles drivs operational
retirement. Future Resdy HR s an Aszesement (NPA), which iz the basis for efficiency snd r2cord-setting semvioz
initiztive to prepare cur current Fum . cur performance measuremenis. achievemenis to mest custo..

t1 L] LB

# 1 = 1 !

Information Security Inspection Servica
PROTECTING THE BUSINESS -~ Tha WE DRIVE INNCVATION, IT'S ALL PROTECT, PREVENT, ENFORCE,
Law Departmen: provides top-guality. in- ABCQUT THE DATA — Technology i= PREPARE -- As the federal law
house legsl regresentstien 1o all critical 10 everything the Fostal Sevice enforcement, crime prevention and
functional areas of the United States does. As we tumn more to a dsia driven security arm of the Posial Sarvice, our
Postal Service Performing very much like approach e will contnue to! Ensure our gosl is to ensure confidence in the US.
a lsrge corporate law firm, the Law crganization stays cyber safe snd protect Mail. W work to assure thst American
Dzp provides comp i the information our customers and busineszes can sa‘ely dispaich funds,
legal support in a broad array of practice employsss entrust to us; devalop new securities, and information through the
areas including. lsbor and L nt [= and techneicgies that improve U.S. Mafl; that postal customers can
law, commercial and ... efficiency; levera... enfrust their correspondence 1o ...
to to ta

oxo_rq!t d : 0

ommim ations

o

Corporatz Communicstions — Our Voics, REPRESENTING YOU - \We serve as PRICRITY YOU - We =re respensible for
Qur Brand, Our USRS Communicstions the primary representztve with Congress, af damnestic and inlemational products
Ii=ter - We are rezporsicle for all the Executive Branch. and other marketing. gevelopment, management,
aspects of our internal and external governmeri lzaders and fasilitzte the Consumer Advocate orgsnizstion. the

ications — from | s and refationships with federal, state and local Custarmer Care Centers and Stamp
stand-up tslks, to wideos, photos and agencies, a5 well as regresent the USPE Sznvices. Qur Sales Team focuses on
mult-media presenations. \We cverses in postal matters with foreign countries grewsing and refaining revanue and
the Fostal Service's internal websites and and intemmstions! organizatiors. YWe have enharcing the customer experizncs. We
the putic informatien pontion of the iead rofe in enacting legislation that ate also responsible for the product
usps.com. WWe protect... will m... development for ali mail ...

va to L]



2. Click the “Submit New Idea" button

|deaSMART

Human Resources &
Submit New Ildea
WELCOME IDEAS FAQE

Brarch Ideas

Human Resources

PEOPLE, BEYOND HIRING -~ We develop and supperi a

diverse and highly skilled workforce fo create a posifive Challenge Activity
worsplace to aitract and retsin a talented community. We
deal with iszues relsted to our empicyees such as hirmg.
coempensstion, bensfits, fraining. performznce manzgemsnt
=nd refiremnent. Future Ready HR is 2n initiztive to prepars
our current Human Rescurces function for the future. We're
focused on enhancing programs that develop and engage
our ceople, redesigning HR processes and struciures for

zass and efiiciency, and modernizing outdated HR Harrlson, Valarle K - Eagan,
technology. My
Chritsnge Gumsr
MORE DETAILS
CHALLENGE TEAM

3. Enter the required information:
a. ldea Title (fimited to 64 characters)
b. Description: your interpretation of issue/problem and proposed solution (limited to 1,000
characters)
c. Proposed Solution (unlimited)

Submit Your Idea D Drfe -
“Aeguired fzids

Ars you cubmitiing s Busineze Chellsngs recponcs or an ldss for our Opsn idss Forums?" x"cwmu: Raguired Fleid 1 of &

Humen Resources “
Ides THis®
S4 chavsctess =R 0 Wes Tie Seig
Decoription®

1080 crametess = In Dexerphion field
Atinoh 30 Imags or cupperting doowmsnt [Opticrall
Erowsz Flle
Uarmum uplond size 25 WS
Bubmit idex on beha¥ of:
Snter AwE o T I*
Asimiriszralnes are peymised bo Sugmit on DERST of anciher memosr

Propotsd 3cdullon : #



4, Click the “Submif’ button (found at the bottom of the idea submission page)

You and employees, at all levels of the organization, will be able to read idea submissions, comment,
and vote on all submitted ideas and comments. Submitted ideas will be reviewed by Subject Matter
Experts (SMEs) and will be moved through the Business Challenge Workflow. ideas which successfully

pass through all stages of the Business Challenge Workflow will be moved into the Greenlight! stage and
implemented.



Frequently Asked Questions

What is IdeaSMART?
IdeaSMART is an online platform designed to encourage, develop, and assess new ideas to improve
the U.S. Postal Service’s operations, products, and services.

Who can access IdeaSMART?
The IdeaSMART platform is accessible to all U.S. Postal Service employees.

How do | access IdeaSMART?
You are able to access the [deaSMART platform from your home or work computer, your smartphone
or tablet, by
e Clicking on the [deaSMART link on the LiteBlue® IdeaSMART webpage or entering the
following URL in your web browser: https://ideasmart.ideascalegov.com
e Registering on the IdeaSMART platform

How do | register on the IdeaSMART platform?

Once you have accessed the |deaSMART platform, you will be prompted to:
e Read, understand, and agree to the |IdeaSMART Terms of Use
e Complete all required (*) fields

How can | participate in the IdeaSMART Community?
By registering with |[deaSMART, you can:
e Share a new idea in response to a posted Business Challenge
e Submit an individual idea through the “Open Ideas Forum”
e Comment on other ideas, or respond to comments on your own ideas
e Vote on the ideas you think are worth pursuing and developing

What kind of ideas are you looking for?

In short, we want any ideas you can think of which will improve the Postal Service. Even if your idea
is completely new or outside the box, we want to hear it! Sometimes the best ideas can be sparked
by a kernel or tangent from an "out-of-the box” idea.

Who can share an idea?
o Active Business Challenges
o Most business challenges will be available for all employee participation. However, on
occasion, there will be business challenges posted which will be available only to a
unique employee group, due to their area of expertise.
e Open ldeas Forum
o All employees will be able to submit an idea to the most appropriate organization via
the “Open Ideas Forum.”

Are there any types of ideas to avoid sharing?
Please avoid ideas that are not intended to improve the U.S. Postal Service.




What kinds of comments are you looking for?

Comments build upon and help develop initial ideas. While ideas can be the genesis of a project,
helpful comments are necessary to make good ideas even better. Comments should be on topic,
relevant to the analysis, and development of submitted ideas.

Please refrain from any profanity, abusive language, or personal attacks. Even comments that
express disagreement should remain respectful and inclusive of all participants.

What happens to my 'icﬁ after | share my idea?
After you share your idea, it will be posted to the IdeaSMART platform.

Once your idea is posted, fellow employees will have the opportunity to comment on your idea,
providing insights, suggestions, and feedback. Employees may also vote on your idea; those ideas
with higher vote totais will attract more notice. Applicable Subject Matter Expert (SME) teams will
review submissions. Promising ideas will be moved through the applicable workflow for further
consideration.

Am | able to edit my idea after | share my idea?
No, you will be unable to edit your original idea. However, you may comment on your own idea in the
event you want to revise or add information.

How can | help my idea move forward?

Although the SME teams will be reviewing ideas independently, and working to develop as many
ideas as possible, your idea has a better chance of standing out if it attracts significant support from
fellow employees and sponsors. Invite your co-workers to vote and comment on your idea, and to
share ideas of their own!

You may also help develop your idea by providing as much detail as possible. You are able to upload
files to help augment your idea; perhaps, a mock marketing flyer or a quick pricing model would help
bring your idea to life.

What is the deadline for sharing ideas?
e Active Business Challenges
o Each Business Challenge will publish their specific mformatlon and deadline for
submitting ideas.
e Open Idea Forums
o There are no deadlines for ideas submitted through the “Open Ideas Forum.”

Can | share a private idea?
No. The Postal Service believes in transparency and the innovation that is spurred through
collaboration, which is why you are encouraged to share your idea publicly through [deaSMART.

Can | share my idea offline?

You may always share your suggestions for improving the U.S. Postal Service directly to your
supervisor, However, if you share your ideas through |deaSMART, they will be availabie for review
and discussion with all participating employees.

Do | need to obtain my manager’s approval to participate in |IdeaSMART activities and are we
allowed to participate while “on the clock?”

Employees are able to participate in all available IdeaSMART actlwtles on their own time, via their

personal computers, smartphones, tablets, etc. Regarding accessing the IdeaSMART platform while

“on the clock,” this is a decision to be made by each individual employee’s management.




How long will it take for my idea to be implemented?
e Active Business Challenges
o Each Business Challenge will publish their specific information relative to the planned
dates for ideas which have been selected for implementation
e Open |dea Forums
o Implementation of ideas submitted through the “Open Ideas Forum” will be contingent
on the value they provide to the Postal Service, the complexity of the idea process, and
the resources required from implementation.

What if | want to participate, but don't have an idea to share?
We encourage you to participate by voting and commenting on the ideas that are submitted on the
IdeaSMART platform.

What do you do with my email address?

You must provide your email address if you want to receive communication through the IdeaSMART
platform. Your email address will never be sold, shared, or published outside the U.S. Postal Service.
You are able to manage the messages you receive by visiting your notification settings page.

Do | retain intellectual property ownership of my ideas?

No. Please be aware that the U.S. Postal Service receives many ideas, some of which are not new to
us or that we are prevented by law from pursuing. The U.S. Postal Service does not agree to keep
any ideas (or related materials/attachments) shared via the |deaSMART platform confidential. By
submitting your ideas and comments, you are granting the U.S. Postal Service the right to utilize and
feature the ideas you have submitted (including, but not limited to, text, images, etc.) in USPS
communications and on the IdeaSMART platform.

Do | receive compensation for ideas which are ultimately implemented?

Per the Terms of Use you agreed to when registering on the IdeaSMART platform, any information
posted by you to the IdeaSMART platform shall become the property of the United States Postal
Service without any requirement for compensation to you. For the avoidance of doubt, in any instance
where you contact the Postal Service on or regarding the I1deaSMART platform, you grant the Postal
Service permission to use any information, suggestions, ideas, drawings, or concepts communicated
for any purpose by you to the postal service in any manner that the Postal Service chooses,
commercial, public, or otherwise, without compensation whatsoever. You agree and acknowledge that
all content found within the IdeaSMART platform, whether provided by the Postal Service, third-
parties, or you, to the fullest extent permitted by law and under contract, shall be or become the
property of the United States Postal Service with no restrictions in use, whether commercial or
otherwise. User hereby irrevocably assigns and transfers to the United States Postal Service, its
successors and assigns, all right, title and interest in any information, suggestions, ideas, drawings or
concepts, and any intellectual property rights therein, that user submits on the IdeaSMART platform,
and agrees to execute any necessary paperwork required by the United States Postal Service to
effect this assignment. If you are found to be prohibited from assigning such rights to the United
States Postal Service, you hereby grant the United States Postal Service an exclusive, fully paid-up,
worldwide, irrevocable, transferable, and perpetual license under such intellectual property to the
maximum extent permitted by law.

Who do | contact if | have a question?
Click the HELP button at the top of the IdeaSMART platform and then the Contact button to obtain
assistance as follows:

o |deaSMART Team: for questions about the IdeaSMART program — ideasmart@usps.gov

e |deaScale Support Team: for questions about platform support — http:/support.ideascale.com
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October 12, 2017

Q

Mr. Brian J. Wagner Certified Mail Tracking Number
President 7016 1370 0002 3014 7011
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

The Postal Service proposes revisions to Employee and Labor Relations Manual (ELM), Section
354, Assignment of Unassigned Employees.

The purpose of the revisions is to clarify procedures to be followed during a reduction in force
(RIF) for non-bargaining unit employees. In addition, the natification period for RIF notices to
impacted employees was changed from 30 to 60 days before the RIF effective date.

Pursuant to Title 39, U.S. Code, Section 1004(d) we have enclosed two copies of the proposed
ELM, Section 354 final draft, one with and one without revisions identified.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

—

Sincerely;” ) /7
s/ 3 Ve /
/ :

%\_’/—
Alan S. Moore

Manager
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHingTon DC 20260-4101
WWW.USPS.COM




ELM Issue 39 - Employee and Labor Relations Manual

354 Assignment of Unassigned Employees

354.1 Policy

354.11 Bargaining Employees

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

Assignment of unassigned career non-bargaining employees must be in accordance with the procedures
described in 354.2-and-364-3, as appropriate. Postal policy provides equal opportunities for all employees

w:thout d|scr|m|nat|on because of race, color rellglon sex, natlonal origin, disability, or age. Lnexefersmg

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

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

354.21 General
354.211 Definition of Reduction in Force

A reduction in force (RIF) is the administrative process through which the Postal Service eliminates
posmons and accounts for the emplovees who formeriv occupled those posﬁtons&&un#epmend

eempehﬂve—level—es—deimed—m%&—%—la A RIF action occurs m—the—Pestal%emee—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:

e eElimination or significant modification of existing work;
e -eCreation of new work;

e -fReorganization;
[ ]
[ ]
L ]

e -{Transfer of function;

e __-aAn individual's exercise of reemployment or restoration rights

e -orafReclassification 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) {see-354-217b}—erand when a-the
RIF takes-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 a correction of a classification error is not a RIF.

354.212 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 (C.F.R.), 351). In the Postal Service, these
laws apply only to preference-eligible-employees-{individuals entitled to veterans’ preference status-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).

Confidential — For Discussion Purposes Only
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ELM issue 39 - Employee and Labor Relations Manual

354.213 Management and Human Resources Responsibilitiesy
Management mustplans the-weork and organizes the workforce based on the strategic direction of the te

accomplish-Postal Service.-objestives—_TFhis-That responsibility includes determining the type, humber,
and location of positions that are to be filled, abolished, or vacated (see ELM 156). When changes are
anticipated as a result of this responsibility, management determines whether a RIF is necessary and
when such action will occur.

,elaeemem—admr%trateﬁs—A—plaeement—admmrstrater is responsmle for coordlnatlng aLLRIF avmdance
strategies to exhaust all means of -erminimization-strategies-and-placement activities-for a specific

ompetltlve area undergorng a RIF This responsrbilrty mcludes advising elese-ceordination-with-the
: : nd assisting management, in
designing a RIF strateqv. and |mplement|nq manaqements RIF related decisions. FheyHuman
Resources works with all stakeholders and responsible managers to coordinate the process associated
with a relnstatement list for preference—ehmble emplovees (see 354 270); andetheehwnanreseerees

354.214 Coverage of Reduction in Force Procedures

TFhese-RIF procedures apply to the assignment or separation of career eareernon-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
eriod only to the extent necessary to terminate their employment, or to avoid (or minimize) the impact of

a RIF on career non- barqalmnq emplovees enty%e—the—e*teet—neeessary%e%ermmat&thew—empleymenﬁe

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.

354.215 Veterans’ Preference Status

Entitlement to veterans’ preference forRIFpurposes-is based on the Veterans’ Preference Act of 1944,
as amended and is cod|f|ed in vanous prowswns of T|tIe 5, U.S. C Qeta#ed—ﬂestruetrens—fer’-adjerd%amg

eperat-rng—maneaHssued—b%QPM—Employees who are ellglble 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
d|ffer and depend on whether the employees retired below at, or above the rank of major—Exmbrt

Confidential — For Discussion Purposes Only
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ELM Issue 39 - Employee and Labor Relations Manual

Borol : v

duty- duty:
more than-30 days. more-thar-30-days:
- isabled aible.f .

W | Miarrantotheer Warrant-officer =

W-3  |Chiefwarrant-officer Ghiefwarrant-efficer -

W-4  |Chiefwarrantofficer Ghief-warrant-officer -

o2 |Eirstii ¥ . - [
03 |captain L -_ .
Major-and Above:

04 |Majer Lieutenant-commander Full-grade
os |u - _—

0-6 |Colonel Gaptain Bopeloarade
07 |Briaadi | . . : e

o8 |Mai y teni i -

0-9 |Lieutenantgeneral Viee-admiral e
0-10 |General Selpabes erei)

354.216 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 {see-354-217¢}-than a non-preference eligible

employee during a RIF.

Confidential — For Discussion Purposes Only
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ELM Issue 39 - Employee and Labor Relations Manual

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, and-occupies a-the same position, or one not -identical to-a-position
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 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.

M

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.

2 -

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,
please refer to the Merit Systems Protection Board's website, www.mspb.gov.

[
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ELM Issue 39 - Employee and Labor Relations Manual

354.22 Processing Requests for Organizational Change
354.221 Evaluating the Need for Change

Requests to change a Headquarters or field organizational structure are initiated by the business function
by—ﬁuﬂewnaLnganea%mn—management 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.
Sueh-requasts-are-processed-as-follows:

Human Resources, in consultation with the business function

Fhe-manager-of- Organizational Design-and
Managementreviews and evaluates evaluatesplanrequirements:the specific needs for change andwith

the functional organization vice president withto provide possible solutions (see ELM Section 140
Organizational Change Analysis for more details).

a- lhemanage%e#SeleenerkEvaluaﬂenﬁaM—ReeegﬂmenHuman Resources evaluates how the

proposed changes will affect specific competitive areas and determines whether a RIF may be necessary.

If the potential for a a-RIF petential-exists, the-manager-of Selection—Evaluation-and-RecegnitienHuman
Resources provides functional-erganizationthe business function managementwith a preliminary
placement plan that-if pessible,-that outlines the strategies to minimize or avoid the need for a RIF.

354.222 implementing the Change

Confidential — For Discussion Purposes Only
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ELM Issue 39 - Employee and Labor Relations Manual

Following completion of the evaluation process and final approval, Human Resources takes -by-functional

organization-management of any revisions to the-initial organizational-change-request-and-the-placement
plan-the foI[owmg actions: a;etakerr

p;es@eﬂbandtheeempetttweare&managemenmotlﬁes the busmess func’uon of the new or
modified structure and staffing changes to be implemented.

| b. The-manager-of-Selection,-Evaluation,-and-Recegnitien-dDevelops 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 functional-organization-vice president and competitive area management are
advised to proceed to fill any vacant positions under the normal EAS selection procedures.

b -If the organizational change does result in a potential RIF, the-managerefSelection—Evaluation;
and-RecegnitienHuman 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.

354.23 Minimization Strateqies for Implementing RIF Avoidance-er Minimization-Strategies

To minimize or avoid the impact of a RIF, the-managerof Selection, Evaluation,-and-RecegnitienRHuman
Resources, in coordination with the business functional erganization-vice-president-and-competitive-area
maﬂagement—may |mplement some or aII of the foilowmg acttons ﬁeltheewtheeempetltwe—wea

a. Freeze hlrmg and promotion actions.
b. Separate contract employees, temporary employees, and reemployed annuitants.
c. Reassign employees-out of a-competitive-areaforwhicha-RIE-may-berequired:;

e Tio vacant p03|t|0ns in the same competitive area or other competmve areas.

Reaeetgnmente—may—be—made—ﬂo posmons W|th|n or out5|de the commutmg area and
may be voluntary (e.g., where an employee has responded to a vacancy announcement)
or directed by management.

e- Note: Sueh-aReassignments are not subject to RIF procedures as-leng-aswhen
preference-eligible-employees are natinvoluntarily placed into same levellewer—grade

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.
i. Provide voluntary early retirement incentives.

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

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

l If a-the potential for a -RIF situatioen-exists, management at the competitive area must meet with
employees to advise them of the situation, either mdmdually orin groups. Th|s meetlng occurs after
I approval is received from
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RecognitionHuman Resources, but before issuance of the generalspecific RIF notice. The information
provided to employees includes, if applicable:

a.

b.
c.

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 petentiall-impacted employees, including any RIF avoidance or
minimization strategies that will be used (see 354.23).

354.242 Establishing Employee QualificationJob Profiles

Employees who may be |mpacted by a RIF must update and mamtammewde—updated—pages—’i—and—z—ei
pdate their emplovee

354.2512 Issuing Specific RIF Notices

Human Resources issues specific RIF notices to

all impacted employees W|th|n the competltwe area no less than 630 days before the RIF effective
dateafter the-issuance-of the general RIF-notice. Each speczﬂc RIF notice either advises an employee that
he or she has been placed in the new organization, giving the positicon 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.

,L\-Notiﬂcation of how to obtain a copy of OPM’s RIF regulations at 5 C F R. part 351

Confidential — For Discussion Purposes Only
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——PS Form 999, Application for Reinstatement List if the employee is a preference eligible and 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 a preference--eligible whe-isand 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 .

f.  354.2523 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 Resourcesthe-manager-of
Selection-Evaluation,—and-Receoghition provides the plasementadministraterbusiness
function with a list of employees not placed during the specific RIF action (see
254-252354.251), 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.

2. The business function may place the remaining impacted employees into vacant
positions as RIF assignments 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 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 his or her RIF

assignment rights are reassigned in accordance with the applicable collective bargaining
agreement.

354.2534 Advising Employees of Options

Confidential — For Discussion Purposes Only
9of 16



ELM Issue 39 - Employee and Labor Relations Manual

During-the-weelk-bBefore the RIF effective date_ Human Resources-of the RIF-the placement
administrater-_meets; individually, or in groups, with employees who remain unplaced to - The
administrater-discusses in detail the following options;-with-the-empleyees:

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, 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 Sen

a.

4—An overview of the compensahon programs ava|lable to emplovees who will be separated

employees-can be found on the Orqanlzatlonal Chanqe/RIF FAQs on the Orqamzatlonal
Chanqes webmte 2 ASW YErTE . v hay

354.2545 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.

Confidential — For Discussion Purposes Only
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354.26 Making Post—RIF Employee Placements
Employees placed on a 30—day extension in a nonpay, nonduty 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 te 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.

354.27 Establishing a Reinstatement List
354.271 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 two years following its establishment or until
no eligible employees remain on the RL, whichever is earlier.

Note: Acceptance of an employee's Application for Reinstatement List, and placement an the RL
does not guarantee the employee's reinstatement to the Postal Service.

354.272 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.

b. 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.

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

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

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

354.273 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

Confidential — For Discussion Purposes Only .
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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 Reinstatement List , he or she must be offered the position
before external applicants are considered.

354.274 Removing Employees From a Reinstatement List
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

C.

removed from the RL;

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

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 available via USPS Org Change Webpage

hitps.//liteblue.usps.gov/humanresources/organizationalchanges/oc _home.shtml.
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354 Assignment of Unassigned Employees

354.1 Policy

354.11 Bargaining Employees

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

354.12 Non-bargaining Employees

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

354.2 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 by reduction in force (RIF) statutes and Office of Personnel
Management RIF regulations applicable to the Postal Service.

354.21 General
354.211 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 empioyees who formerly cccupied 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

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 a correction of a classification error is not a RIF.

354.212 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 federat government through regulations issued by the U.S. Office of Personnel
Management (OPM) (Title 5, Code of Federal Regulations (C.F.R.}, 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.5.C. Section 1005 (a)}(2).

354.213 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 ELM 156). When changes are anticipated as a result of this responsibility,
management determines whether a RIF is necessary and when such action witl occur,

e s & * »




ELM Issue 39 - Employee and Labor Relations Manual

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 works with all stakeholders and responsible managers to coordinate the
process associated with a reinstatement list for preference-eligibie employees (see 354.27).

354.214 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 {0 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 nen-bargaining employees.

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

354.215 Veterans’ Preference Status

Entitliement 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

354.216 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.

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 one not identical position 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 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 equivaient) lower than the
position from which he or she is released.

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.

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 infermation,
please refer to the Merit Systems Protection Board’s website, www.mspb.gov.
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354.22 Processing Requests for Organizational Change
354.221 Evaluating the Need for Change

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

Change in mission.

Change in nature of work. '

Duplication of jobs, functions, or responsibiiities within or between organizational structures,
Ensure the relevance and consistency of organizational structures and staffing.

a6 oo

Human Resources, in consultation with the business function reviews and evaluates the specific needs
for change with the functional crganization vice president to provide possible solutions (see ELM Section
140, Organizational Change Analysis 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.

354.222 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 medified structure and staffing changes to be
implemented.

b. Develops qualification standards (knowledge, skills, and abilities) for any new positions and
assigns the positicns 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 crganizationai change does result in a potential RiIF, Human Resources is responsible for
coordinating RIF aveidance or minimization strategies, conducting the RIF process, and, if necessary,
coordinating with competitive area management other placement opportunities that may be available.
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 actions;

a. Freeze hiring and promotion actions.
b. Separate contract employees, temporary employees, and reemployed annuitants.
¢. Reassign employees:
s To vacant positions in the same competitive area or other competitive areas.

¢ To positions within or outside the commuting area and 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, Nofification 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. '
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Provide voluntary resignation incentives.
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 are in compliance with regulations and, if appropriate, the applicable collective
bargaining agreements.

=~ T a

354.24 Providing Initial Notification and Making Preliminary Placements
354.241 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.

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

d. The options available to impacted employees, including any RIF avoidance or minimization
strategies that will be used (see 354.23).

354.242 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.

354.25 Implementing RIF Procedures
354.251 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.

Notification of how to obtain a copy of OPM’s RIF regulations at 5 C.F.R. part 351

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 a preference eligible and did
not receive a placement offer and was notified that he or she would be separated from the Postal
Service.

e. Ifthe employee is a 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 .

oo

354.252 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:



ELM Issue 39 - Employee and Labor Relations Manual

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.

2. The business function may place the remaining impacted employees into vacant
positions as RIF assignments 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 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 his or her RIF
assignment rights are reassigned in accordance with the applicable collective bargaining
agreement.

354.253 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, 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 on the Organizational Change/RIF FAQs on the
Organizational Changes website.

354.254 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.

354.26 Making Post-RIF Employee Placements
Employees placed on a 30—day extension in a nonpay, nonduty 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.

354.27 Establishing a Reinstatement List
354.271 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).
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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 two years following its establishment or until
no eligible employees remain on the RL, whichever is earlier.

Note: Acceptance of an employee’s Appfication for Reinstatement List, and placement on the RL
does not guarantee the employee’s reinstatement to the Postal Service.

354,272 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.

b. 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.

c. 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.

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

e. The employee submits an Application for Reinstatement List no later than the RIF effective date.
f. The employee is at least minimally qualified for one or more of the positions identified on the
Application for Reinstatement List.
354.273 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. Censideration 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.

b. 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.

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

354.274 Removing Employees From a Reinstatement L.ist

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

a. The employee accepts a career appointment with the Postal Service or another federat 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,
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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 fo learn more about RIF under OFM's regulations refer to OPM's website;
links available via USPS Org Change Webpage
https:/liteblue.usps.govihumanresources/organizationalchangesfoc_home.shtml,
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October 18, 2017

Mr. Brian J. Wagner Faxed
President

National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian.

This Is In further referance to our August 7 notice concerning prototype testing of the Next
Generation Dellvery Vehlcles (NGDV).

A declslon has been made to change one of the Northern Virginla District test sltes from
Manassas, Virginla to the Falls Church Annex (2920 Eskridgs Rd, Fairfax, VA 22031). This
change will be effective on Monday, October 23.

Addltionally, the test vehicles from Tempe, Arizona will be used for Sunday delivery only at the
Apache Junction Post Office, 1561 W Superstition Blvd, Apache Junction, Arlzona, 85120.
‘Training for this site will begin on October 23 with testing effective Sunday, October 29.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Sincerely,

A;%‘A!an S. Moore
Manager
Labor Relations Policies and Programs

475 L'ENRANT Puaza SW
WasHnaTon DC 20260-4101
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Mr, Brian J. Wagner Faxed
President

National Association of Postal Supervisors

1727 King Straet, Suite 400

Alexandria, VA 22314-2753

-

=

October 27, 2017

Dear Brian:

As a matter of general Interest, the Postal Service plens to introduce an Initiative concerning
carrier vehicle loading. You were notified of a test by letter dated June 23, 2017,

Package storage areas in carrier vehlcles will be divided into sagments. A packege will be
scanned and feedback from the moblle dellvery device (MDD} will show which segment the
packags should be placed In anticipation of delivery. Generally, this process will be used by
carriers not familiar with thelr assignsd route.

We have enclosed a stand up talk and a training aid related to this program.

Pleasa o

Bruce Nicholson at extenslon 7773 if you have questions concerning thls matter,

Alan S, Moore
Manager
Labor Relations Policies and Programs

Enclosures

475 LUEnraNT Paza SW
WasHnaTon DG 20200-4101
WANW, LSS, COM
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DELIVERY EMPLOYEE STAND UP TALK

Cctober 2017

Vehicle Loading

As most of you are aware tha continuing growth in packages can make loading our
vehicles challenging at times. It can be particularly puzzling for our newer employees
who may be unfamillar with the routes they are carrying. Imagine picking up a package
to load in the vehicle without a good sense of its dellvery order along the route.

You may have noticed by now that the numbers one thru six and/or loading diagrams
with the numbers one thru six have been placed on the inside cargo areas of your postal
vehicle. These numbars are designed to represent your routs divided into six equal
sections, So section one might represent the first 100 deiiverles of your route, and
section six might represent the last 100 deiiverias of your route (assuming your route
has 600 deliveries).

The Moblle Delivery Device (MDD) handheld scanner has been updated to include a
"lLoad Truck' menu option. Using this feature while loading involves scanning each
package before placing it in the vehicle, This in turn will causs the scanner to display
the dslivery point of the package and your total deiivery points, The MDD will also
visually and audibly provide the sectlon of the truck where the package should be
placed. Using the same example as above, the MDD will display “Section # 2" for any
packages for delivery point 200 thru 298, Simultaneously, the MDD will provide the same
information audlbly.

Not all carrlers will need to utillze the MDD feature. Regular carrlers and others familiar
with the route layout will probably not need the feature. However, it is expected that
each carrier will load packages in the prescribed manner using the numberad sections
in order to set the route up for efficient handling on the street.

Alternately, rural offices may choose to use a 0-9 process to partition the vehicle. In this
process, the sections of the vehicle will correspond to the last number of the primary
street address {ex: 251 Oak St. Apt 27 would be placed In section 1), The MDD Losd
Truck feature does not support this process, Only sectlons one thru six will be labeled.
Sections 0, 7, B, and 9 are to be loadad in the canter with 0 to the rear and 9 at the front

of the cargo area,

Your supervisor has been provided workflow diagrams for esch vehicle type that
describes this process In more detail and will provide training as required. Additlonally,
there is an MDD work flow diagram that shows the new menus and options within the

toad truck featurs,

Carriers ere also reminded of the package look-ahead feature deployed to the MDD in
October of 2016, This feature i8 a manifest of all packages for each route that displays
and scrolls in the AMS iine of travel. As each package Is scanned with a “stop the cloclk”
event the entry tums gray. In this way carriers can review the manifest for any potential
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miased packages or packages that may have not received a proper scan svent, This
feature also allows carriers to review the next several packages coming up for delivery.
This helps to avoid backtracking and/or deviating due to forgotten SPRs In the satchsl
or parcels in the rear. of the delivery vehicle.

Lastly, carriers are reminded to follow the proper sequence of steps and procedures for
moving to the street and departing to the route. Your supervisor has been provided an
additlonal work flow diagrem that outiines this process If you are unsure of the steps,
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These steps do not supersede any local managerment instructions
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October 25, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:
As a matter of general interest, the Postal Service will discontinue the Real Mail Notification
service for Post Office Box customers. Post Office Box customers will have the ability to view

notifications for both their letter mail and packages through Informed Delivery.

We have enclosed a copy of two standup talks related to this change.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosures

A75 L'ENFANT PLaza SW
WasHIngTON DC 20260-4101
WWW.USPS.COM
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PLEASE PRINT, READ & POST THIS STAND UP TALK

Informed Delivery®, the optional, free feature that bridges the gap between
the physical and digital worlds to create an innovative experience for
consumers is coming soon to PO Boxes.

Available to eligible residential consumers in the majority of ZIP Codes™
across the country since April 2017, Informed Delivery gives users the
ability to digitally preview their mail. This feature will now offer consumers
the convenience of seeing what is coming to their PO Box too — anytime,
anywhere — from a computer, tablet or mobile device. Note that at this time,
consumers must have a separate personal account on USPS.com if they
want Informed Delivery for both their home address and PO Box.
Multi-address account profiles will be enabled later next year.

USPS® is excited about the reception of Informed Delivery: 96% of
respondents to a July 2017 survey indicated they are very satisfied or
satisfied with the feature, and 95% check their notifications every day or
almost every day.

As of October, Real Mail Notification service will no longer be offered as part
of PO Box accounts. Enrolling in Informed Delivery will provide consumers a
new and digital way to know they have mail arriving soon to their PO Box.

If you come in contact with consumers who may or may not have heard
about Informed Delivery, and are not yet signed up, encourage them to do
so. Please direct them to informeddelivery.com. At this site, potential
users can sign up for the feature, view FAQs, and more.

Thank you for your attention and your continued support.

Oct. 23, 2017

Provided by USPS HQ, Corporate Communications — October 2017
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PLEASE PRINT, READ & POST THIS STAND UP TALK

Informed Delivery®, the optional, free feature that bridges the gap between
the physical and digital worlds to create an innovative experience for
consumers is now available to PO Box customers.

Informed Delivery already gives eligible residential consumers the ability to
digitally preview their mail in the majority of ZIP Codes™ across the country.
This feature is now offering consumers the convenience of seeing what is
coming to their PO Box too — anytime, anywhere — from a computer, tablet
or mobile device.

USPS® is excited about the reception of Informed Delivery: 96% of
respondents to a July 2017 survey indicated they are very satisfied or
satisfied with the feature, and 95% check their notifications every day or
almost every day. We know that consumers that have PO Boxes are going
to be excited about this new feature too!

As of October, Real Mail Notification service is no longer offered as part of
PO Box accounts.

If you come in contact with consumers who may or may not have heard
about Informed Delivery and are not yet signed up, encourage them to do
so. Please direct them to informeddelivery.com. At this site, potential
users can sign up for the feature, view FAQs, and more.

As a reminder, at this time consumers must have a separate personal
account on USPS.com for every delivery address where they want Informed
Delivery, whether it's a home address or PO Box address. Multi-address
account profiles will be enabled later next year.

Thank you for your attention and your continued support.

October 30, 2017

Provided by USPS HQ, Corporate Communications — October 2017
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October 25, 2017

Mr. Brian Wagner

Prasident

National Asscciation of Postal Supervisors
1727 King Street Suite 400

Alexandria, VA 22314-2753

Dear Brian:

ECEIVE

0CT 25 2017

The Postal Service intends establishment of the following position at the district level:

Attendance Control Officer NTE (EAS-19)
Occupation Code: 0201-xxxx

The enclosed position description and qualification for this position is provided for your review.
This position will support management of district employee availability and attendance control
programs while ensuring compliance with national policies, guidelines and procedures.

Each district will be authorized one position that will report directly to the District Manager not-to-
excaed 12 months. Qccupation code for this new position has not yet been determined,

Pursuant to Title 39 U.S. Code Section 1004 (d), please provide any questions or
recomnmendations you might have regarding this matter, We look forward to your soonest
possible input in order to expedite establishment and deployment of this position.

Please contact Phong Quang at extension 2857 regarding any questions or recommendations

concarning this matter,

Bruce A, Nicholson
Manager
Labor Relations Policy Administration

Enclosure

475 L'ENFANT PLAZA SW
WasHinGToN DC 20260-4101
WWW.LSFS, COM




ATTENDANCE CONTROL OFFICER NTE (EAS-19)
OCCUPATION CODE: 0201-xxxx

FUNCTIONAL PURPOSE

Manages the district-wide employee availability and attendance control programs while ensuring
compliance with national policies, guidelines, and procedures.

This is a not-to-exceed 12 month position authorized at the District Office only.

DUTIES AND RESPONSIBILITIES

1.

Manages district-wide employee availability and attendance control programs; monitors
employee availability and TACS dashboards and reports to identify discrepancies,
staffing issues and trends. Communicates issues to local management for mitigating
action.

Implements measures for local offices to effectively track and monitor attendance issues
including Zero Work Hours employees. Consults with managers and supervisors;
ensures unscheduled absences are being recorded appropriately, reviewed timely and
action is being taken. Provides training on reporting systems and ensures those systems
are effectively utilized.

Receives, interprets and implements directives or instructions issued by HQ and Area
leadership. Writes local procedural instructions and guidelines in reference to new
programs or modifications to existing attendance control procedures and policies.

Applies National and local agreements and employee relations policies regarding
attendance control and employee availability; review proposed corrective action request
packet initiated by supervisors/managers, ensures it is complete, supportable and in
compliance with postal handbooks and manuals.

Evaluates performance cluster staffing issues and makes recommendations for
improvements to maximize the effectiveness of workforce resource allocations; develops
strategies for implementation; and conducts ERMS reviews and follow-up evaluations.

Provides program guidance, technical advice, policy interpretation and training on
attendance control and employee availability programs and activities. Menitors return to
work meetings.

Serves as a liaison between supervisors/ managers, Labor Relations, Personnel,
Finance and Operations on complement, staffing and attendance control matters within
a performance cluster to ensure that attendance is being effectively managed.

SUPERVISION

District Manager

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies for Non Bargaining Positions.




REQUIREMENTS:

Knowledge of policies and procedures related to staffing and complement management
programs,

Knowledge of laws, labor agreement provisions, policies, and procedures related to
staffing and attendance control.

. Ability to collect, analyze and evaluate data to identify trends, develop solutions and
recommend necessary actions, :

. Ability to provide technical guidance related to attendance control and employee
availability management programs and policies.

. Ability to communicate orally and in writing to give presentations, provide technical
guidance, coordinate staffing activities, and prepare reports and correspondence.

. Ability to develop and maintain effective work relationships with employees at all levels
of the field organization to achieve organizational goals and objectives,

. Ability to conduct reviews to ensure compliance with postal rules and regulations
concerning attendance.

Skill using human resources and complement management tools, dashboards and
applications (e.g., EDW, TACS, webCQINS).
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October 25, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to introduce the Business Connect® and
USP3® Lead Generation Programs Quick Reference Guide.

The Business Connect® and USPS® Lead Generation Programs Quick Reference Guide will be
available to managers for guidance on lead generation programs.

We have enclosed a copy of the subject guide.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter.

Sincerely;” 7

//(/_u

Alan S. Moore
Manager
Labor Relations Policies and Programs

Enclosure

475 L'ENFANT PLaza SW
WasHinGgToN DC 20260-4101
WWW.USPS.COM



Business
Connect and
USPS Lead

Generation
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A quality lead is a potential
business customer that has
expressed an interest or
commitment to use USPS® products
and services. Quality leads are vital
to driving revenue for the USPS.

Business Connect® and the USPS Lead Generation
Program are initiatives that encourage employees
throughout our organization to engage in lead
generating discussions with small and medium-
sized businesses about Postal Service™ products
and services.



What program should you
participate in?

BUSINESS CONNECT" 4

Postmasters, Managers, Customer Service
Managers, and Customer Service Supervisors

USPS® LEAD GENERATION PROGRAM 8

CUSTOMER CONNECT®
City Carriers, City Carrier Assistants, and
Carrier Technicians

&

RURAL REACH®
Rural Carriers, Rural Carriers Associates/SRV
AUX, Rural Carriers Associates/SRV REG,
Rural Carriers Associates/SRV VAC, and Rural
Carriers Relief

% &

T

T
N/

(O  CLERKS CARE" e
a? L/ Allemployees within the American Postal
= Workers Union (APWU)

o
Sh

o

MAIL HANDLERS
Mail Handlers, Mail Handler Technicians, Mail
Handler Assistants, Mail Handler Equipment
Operators, Mail Handler Leadman

SUBMIT A LEAD
Administrative staff, Executive & Administrative

Schedule (EAS), and any employee not
participating in one of the programs above




Business

Connect

Postmasters, Managers, Customer Service
Managers, and Customer Service Supervisors

Where can you find companies to
conduct quality activities?

BREP Business Connect (BC) Portal. From
the BC Portal home page, click
“Opportunity Toolkit” and enter a
ZIP Code™ to view a list of potential
customers in your area.

n Retail Lobby. Speak with customers
coming into the retail lobby and ask
them about their business. How can
our products and services help them?

Lobby Events. Host a lobby event to
network with business owners while
educating them about our products
and services.

n Local Events. Participate in local
neighborhood events, small business
functions, and/or craft shows.



Follow a simple process (MISSCOF) to
guicle your customer conversation.

M - Make a call or in-person visit to
the customer

| - Introduce yourself to the customer

S - Schedule an appointment with
the customer

S - Start Business Connect® activity
{(determine the customer’s needs and
determine a solution)

C - Commitment (ask for the customer’s
business and get a commitment on
when they will mail)

O - Offer assistance (help order supplies
and/or schedule a pickup)

F - Follow up and retain (keep in contact
with the customer to ensure they
are satisfied and maintain close
communication with the Business
Development Specialist or Sales Team
for support)

FFor more assistance, contact a focal
Business Development Specialist or order a
MISSCOFF kit on the Material Order Site.



How should you document your activities?

Following the initial interaction with the small
business customer(s), Business Connect®
participants should document activities in the
BC Portal. You can select from two types of
activities: individual Activity or Group Activity.

An Individual Activity is an interaction with a
business customer to discuss:

« USPS® products

and services Note: Business Connect®
i participants should enter
* A Postal solution leads via Submit a Lead if the
based on the customer is outside of their
s assigned 5-digit ZIP Code™.
customer’s

They can also enter leads
for their employees via the
employee’s respective
program.

needs

* A solution to a
Postal concern
or issue

To decument an Individual Activity, start by
searching for the company. If the company is
not in the system, add a new company prior to
entering the activity. There are three ways to
submit an Individual Activity:

BB save without Revenue
B Save and Add New Revenue

B Save Activity and Request Sales Assistance
(should only be used when help is needed
to provide the customer the appropriate
solution. This results in a lead.)



A Group Activity is a presentation to multiple
business customers at one time that falls into
one of the following categories:

« Community Organizations: Rotary
Clubs, American Legions, Chambers of
Commerce, Small Business Administration,
Direct Mail Seminars, etc.

* Grow Your Business Day Seminars

* Passport - Lobby/Special Events

¢« Postal Customer Council (PCC)
Meetings or Events

* Local Tradeshows

How many activities should each level
office document in the BC Portal per
month?

Level 18-22: 2/per month
Level 23-26: 3/per month



USPS Lead

Generation

Program

Customer Connect®
City Carriers, Carrier City, City Carrier Assistants

(CCAs), and Carrier Technicians

Rural Reach®

Rural Carriers, Rural Carriers Associates (RCAs)/
SRV AUX, Rural Carriers Associates (RCAs)/SRV
REG, Rural Carriers Associates (RCAs)/SRV VAC,

and Rural Carriers Relief

Mail Handlers

Mail Handlers, Mail Handler Technicians, Mail
Handler Assistants, Mail Handler Equipment
Operators, Mail Handler Leadman

Submit a Lead

Administrative staff. Executive & Administrative
Schedule (EAS), and any employee not
participating in one of the programs above




Where can you find leads?

e Customers using our competitors

Current customers who would like to grow
their business by using more of our

products and services

Customers posting flyers on mail boxes

or doors

Businesses in the
neighborhood:

o Home businesses

o lawn care
companies

o Real estate
companies

o Beauty supply
shops

o Restaurants

o Medical facilities

Online - companies

not using USPS® for

shipping

Friends and family

members

Sales and Service
Associates participating
in Clerks Care® can find
leads in the retail lobby
or window by identifying

customers who:

Ship domestically
(opportunity for
international shipping and
vice versa)

Open a business PO Box™
(opportunity to advertise
and ship products)

Ship to PO Boxes only
(opportunity to ship
packages to street
addresses)

Only ship with us
(opportunity to advertise
through us)




Next, ask the right questions.

Before suggesting products and services, you
should first determine the customer’s needs
(reference the “Ask the Customer Card” on
the Material Order Site). Next, match those
needs with the appropriate solution (i.e. Every
Door Direct Mail® for customers who want an
affordable targeted advertising solution). For
additional support, leave behind a tear pad
sheet highlighting key product and service
benefits with the customer (management can
order tear pads on the Material Order Site).

Input your lead!

Complete a Small Business Lead Card
(available on the Material Order Site) and
submit it to your local Management Team,
Business Development Specialist, or Station
Coordinator.

Or if you have access to an ACE computer,
input your leads online:

n Visit blue.usps.gov
E Under Featured Topics, click
“Submit a Lead”



What information should be entered
for each lead?

Company name

Contact person or decision maker
Address

Phone number

Email (optional)

Product of interest

o Mailing (e.g. EDDM®)

o Shipping (e.g. Priority Mail® Regional)
Current mailing or shipping methods
(if applicable)

o International or Domestic
Company history and background

How many leads should be submitted
per month?
There is no limit to the number of leads you

can submit. You are encouraged to submit at
least two leads per month.

Who follows up on leads, and when?

A USPS® representative will contact the

customer via phone to validate their interest
and begin the selling process. Customers are
normally contacted within 2-3 business days.
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How can you check the status
of your leads?

n Visit blue.usps.gov
Under Essential Links, click
“Connecting with Customers”

BE®) Under EEP Quick Links, click
“LLead Generation Reports”

n Click "Weekly Lead Status Report” to
read comments from the most recent
customer contact (within the past year)

Is there compensation for
submitting leads?
There is no additional compensation

for participation in the USPS Lead
Generation Program.



Do Your Part!

Submit Timely Leads

(B )

Once leads are received by station management,
they should be entered into the lead system by
close of business the following day. Managers
and Supervisors should keep an adequate supply
of lead cards on hand for employees who don't
have access to an ACE computer.

Conduct Stand-Up Talks
=H

Program Management and Carrier Coordinators
should conduct bi-weekly Stand-Up Talks. These
talks provide carriers with valuable information
about new products and services and additional
information on how to generate leads. Program
Management and Carrier Coordinators must
certify each talk online. To do so:

Visit blue.usps.gov

Under Essential Links, click “Connecting
with Customers”

Under EEP Quick Links, click “Certify
Stand-Up Talks”

n
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Post Weekly Lead Status Reports
(&

Program Management and Carrier Coordinators
should print Weekly Lead Status Reports and
post them on the unit bulletin board each week.
These reports provide updates on the most
recent activity of submitted leads for the past
yvear. They should also provide any employee
requesting information on their individual
submitted lead with the appropriate lead status.

Nominate Lead Generation Coordinators

SHESIEZeie) i Sl

Stations and units with lead generation
coordinators are proven more effective. These
coordinators can assist in ensuring employees
are aware of the lead program and guide them
on how to find quality leads. For Customer
Connect, union leadership must nominate and
determine a Carrier Coordinator.

(Celebrate Lead Successes

SHESIE e e ST

Districts are encouraged to celebrate units
that perform effectively (e.g. with team
breakfast/box lunches). Please refrain from
individual monetary celebrations.




QUESTIONS?

Contact a Business Development

Specialist in the local District
Marketing Office or send an email
to your respective program.

Business Connect: businessconnect@usps.gov

Customer Connect: custconn@usps.gov

Rural Reach: ruralreach@usps.gov
clerkscare@usps.gov

Mail Handlers: mailhandlers@usps.gov

Submit a Lead: submitalead@usps.gov
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October 25, 2017

Mr. Brian J. Wagner -

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to our August 7 notice concerning the development of vehicle
prototype testing as part of the research and development phase of the Next Generation Delivery
Vehicles acquisition process.

As part of the acquisition process, ergonomic and operations testing will be completed for the
following actions:

Loading Time

Tray Replenishment
Package Retrieval
Unloading Vehicle
Parking

We have enclosed an outline of the test procedures for the above listed elements,

ruce Nicholson at extension 7773 if you have questions concerning this matter.

Manager
Labor Relations Policies and Programs

Enclosure

475 LU'ENFaNT PLaza SW
WasHnaTon DG 20260-4101
WINW. USFS.COM



Vendor:

District:

Station:

Carrier;

Examiner;

Date:

Next Gen Vehicle Testing

example
Time

H:MM:SS
0:08:15

-

s
Partition Door
Side Poor
Rear Door

I

Loading Time- Total Loading Time

Criteria: Start time once carrier prepares to unlock vehicle, until loading is complete and vehicle is
secured/locked. |f multiple trips subtract any time assoclated with hamper retrieval/time back in forth to
buldling. Take Piciure of loaded vehicle.

Tray Replinishment
Criteria: Replenish one tray of DPS, one tray of working volume, one tray of FSS (if applicable) Start
clock upan turning off vehicle and stop clock onee carrier has completed task and started vehicle,

Retrleving Package

Criteria: Place package in cargo area on middle of sacond shelf on driver side of vehicle. Start clock
upon turning off vehicle and stop clock once carrier has retrieved parcel and secured/locked vehicle,
Carrjer can retrieve package through the doer that Is the most convenient to them based on access.

Pigase select the door utilized or delete unused door options,

Unloading Vehicle

Criteria: Cartler should notify Testor upon returning befere unloading. Start clock upon turning off vehicle
and stop clock once carrier has completed and secured vehicle. In the event a carrier has to make
multiple {rips than as in question 1 subtract any time associated with hamper retrievalitime back and forth
to buidling.

Parking

Have carrier in Postal parking lot back between two vehicles. Have carrier pull up to yellow parking line to
be pufled into, Start clock once carrier begins to pull forward and stop clock when carrler has
securedflocked vehicle,

Start test as shown below
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Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service intends to obsolete DD-11-15-2001, National
Women's Program Policy Statement, DD-10-02-2003, Hispanic Program;, EL-670-96-4, USPS
Hispanic Program; and Publication 18, Manager's Guide to Understanding Affirmative Action.
Each of the subject documents highlight programs that are no longer in existence.

Additionally, DD-10-18-2001, USPS Policy on Diversity will be made obsolete. The subject
document has been superseded by HR-04-16-2015, United States Postal Service Diversity and
Inclusion Statement, :

The Postal Service continues to maintain a diversity structure that is inclusive of all groups.

We have enclosed a copy of each document referenced above.

Please contact Bruce Nicholson at 7773 if you have questions concerning this matter.

Manager
Labor Relations Policies and Programs

Enclosures

475 UENFANT PLazA SW
WasHiNgToN DG 20260-4101
WWW.USPS,COM
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The Postal Service's commitment to overcoming
the barrlers to advancement for women and
minorities is most clearly articulated in the May
11, 1995, Postal Bulletin message from the
Postmaster General, “Equal Employment Oppor-
tunity, Affirmative Action and Diversity Policy.”
This commitment extends to Individuals at all
levels, including those in executive positions,

While statistics are important in measuring
achievement of some Postal Service business
objectives, postal managers may not use quotas
in fulfilling affirmative action goals, Nor may a
fixed number of new hires or selections be
reserved for, or automatically given to, minority
members or females. Employment decisions
should not be made by designating positions for,
nor by preselecting or affording preferential
treatment to, minorities or women,

Statistics are nonetheless usefulin assessing the
need for legitimate affirmative action, Statistics on
women and mineritles in the workforce and at the
various levels are required by law and are
indicators of how employment opportunities are
actually. distributed throughout the Postal Ser-
vice. Where underrepresentation of women and
minorities appear, there should be some analysis
lo identify the possible disincentives or obstacles
to upward mobility, and follow-up actions should
be taken to eliminate such barriers. Affirmative
action efforts cannot be limited to the time of the
selection,

Manager's Guids to Undersianding Affirmative Action 2




Affirmative Action Myths

The myths that have developed around the
subject of affirmative action sometimes cloud the
issue for managers attempting to perform their
important role in ensuring equal opportunity. The
examination of myths that follows is meant to help
clarify your responsibilities and limitations.

1. “Currently, most promotions in the Postal
Service go to minorities or women."”

The Postal Service continues to make great
strides in the upward mobility of minorities and
women. During Fiscal Year 1995, promotions
were closely in line with group representations
within the postal workforce.

Group Promotions Work Force
White males 44.4% T 44.8%
Women 33.9% 35.1%
Minorities 35.5% 33.5%

2. “If the minority or female candidate is not
qualified for promotion, there is nothing |
can do.”

Your responsibility as a selecting official begins
long before the selection package reaches
your desk. Your goal should be to assist in the
upward mobllity of minorities and females. If an
employee is not presently qualified for a
particular promotion, career counseling is in
order. For example, is there an educational
degree, a training course, a detalil, a different
career path to consider, or other advice that
should be suggested to the employee? Quite
simply, what does this employee need to
prepare for future career advancement?

Manager's Guide o Underslanding Affirmative Action 4




5.

Manager's Guide to Understanding Affinmative Action

“If there are no qualified females or
minorities in my operation, | have no
affirmative action responsibilities.”

You can examine the representation of females
or minorities at different levels of the work-
force to determing if there is underrepresenta-
tion of females or a particular minority group.
The slatistical representation is the starling
place. If there are gaps, then you can support
a variety of plans to ascertain if there are
barriers that exclude minorities or women.
Depending on the barrier identified, you may
need to identify high potential minorities or
females whose careers can be developed orto
target groups for recruitment at the initial hiring
levels.

“Responsibilities for the upward mobility of
women and minorities should be left up to
the Diversity Development and Human
Resources staffs.”

Just as in'the case of safety, ensuring that all
employees have an equal apportunity for
upward mobility lies with the individual
employee and the line manager as well as with
the Diversity Development and Human Re-
sources staff, The individual employee exer-
cises a high degree of responsibility for
attaining the education, training, and flexibility
necessary for career advancement. But you
make the employment selections, and along
with the Diversity Development and Human
Resources sfaffs, should be attuned to the
profile of the workforce and provide career
counseling and developmental assignments.
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Management Instruction

USPS Hispanic Program

This instruction revises the uniform guidelines for implementing and
managing the Postal Service's Hispanic Program. These guidelines
apply to Headquarters, Headquarters field units (HFUs), area offices, all
offices within the performance cluster, and other field operating units,

Policy and Program Objectives

General

The primary objective of the USPS Hispanic Program is to ensure that
Hispanics are fully utilized in the Postal Service workforce and that they
have an equal opportunity to compete In every aspect of employment,
including but not limited to, recruitment, hiring, training, career develop-
ment, promotions, This special emphasis program is an integral part of
the Postal Service's Diversity Development, Affirmative Action (AA), and
Equal Employment Opportunity (EEQ) policies and planning programs,

USPS Commitment

The Postal Service Is committed to ensuring that the Hispanic Program
receives the necessary management attention and support. This pro-
gram does not seek preferential treatment, but assures equality of op-
portunity through positive actions taken to eliminate barriers and
through a continued commitment towards achieving the goals and ob-
lectives set in the Postal Service Affirmative Action Program and Plans.
As such, managers at all levels must be sensitive to the concerns of
Hispanic employees and the Hispanic community to determine if there
are operational or other barriers to equal employment opportunity in-
herent in our employment practices, and they must take prompt action
to correct any deficiencles, Further, all managers must ensure that suffi-

_cient financial and personnel resources are allocated to implement an

effective and progressive Hispanic Program,

Management Instruction EL-670-96-4

Date 10/09/96
Effective Immediately
Number EL-670-96-4
Obsoletes EL-670-90-3

Unit Affirmative Action

L F. e

Robert F. Harris
Vice President
Diversity Development
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Post Offices and Other Field Operating Units

- Postmasters and installation heads of other field operating units are
responsible for implementing the Hispanic Program at these facilities.
Where authorized, the local Hispanic Program speciallst conducts pro-
gram activities.

Program Focus

Workforce Analysis

Each quarter the vice president of Diversity Development reviews work-
force statistical analyses, employment trends, and workforce profile
changes to identify problems or barriers related to Hispanic employ-
ment. Where barriers are found, they are Included in the facility’s Multi-
year Affirmative Employment Plan with specific actions to eliminate the
problem or barrier, These plans must be updated and filed with the
respective EEQC regional or national office.

Recruitment Strategies

The responsible recruitment officlal and Hispanic Program and Diversity
Drevelopment specialists jointly develop a community outreach and liai-
son program.

Through this community outreach program, they publicize postal em-
ployment opportunities in the general Hispanic community and inform
the liaison contacts.

They ensure that preexamination orientation classes are offered and
that other information related to Postal Service examinations and ap-
plication procedures are available. This targeted effort increases the
overall effectiveness of the Hispanic Program recruitment efforts.

Hispanic Program, Diversity Development, and employment personnel
maintain malling lists of community organizations and other recruitment
sources,

They ensure that classes are offered that explain postal application
procedures and that the class How fo Prepare for the Postal Service
Preentrance Examination is avallable to the Hispanic community.

Em.ployee Development and Promotion

Career Assistance

Managers and Hispanic Program and Diversity Development specialists
identify and resolve barrlers to the full development of the Hispanic
employees’ potential and provide specific information about develop-
ment, training, promotional opportunities, and career assistance.

Management Instruction EL-670-96-4



Support Services

Businesses

Hispanic Program specialists represent a tralned, bilingual support
group with special skills and Hispanic identification. They advise the
Hispanic community where information of postal procurement opportu-
nities can be obtained and how Hispanic businesses can sell goods and
services o the Postal Service.

Bilingual Products

Hispanic Program specialists provide assistance in the development of
bilingual postal safety posters, talks, and other similar information such
as bilingual lobby signs to assist Hispanic customers.

Hispanic Program Personnel

The vice president of Diversity Development briefs the pastmaster gen-
eral, the deputy postmaster general, and the chief operating officer on
issues impacting the Hispanic Program and recommends actions as
appropriate,

The manager of the Hispanic Program supervises, coordinates, and
monitors the comprehensive special emphasis Hispanic Program at the
national tevel. This manager ensures that the Postal Service complies
with affirmative action objectives and policies in the planning, execution,
control, and analysis of the Hispanic Program and informs the vice
president of Diversity Development of issues regarding the Hispanic
Program.

All Hispanic Program specialists assist in the proper and effective imple-
mentation of the Hispanic Program. They function as professional and
technical advisors to managers and responsible officials and as liaison
to the community as representatives of the Postal Service in recruitment
and other outreach efforts.

Specialists serve at post offices, stations, branches, and on individual
tours in larger facilities (as required), and at HFUs and performance
clusters, when provided for in staffing plans. Working closely with and
through their responsible officials or installation heads and appropriate
diversity development personnel, speclalists advise managers on spe-
cial employment concerns of Hispanics and on the necessary actions
required to accomplish program objectives.

Management Instruction EL-670-96-4



Reporting Requirements

Accounting Period Report

The accounting period report Is a statistical summary of data on place-
ment, separations, developmental participation, higher level details, offi-
cer-in-charge asslgnments, promotions, and hotrs used in the Hispanic
Program. Report data are prepared by the Hispanic Program specialist
or the Diversity Development specialist. The report is then provided to
the district manager and lead plant manager to keep them abreast of the
status of the Hispanic Program.

Quarterly Report

The quarterly report is a narrative statement that requires a briefanalysis
of the accounting period report with a description of actions taken to
correct program deflciencles or actions that provided positive results,
HFUs and all field offices submit the quarterly report through the Hispan-
ic Program specialist (if the position is authorized), or the Diversity
Development specialist, to:

NATIONAL HISPANIC PROGRAM MANAGER

DIVERSITY DEVELOPMENT

475 LUENFANT PLAZA WEST SW ROOM 3641
WASHINGTON DC 20260-5610

Management Instruction EL-670-96-4

REFERENCES

1.

Employee and Labor Relations
Manual 670, specifically 673.4.

Hispanic Program Operational
Guidelines,

Publication 294, The Guide to
Retaining Hispanic Employees,
Postal Service policies and

instructions related to EEQ, AA,
and Diversity.

Equal Employment Opportunity
Commission (EEOC)
Management Directives.
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Octaober 2, 2003

MESSAGE FROM THE FPOSTMASTER GENERAL AND DEPUTY POSTMASTER GENERAL

Hispanic Program

According to the most current U.S. Census data, Hispanics have become the largest minority group in the
United States and are one of the fastest growing population segments of the American population.
Consistent with our commitment to provide equal employment opportunity to all persons, it is critical that
we continue to strengthen our efforts to recognize and fully utilize the unigue qualities and talents of
Hispanics in our diverse workforce and in the community at large,

Since its establishment in the 1970s, the Hispanic Program has been on a journey to transform and
address the rapid growth in the Hispanic population. Today, the program helps support our crganization’s
Transformaticn challenges, our organization’s need to remove barriers that prevent the Postal Service ™
from achieving a more inclusive workforce, and our quest to manage relationships with our customers that
will enable us to provide services to communities with diverse needs.

As we celebrate National Hispanic Heritage Month, | reconfirm the Postal Service’s commitment to our
Hispanic employees, customers, and suppliers. The Postal Service is committed to ensuring that the
Hispanic Program continues to receive necessary management attention and support.

By doing so, we will continue to realize the full talents of our diverse workforce, while fostering growth by
adding value for our customers, improving operational efficiency, and improving service to this rapidly
growing marketplace,

ﬂaz%&-

John E. Potter
Postmaster General, CEO

John M. Nolan
Deputy Postmaster General
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JoHN E. POTTER
POSTMASTER GENERAL, CEO

UNITED STATES
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November 15, 2001

National Women’s Program Policy Statement

The Postal Service is committed to promoting career opportunities and advancement for women in the
workforce. The National Women's Program (NWP) is a vital and integral part of this commitment. The
program does not seek preferential treatment for women, but does seek to ensure that all postal career
opportunities are made available to all employees, including women.

The NWP is alsc a part of the Postal Service’s Affirmative Employment Program, Postal management
established the women’s program in 1974 to ensure fairness for women in every aspect of employment,
including but not limited to hiring, retention, training, career development, and promotions.

The NWP is not merely a program developed to enhance the individual experiences of women, but rather
it enhances how we do business as an all-inclusive workforce. Monitoring the overall postal workforce
demographics to address any underrepresentation of women Is part of this program. Advocacy and
educaticn will help achieve equality for women in the workplace.

The NWP will collect, conduct, and analyze research on issues affecting women in the workplace. 1t will
be a resource offering information and business solutions to common workplace Issues and professional
development, It will provide networking opportunities, educational programs, and visibility for the women
in our workforce, which will enable them to realize their goals and aspirations for personal and
professional development.

The NWP seeks to ensure managers at all levels will not only respect and be sensitive to the concerns of
female employees, but also that they will examine and remove any barriers to equal employment
opportunity for women. Together we can ensure that we are providing opportunities and promoting
faimess for women in hiring, retention, training, career development, and promotions,

?&z ot

John E. Potter

475 L'ENFANT PLAZA SW
WASHINGTON DC  20260-0010
WWW.USPs.com
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POSTMASTER GENERAL, GEOQ
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October 18, 2001

United States Postal Service Policy on Diversity

It is the policy of the U.S. Postal Setvice to value and manage the diversity of our employees, the
customers we serve, and the suppliers we do business with so that we might achieve a competitive
advantage in the glebal marketplace,

Diversity in the Postal Service means that we will build an inclusive environment that respects the
unigueness of every individual and encourages the contributions of pecple from different
backgrounds, experiences, and perspectives.

Diversity Is key to our corporate success because It affects every aspect of the organization—
employees, customers, and the business. Our Investment in a strong diversity program creates a
positive work environment that recognizes the contributions of all our employees, and it provides us
with a strategic advantage.

The Postal Service will focus on diversity in the recruitment, deveiopment; and retention of
employees, When developing succession plans and making promotions, the Postal Service will
strongly support diversity, thereby creating an even playing field for all employees. To ensure that the
Postal Service meets the needs of the diverse communities it serves, it will eliminate barriers and
create products and services designed to increase customer satisfaction, ease of use, and revenue,
The Postal Service will ensure that all suppliers have the opportunity to compete for its contracts and
will require that our local purchasing policies support local business communities and encourage
economic development of diverse groups. '

All employees share the responsibllity for achieving diversity goals. For diversity to be successfully
integrated into the Postal Service, diversity initiatives must continue to be guided by leadership's fuli
commitment. All executives, managers, and supervisors are responsible and accountable for
managing and Integrating diversity into business management processes,

To build mutual respect into all of our relationships, employees at all levels must value the differences
and cultures of others. This will require mutual adjustment and understanding. These actions are
critical to diversity becoming an integral part of the organization; not only do they benefit each
employee, they also enhance our standing in the national and global marketplaces.

By valuing diversity, the Pastal Service will achieve maximum corporate success and positive
recognition as a world-class business leader,

¢ fe

John E. Potter

475 UENFANT PLaza SW
WasHINGTON DC 202600010
WWW.USPS,COM
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UNITED STATES POSTAL SERVICE
DIVERSITY AND INCLUSION STATEMENT

ltis the policy of the U,S. Postal Service to promote the diversity and inclusion of our
employees, the customers we serve, and the suppliers we do business with so that we
might achieve a competitive advantage in the global marketplace.

Diversity and Inclusion in the Postal Service means that we will build an inclusive
environment that respects the uniqueness of every individual and encourages the
contributions of people from different backgrounds, experiences, and perspectives.

Diversity and Inclusion is key to our corporate success because it affects every aspect of
the organization—employees, customers, and the business. Our investment in a strong

- diversity program creates a positive work environment that recognizes the contributions
of all our employees, and it provides us with a strategic advantage.

The Postal Service will focus on diversity and inclusion in the recruitment, development,
and retention of employees. When developing succession plans and making
promotions, the Postal Service will strongly support diversity, thereby creating an even
ptaying field for all employees. To ensure that the Postal Service meets the needs of the
diverse communities it serves, it will eliminate barriers and create products and services
designed to increase customer satisfaction, ease-of-use, and revenue. The Postal
Service will ensure that all qualified suppliers have the opportunity to compete for its
contracts that are competitively awarded, and we will require that our local purchasing
policies support local business communities and encourage economic development of
diverse groups.

All employees share the responsibility for achieving diversity goals. For diversity and
inclusion to be successfully integrated into the Postal Service, diversity and inclusion
initiatives must continue to be guided by leadership’s full commitment. All executives,
managers, and supervisors are responsible and accountable for managing and integrating
diversity and inclusion into the business management processes,

To build mutual respect into all of our relationships, employees at all levels must

value the differences and cultures of others. This will require mutual adjustment and
understanding. These actions are critical to diversity and inclusion becoming an integral
part of the organization; not only do they benefit each employee, they also enhance our
standing in the nationai and giobal marketplaces.

By valuing diversity and inclusion, the Postal Service will achieve maximum corporate
success and positive recognition as a world-class business leader. For more information
about Diversity and Inclusion, please vist USPS LiteBlue: htips./liteblue. usps.gov. Click
on My HR tab and click on Our Workforce link within the Browse by Subject box.

Meg “

Post r neral/CEQ
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October 20, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to our October 23, 2015, correspondence regarding the USPS Health
Connect Portal. As you were previously informed, this online application provides employees
with the ability to establish a personal online health records profile, which enables employees to
easily and securely collect, store, and manage their health records. The USPS Health Connect
Portal provides employees private and secure control and access to their records, as well as the
distribution of that data.

The application is currently available to all Headquarters’ non-bargaining unit employees. Use
of the USPS Health Connect Portal is voluntary and there is no charge for participation. The
application is not accessible from Postal Service devices and/or when logged into our network.

A sign-up event is tentatively scheduled for November 16, 2017, at 475 L’'Enfant Plaza, SW,
Washington, DC 20260. In anticipation of this event, a mailing will be sent to Headquarters’
non-bargaining unit employees. The mailing will contain instructions for creating a personal
USPS Health Connect Portal account. We have enclosed a final draft copy of the mailing.

Please contact Bruce Nicholson at extension 7773 if you have any questions concerning this
matter.

Sincer, Iy/,v

Alan S” Moore
Manager
Labor Relations Policies and Programs

Enclosure

475 L'ENFANT PLaza SW
WasHINGTON DC 20260-4101
WWW.USPS.COM
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LABCR RELATIONS

UNITED STATES
p POSTAL SERVICE

October 27, 2017

Mr. Brian J. Wagner Faxed
President

National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service plans to introduce an initiative concerning
carrier vehicle loading. You were notified of a test by letter dated June 23, 2017.

Package storage areas in carrier vehicles will be divided into segments. A package will be
scanned and feedback from the mobile delivery device (MDD) will show which segment the
package should be placed in anticipation of delivery. Generally, this process will be used by
carriers not familiar with their assigned route.

We have enclosed a stand up talk and a training aid related to this program.

P
Sincerely,

o

/s
(AL

Alan S. Moore
Manager
Labor Relations Policies and Programs

Please c'gmaatBruce Nicholson at extension 7773 if you have questions concerning this matter.

/

Enclosures

475 L'EnrFanT PLaza SW

WasHingTon DC 20260-4101
WWW.USPS.COM



DELIVERY EMPLOYEE STAND UP TALK

October 2017

Vehicle Loading

As most of you are aware the continuing growth in packages cap make loading our
vehicles challenging at times. It can be particularly puzzling for our newer employees
who may be unfamiliar with the routes they are carrying. Imagine picking up a package
to load in the vehicle without a good sense of its delivery order along the route,

You may have noticed by now that the numbers one thru six and/or loading diagrams
with the numbers one thru six have been placed on the inside cargo areas of your postal
vehicle. These numbers are designed to represent your route divided into six equal
sections, So section one might represent the first 100 deliveries of your route, and
section six might represent the last 100 deliveries of your route (assuming your route
has 600 deliveries).

The Mobile Delivery Device (MDD) handheld scanner has been updated to include a
“Load Truck” menu option. Using this feature while loading involves scanning each
package before placing it in the vehicle. This in turn will cause the scanner to display
the delivery point of the package and your total delivery points. The MDD will also
visually and audibly provide the section of the truck where the package should be
placed. Using the same example as above, the MDD will display “Section # 2" for any
packages for delivery point 200 thru 299. Simultaneously, the MDD will provide the same
information audibly.

Not all carriers will need to utilize the MDD feature. Regular carriers and others familiar
with the route layout will probably not need the feature. However, it is expected that
each carrier will load packages in the prescribed manner using the numbered sections
in order to set the route up for efficient handling on the street.

Alternately, rural offices may choose to use a 0-9 process to partition the vehicle, In this
process, the sections of the vehicle will correspond to the last number of the primary
street address (ex: 251 Qak St. Apt 27 would be placed in section 1), The MDD Load
-Truck feature does not support this process. Only sections one thru six will be labeled,
Sections 0, 7, 8, and 9 are to be loaded in the center with 0 to the rear and 9 at the fron
of the cargo area. ‘

Your supervisor has been provided workflow diagrams for each vehicle type that
describes this process in more detail and will provide training as required. Additionally,
there is an MDD work flow diagram that shows the new menus and options within the
toad truck feature.

Carriers are also reminded of the package look-ahead feature deployed to the MDD in
October of 2016. This feature is a manifest of all packages for each route that displays
and scrolls in the AMS line of travel. As each package is scanned with a “stop the clock”
event the entry turns gray. In this way carriers can review the manifest for any potential




missed packages or packages that may have not received a proper scan event. This
feature also allows carriers to review the next several packages coming up for delivery.
This helps to avoid backtracking and/or deviating due to forgotten SPRs in the satchel
or parcels in the rear of the delivery vehicle,

Lastly, carriers are reminded to follow the proper sequence of steps and procedures for
moving to the street and departing to the route. Your supervisor has been provided an
additional work flow diagram that outiines this process if you are unsure of the steps,
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These steps do not supersede any local management instructions
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LABOR RELATIONS

|

= UNITED STATES NECEIVE N
B FostaL service U e
0CT 30 2017
October 27, 2017
Mr. Brian J. Wagner Certified Mail Tracking Number:
President 70131370000230171996

National Association of Postal Supervisor
1727 King Street
Alexandria, Virginia 22314-2753

Dear Brian:

Due to a finding by the Office of Special Counsel (OSC), the Postal Service is revising the
Employee and Labor Relations Manual (ELM), Exhibit 514.4, Item j, and PS Form 3971, Request
for or Notification of Absence.

Enclosed for your review are:

» A final draft copy of the revised ELM, Exhibit 514.4
= Afinal draft copy of the revised PS Form 3971

» United States Postal Service Corrective Action Plan for OSC File No. HA-17-0610 dated
August 31, 2017

Please contact Shannon Richardson at extension 5842 if you have any questions concerning this
matter.

Contract Administration (APWU)

Enclosures

475 L'ENFanT PLaza SW
WasHinaTON DC 20260-4101 (CA2017-505)

WWW,USPS.COM



514 Leave Without Pay

514.1 Essential Features
The following definitions apply for the purposes of 514:
a. LWOP is an authorized absence from duty in a nonpay status.

b. LWOP may be granted upon the employee's request and covers only those hours that the employee would
normally work or for which the employee would normally be paid. FLSA—exempt employees must take LWOP in 1-
day increments except when they are taking leave protected under the Family and Medical Leave Act (FMLA).

¢. LWORP is different from AWOL (absent without leave), which is a nonpay status due to a determination that no kind
of leave can be granted either because (1) the employee did not obtain advance authorization or (2) the
employee’s request for leave was denied.

514.2 Policy

514.21 Restriction
LWOP in excess of 2 years is not approved unless specifically provided for in postal policy or regulations.

514.22 Administrative Discretion

Each request for LWOP is examined closely, and a decision is made based on the needs of the employee, the needs of the
Postal Service, and the cost to the Postal Service. The granting of LWOP is a matter of administrative discretion and is not
granted on the employee’s demand except as provided in collective bargaining agreements or as follows:

a. Adisabled veteran is entitled to LWOP, if necessary, for medical treatment.

b. A Reservist or a National Guardsman is entitled to LWOP, if necessary, to perform military training duties under
the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA), Public Law 103-353.

c. Anemployee who requests and is entitled to time off under 515, Absence for Family Care or Serious Health
Condition of Employee, must be allowed up to a total of 12 workweeks of absence within a Postal Service leave
year for one or more of the reasons listed in 515.41(a) through 515.41(e), and up to 26 workweeks of leave during
a single 12-month period to care for covered service members with a serious injury or illness.

514.23 Condition

In granting approval for extended LWOP, the granting official should have reasonable expectation that the employee will
return at the end of the approved period.

514.24 Leave Credit Adjustment

Employees who are on LWOP for a period, or periods, totaling 80 hours (normal number of workhours in 1 pay period)
during a leave year have their leave credits reduced by the amount of leave earned in 1 pay period.

Exception: Employees who (1) are in leave category 6, (2) are not on LWOP for the entire year, and (3) whose
accumulated LWOP reaches 80 hours in the last pay period in a leave year have their leave balance reduced by only 6
hours, even if they earn 10 hours during that pay period (see 512.3). Also, no adjustment is made to the leave
computation date for periods of LWOP taken for active military service or while absent due to an illness or injury
approved by OWCP.

514.25 Other Employment
LWOP is not granted for the purpose of enabling an employee to “try out” or to accept other employment.
514.3 Authority to Approve

514.31 Installation Head
Installation heads may approve requests for LWOP that are not in excess of 1 year.

514.32 District Managers
District managers may approve requests for LWOP that are not in excess of 2 years.



514.4 Acceptable Reasons and Instructions

See Exhibit 514.4 for acceptable reasons and instructions for LWOP.

Exhibit 514.4
Acceptable Reasons and Instructions for LWOP

Acceptable Reasons for LWOP

Instructions

a. Personal reasons.

LWOP may be granted to cover the absence.

b. Employee has no leave to cover
vacation during choice vacation
period.

LWOP may be granted to cover the absence.

c. Fuli-time attendance at a
college or university.

Restricted to full-time employee.

An official transcript of courses taken must be submitted to the
installation head.

d. Personal iliness or injury (also

see 515).

An employee may utilize annual and/or sick leave in
conjunction with LWOP, subject to approval of the leave in
accordance with normal leave approval procedures. An
employee need not exhaust annual leave and/or sick leave
before requesting leave without pay.

A medical document from the attending physician or
practitioner must be obtained before approval, the same as for
sick leave.

Applications for LWOP to cover a period in excess of 30 days
in any 1 year in cases of illness or injury are reviewed and
acted upon by the installation head.

An employee normally will not be separated from the service
because of absence due to personal iliness or injury for a
period of less than 1 year (also see 568). An employee may be
separated if required to be absent for more than 1 year unless
there is cause to expect recovery and return within a
reasonable time after the end of 1 year in LWOP status.

The separation of an employee after 1 year of continued
absence with or without pay does not prevent an eligible
employee from filing an application for retirement (also see
568).

e. Injury in line of duty.

Supervisors must advise employees of their right to file an
application for FECA benefits as a result of iliness or injury that
is suffered in the line of duty. (See instructions on CA-1 and
CA-2a for traumatic injuries and CA-2 for occupational
illnesses and diseases.)

In traumatic injury cases, an employee is entitled to a
maximum of 45 calendar days of continuation of pay (COP)
without charge to leave if written notice of injury is filed within
30 days of injury. The period of COP begins at the start of the
employee’s first full tour of duty thereafter, or the first day
following the disability, whichever occurs sooner. The period
during which 45 days of COP may be claimed must begin
within 90 days of the occurrence of the injury but may end after
90 days from the occurrence. If, after returning to work
subsequent to an apparent recovery from a traumatic injury, an
employee is again absent from work as a result of the original
traumatic injury, the employee may use any remaining COP
time left up to the 45—day limit. However, the remaining COP
time must be used within 90 days of the date the employee first
returns to work following the initial traumatic injury.

An employee may choose sick or annual leave in lieu of COP;
however, this leave may be retroactively converted to COP
provided a request is made within 1 year of the date the leave
was used or the date of the claim approval, whichever is later.
Before being placed on LWOP, an employee may choose to
use annual or sick leave until it is exhausted. Leave is earned




514.5 Forms Required

514.51 PS Form 3971

A request for LWOP is submitted by the employee on PS Form 3971, if the request for leave indicates that the LWOP will
extend over 30 days, a written justification and statement of reason for the desired absence is required.

514.52 PS Form 50

PS Form 50, Notification of Personnel Action, is prepared when LWOP is in excess of 30 days (see Handbook EL-301,
Guidelines for Processing Personnel Actions).
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Request for or Notification of Absence

Employee's Name [Frint last, first, Mi) Employee I Date Submitted (MM/DDYYYY;) | No, of Hours Requested oia| PP
Installation (For postimaster’s jeave, show ity, state, and ZIP Code) N/SDay | Pay Loc, No. | D/A Code From: Date Hour e
Tlime of Call or Request Scheduled Reporting Time If Needed, Employee Can Be Reached At: Thru: Date Heur
oo not can | m x
Type of Absence Docurnentatlon (For offfclal tse onjy) Revised Schedule for (Date; Approved I Advance 0 Sét
O Annual O FMLA Rexquested (Certifesiion review - HASSC) Oves Owo o1
L) Holiday/AL Ly Exch [ For COP Leava (GAT on fig) Begin Work So‘én
O carder 701 Route ,
[ For Advanced Sick Leava (78 1221 on fia) "
O LWOP (Ses reversa) } Lunch Qut Lurch In vl
O d 03
O sick (See reverse} For Military Leave [Onders reviewad)
O Late 3 For Gourt Leave Summons raviswed) End Work %’f
O coF (gee reverse) £ Por Higher Level (P8 1723 on i) — Wed
[ Other 1 scheme Training Testing Qualitng Merme on fie} ot Hours 05
Remarks (0o not enter medical information, See Privacy Act Statement on roverse of this form.) ngr
nd
o7
Sat
[ E 08
Employee s Signature and Date Signature of Person Becording Absence.and Dafe. | . Signature-of Supervisor and Daté Notified SO%“
Mon
B 10
Official Action on Application (Refurn copy of signed request to employee.} Tue
11
[ Approved Do not check an FMLA box until you verlfy the Signature of Supetvisor and Date
0 FMLA designation, M{‘Zd
Plsapproved (Glve reason below)} [ FMLA Designation is PENDING Thur
O FMLA Protected 0 13
O Not EMLA Protectad Continued on reverse qg

PS Form 3971, October 2017 (Page 1 of 2) PSN 7530-02-000-6136

Reason | was incapacitated for duty during this absence:

Warning: Tha furnishing of false information on this form may result in a fine of not more
than $10,000 or Imprisonment of not more than & years, or both (18 U.8.C. 1007).

alao
. i . | w
O Sickness O Pregnancy, Prenatal Care, or Childbirth 5. 5:
. " . Arrual
O On-the-Job Injury O Undergoing Medical, Dental, or Optical Aol PR v o praies alo
Examination o Treatment {Job-refatad) e ue
[0 Ofi-the-Job Injury Sik 56 05800 T
D Exposed o a [ Undergolng Medical, Dental, or Optical S rvia 5 0 35599 als
Contagious Disease Exarnination or Treatment Sigk — Dopandant Care 56 08 05697 g
{Not job-related} Sick ~ Dependeni Gare - FMLA 58 o7 05698
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LWOP - Union Official (Required Certification) Ponated 45 04500 04
By signing this form, | certify that this requast Is not for the purpose of engaging in Donatod - FMLA i £4500 Wod
I 3 " : HG Authorzed Administrative 79 07900
partisan political actlvity as defined by the Hatch Act and Its Implementing reguiations, 08
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‘ i _ Sat
O My approved or pending approval case number for this condiition ls;  |L¥OP - 10D/OWCP 49 54900 08
LWOP - [OD/OWEP — FMLA 49 04 04369
LWOP - In Lieu of Sick Leave 59 or 60 95901 ar 06001 %Lgl
Employes must not be asked to discloss personal medical lnformaiion o local LWOP - Materrity 59 ar 63 06805 or 06005
managernent. FMLA certification must be malled to HRSST LWOP - Miitary 49 74400 M%ﬂ
Additional Documentation Required as follows: LWOP — Personal Reasons 59 or 60 05903 or 06003
LWOP - Proflered 5 or 60 06902 or 06002 Tue
LWOP - Suspenslon 53 or 6 08306 or 0AI06 n
5 IS0 451, 1ok, 1081, 100, an 1066t 5 USC 2601 o1 s, e i o ot o [LCE—Susgenson P T 0% 25008 1 00008 e
L 404, + E:-ul ; an et g8q, Frovicing \na Information 1 T ! 2
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United States Postal Service
Corrective Action Plan
0OSC File No, HA-17-0610

August 31, 2017
l Background

On July 14, 2017, the Office of Special Counsel (OSC) issued a report entitled Report of
Hatch Act Investigation: Facilitating Labor Union’s Political Activity Through Use of “Union
Official” Leave Without Pay. In the report, OSC found that the Postal Service released
employees who were members of the National Association of Letter Carriers (NALC or the
union) for several weeks of “union official” leave without pay (LWOP) to participate in the AFL-
ClO’s Labor 2016 program, “which sought to ‘elect Hillary Clinton and pro-worker candidates
across the country’ through door-to-door canvassing, phone banks, slate card mailings, and
other get out the vote efforts,” Report at 2.

Although OSC concluded that postal officials were not motivated by political
considerations — instead, they sought to preserve goodwill between the Postal Service and the
union ~ OSC nonetheless determined that USPS management took official actions to enable the
NALC's political activity. Specifically, for two decades various postal officials authorized the
release of letter carriers for the union’s political activity, which OSC concluded resulted in an
institutional bias in favor of NALC's endorsed political candidates,

Because current management inherited a long-standing practice, OSC did not take
disciplinary action against any USPS employee but instead concluded that “agency-wide
corrective action is necessary" to prevent future violations of the Hatch Act, and that changes in
the Postal Service's practices regarding union official LWOP were necessary. Report at 2.

OSC asked the Postal Service to notify OSC of its corrective action plan no later than August
31,2017, Report at 23, and the Postmaster General committed to doing so during her testimony
before the Senate oversight committee following release of the Report. This is the Postal
Service's Corrective Action Plan.

1. The Postal Service's Four-Part Corrective Action Plan
A. Amend the Employee and Labor Relations Manual

The Postal Service is committed to maintaining a skilled and ready workforce that is
diverse, engaged, efficient, and safe in order to successfully perform our longstanding mission
of providing prompt, affordable, reliable, and efficient universal postal services. The Employee
and Labor Relations Manual (EL.M} is a critical tool for implementing human resources programs
and processes that contribute to that goal by setting out the significant rules, policies and
procedures that govern management and employee conduct.

The Postal Service will amend the ELM to prohibit the use of LWOP - Union Official for
partisan political activity as defined by the Hatch Act and its implementing regulations.
Specifically, Exhibit 514.4 of the ELM, Acceptable Reasons and Instructions for LWOP, will be
changed to comply with the OSC's decision described above. Exhibit 514.4, ftem (j), Instructions
for “Union business,” will include the following sentence: “Partisan political activity, as defined by




the Hatch Act and its implementing regulations, is not an acceptable reason for union business
LWOP.”

B. Revise Postal Service Form 3971 (Request for or Notification of Absence)

Form 3971 is the form on which postal employees request leave. To request LWOP, an
employee checks the box for "LWOP (see reverse).” On the reverse side of the form, there are
a variety of LWOP codes that can be used, including code 84 for “LWOP - Union Official.” The
proposed revised form, attached as Exhibit A, will include the following statement:

LWOP — Union Official (Required Certification)

By signing this form, | certify that this request is not for the purpose
of engaging in partisan political activity as defined by the Hatch Act
and its implementing regulations.

The employee’s signature is required on the front of the form. The form also includes the
following statement:

Warning: The furnishing of false information on this form may result
in a fine of not more than $10,000 or imprisonment of not more than 5
years, or both (18 U.S.C. 1001).

Thus an employee who seeks “LWOP - Union Official” for the purpose of engaging in “partisan
political activity as defined by the Hatch Act and its implementing regulations” has provided false
information on Form 3971.

This change will not affect union officials who are on long-term leave without pay
because they hold a full-time, paid position with one of the Postal Service’s unions. First, we do
not understand the report to be directed at those individuals or any incidental partisan political
activity in which they may engage while employed by a union, and OSC has advised us that
union officials who are on long-term unpaid leave from the Postal Service are permitted under
the Hatch Act to engage in incidental partisan political activity to the same extent other federal
employees are permitted to engage in such activities while on other types of leave. Second,
Postal Service employees on long-term LWOP to serve as a union official do not submit Form
3971. instead, a Form 50 is issued that changes their status within the Postal Service.

C. Union Communication Plan

In order to communicate these changes and the reasons for these changes, the Vice
President, Labor Relations, will send a letter to the Postal Service’s unions that advises them of
OSC's decision and the steps USPS is taking to comply with the law. Additionally, the Vice
President, Labor Relations, will send to all unions annual reminders of the limitations on the use
of LWOP - Union Official through the 2024 presidential election cycle.

D. Hatch Act Education Plan

The Postal Service recognizes the importance of providing increased Hatch Act
education for all of its employees not only to address the issue set out in OSC’s July 14, 2017
report, but also in recognition of the reality that national elections have become more
emotionally charged. While there are many political activities in which federal employees may
engage, it is important for all of our employees to understand the limitations imposed on those
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activities as a result of their status as federal employees under the Hatch Act and its
implementing regulations. Accordingly, the Postal Service will undertake the following activities
in addition to the Hatch Act training already provided.

First, the Postal Service will issue two mandatory stand-up talks on the Hatch Act for all
employees each year through 2024, Following the 2024, presidential election cycle, the Postal
Service will evaluate the effectiveness of the stand-up talks and determine whether they should
continue or if additional efforts are necessary. At least one of these stand-up talks will include
information about the change to the ELM described above as well as a reminder that partisan
political groups include political parties, individual candidate campaign organizations, and
Political Action Committees (PACs).

Second, the Postal Service's Chief Ethics and Compliance Officer or his/her designee
will conduct a Hatch Act discussion with all Human Resources and Labor Relations employees
(at headquarters and in the field) during a regularly scheduted HR/LR quarterly meeting at least
once each year through 2024, These employees, after the Ethics Office itself, are the resources
most likely to be consulted on leave issues and the potential interplay between Postal Service
leave policies and the Hatch Act. Therefore, it is critical that they understand the restrictions of
the Hatch Act. The annual discussion will be no less than 15 minutes, and it will include a
reminder regarding the restriction on LWOP - Union Official, led by an ethics official.

Third, the Postal Service will implement a Strategic Training Initiative on the Hatch Act
during fiscal years 2018, 2020 and 2024. A Strategic Training Initiative is centrally funded and
designed to enhance the training and development of specified target audiences in a subject
area that is a high priority for the Postal Service. Courses are mandatory for the identified
employees, and they are delivered and tracked electronically through the Postal Service's
Learning Management System. Regular reminders about uncompleted courses are sent in the
weeks preceding the course completion deadline. In fiscal year 2018, the employees identified
for this strategic training initiative will be all non-bargaining-unit employees. The Postal Service
will provide a certification to OSC that this training has been substantially completed, including
the number of employees trained, no later than November 1, 2018.

il. Conclusion

As Postmaster General Brennan has previously stated, the Postal Service “fully accepts
and will fully implement all of the recommendations and directions of the OSC, in order to
prevent any future violations of the Hatch Act.” Compliance with the Hatch Act will be an
integral part of our ongoing efforts to maintain and enhance the trust of alf of the American
people in the Postal Service.
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LABCR RELATIONS

UNITED STATES

POSTAL SERVICE

October 26, 2017

Mr, Brian J. Wagner

President

Nationat Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

[

ECEIVE

NOV -2 2017

As a matter of general interest, beginning November 7, the Postal Service will test a prototype

“Intelligent Virtual Assistant” (iIVA) for certain USPS.com customers.

The IVA will interact with customers in a human-like, conversational manner and is capable of

providing tracking information and information for customers concerning the process of arranging
for redelivery of shipments. Only 5% of USPS.com customers will be able to use the IVA feature
during the subject test, which is scheduled to conclude in February 2018,

Please contact Bruce Nicholson at 7773 if you have questions concerning this matter.

Singerely,

A
Alan S/M/

Manager
Labor Relations Policies and Programs

oore

475 L'ENFanT PLaza SW
WasHinaron DG 20260-4101
WWW,LISPS,GOM
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LaBoR RELATIONS

UNITED STATES
POSTAL SERVICE

NOV -3 2017

November 1, 2017

Mr. Brian J. Wagner Certified Mail Tracking Number;
President 70161370000230142122
National Association of Postal Supervisor

1727 King Street

Alexandria, Virginia 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service is expanding the testing of robotic {unmanned)
Mail Transportation Equipment (MTE) to include the Richmond, Virginia Processing and
Distribution Center (P&DC). Notifications regarding robotic MTEs have previously been provided:;
the most recent was dated March 29, 2017 (enclosed).

As previously informed, testing of the subject equipment is for the purpose of evaluating the
design, determining the suitability, and assessing the applicability of these devices in a mail
processing envircnment,

The Richmond, VA P&DC is scheduled to receive two tugger Autonomous Guided Vehicles
{(AGVs) and eight pallet-lift AGVs in March 2018. Evaluation of the AGVs is anticipated to begin
in April 2018,

Please contact Shannon Richardson at extension 5842 with any questions concerning this
matter,

Enclosure

475 L'ENFANT PLaza 8W

WasHinaTon DG 20260-4101
WWALUSPS.COM {CA2017-510)
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UNITED STATES
‘ POSTAL SERVICE

March 29, 2017

Mr., Brain J. Wagner Certified Mail Tracking Number:
Fresident : 7018 1370 0002 3014 6472
- National Association Postal Supervisors
1727 King Sireet, Sulte 400
Alexandria, VA 22314-27583

Cear Brlan:

As an update to our December 5, 2014 notification {enclosed), the Postal Service is moving the
testing phase of the robotlc (unmanned)} Mail Transportation Equipment (MTE) from the Brooklyn
Processing & Distribution Center (P&DC) to the Pennwood P&DC,

The decision to conduct testing at this new location Is to provide additional performance data for
this application, A total of eight Vision Guided Vehicles (VGV) will be utitized. Four Tow Trucks
will begin testing in April and four Pallet Jack Trucks will begin testing In June, As indicated in our
previous correspondence, this testing will be for the purpose of evaluating the design,

determining the suitability, and assessing the applicability of these devices.

If there are any questions, please contact James Lloyd of my staff at extension 3946,

Contract Administration (APWU)

Enclosures

475 LENFANT PLaza SW
WiasHNGToN DG 202804101
WINWASSPS.COM (CA2017-157)
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LapOR RELATIONS

UNITED STATES
POSTAL SERVICE

ECEIVE]

NOV. - 32017

Qctober 31, 2017

Mr. Brian J. Wagner

President

National Association of Postal Supervisors
1727 King Street, Suite' 400

Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest, the Postal Service Is updating the Mobile Delivery Device (MDD)
to enhance its functionality.

Release 6.5 includes:

Enable Geo Alert Nationwide

Introduce Package Intercept (Pl) in Load Truck and Enable Pl On-Street
New Dynamic Delivery Service — Parce! Overflow

Supporting SPM Sample Request 3811

Redefine Packaging Label

Reject UPC Product Code PS Label

Pilot testing is scheduled to begin on November 6, with national implementation schedu'led for the
week of November 13.

Enclosed is the final draft copy of the MDD Release 6.5 Service Talk.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this matter,

Sincere

Alan S. Moore
Manager '
Labor Relations Policies and Programs

Enclosure

476 L'ENFANT PLAzA SW
WasHingToN DC 20260-4101
WWW,USPS.COM
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