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Dear Ivan:

As a matter of general interest, the Postal Service is revising Handbook EL-312, Employment and
Placement, Chapter 1, General.
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Scope

This handbook provides employee recruitment, examination, and selection
palicy and procedures for the United States Postal Service. These
instructions apply to employing, placing, and assigning career and noncaresr
field employees and promoling career employees. This handbook has
limited application to Postal Career Executive Service (PCES) and
Headquarters employees.

Review and Approval

Establishing employee recruitment, exarnination, and selection policy and
procedures is under the authority of the vice president of Human
Resources. Approval authority for actions describad in this handbook rests
with Human Resources.

Conditions on Using Policy

The Employee and Labor Relations Manual (ELM) and appropriate collective
bargaining agreementis also provide policy and guidance on employment
and placement. Employees must not follow the procedures described in this
handbool if they conflict with the provisions of current or future collective
bargaining agreements.

Prohibition of Political Recommendations
General

The law (32 U.S.C. 1002) prohibits political and certain other
recommendations for appointments, promotions, assignments, transfers, or
designations of persons in the Postal Service.

Exceplions

Statements relating solely to character and rasidence are permitted, but
every other kind of statement or recommendation is prohibited unless it is:

" a.  Requested by the Postal Service and consists solely of an evaluation of

the work performance, ability, aptitude, and general qualifications of an
individual.

b. Requested by a government representative investigating the
individual's loyalty, suitability, or character.

Penalties
Anyone who requests or solicits a prohibited statement or recommendation
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is-subjsct-to-disqualification-from-Postal-Service-employment-and-anyene-in
the Postal Service who accepts such a statement may be subject to
disciplinary action, up to and including removal fram empioyment.

“Disabled” and “Disability”

The words “disabled” and "disabifity” are in many federal statutes, rules, and
regulations. They are used by the U.S. Department of Labor, the U.S.
Department of Veterans Affairs, the U.S. Equal Employment Opportunity
Commission, Office of Personnel Management, and the Social Security
Administration, among others. Their meaning, however, differs based on the
source statute, rule, or regulation that defines what the word means.

For example, an individual who is “disabled” as defined by the Office of
Workers’ Compensation Programs statute may not meet the definition of
“disabled” under the Rehabilitation Act of 1973, The meaning of these words
is controlled by the context in which they are uged.

12  Responsibility
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Vice President, Human Resources

Overview

The U.S. Postal Service vice president of Human Resources oversees all
aspecis of the employee lifecycle, from hiring to retirement.

Human Resources supports all aspects of complerent management, including
Postal Service hiring and selection policies. Human Resources departments
and management regarding employee hiring, selection, and placement include
the following.

Employment Policy and Programs
This Meadquarters unit develops policies and procedures for hiring, appointing,

and promoting employees. Employment Policy and Programs oversees and is
responsible for the following activities:

a. Disseminating instructions, assistance, and technical guidance fo
Human Resources personnel to administer policies and programs
related to employment and placement.

b. Developing and suppotting policies and programs related to hiring,
selection, pre-employment screenings, biometric fingerprinting,
revamped selection of the Rural Management Support System
{(RMSS) web application, and the Family and Medical Leave Act
(FMLA).

3__Area Director, Field Human Resources

Area directors, Field Human Resources, oversee Human Resources (HIR)
field operations and execute national HR objectives, priorities and
strategies by driving processes related to the following programs:

a. Workforce planning;

b Complement;

C. Empioyae onboarding;
d Hiring and retention;




Oceupational-safety-and-health;
Diversity and inclusion; and

@ ~ o

Engagement,

1214 Manager, Field Human Resources

The manager, Field Human Resources, is responsible for managing the Human
Resources function for assignad territory, including the following:

a.  Coordinating all activities related to the following:
(1)  Workforce planning;
{2) Complement;
{3) Personnel services;
(4) Safety and health;
(5) Injury compensation;
(6) Training and retention;
(7y Diversity and inclusion; and
{8) Engagement
b.  Providing the full range of Human Resources support to the following:
(1) Customer services;
(2)  Processing and distribution operations; and
(3) Logistics and maintenance.

122 Vice President, Organization Development

122.1 Overview

The vice president of Organization Development oversees the management and
direction of the Organization Development team, which is comprised of
Organizational Effectiveness; National Training; Diversity, Equity, and inclusion,
and other organizations. '

Organization Development is responsible for employee examinations and
training, career development and retention, and enhancing employee diversity
and inclusion as follows.

1222 Organizational Effeciiveness
Crganizational Effectiveness is responsible for the following activities:

a Developing instructions to guide the selection and designhation of
examiners to administer examinations.

b. Developing and validating examinations and other selection

instruments, including qualification standards and their applications.
Maintaining examination results and scores.

d. Providing suipport and guidance for internal personnel and external
candidates on the examination process.

e. Certifying Postal Service examination administrators.

Reviewing and deciding reasonable accommodation requests for
examinations, or ensuring requests are referred to the appropriate



Reasonable-Accommodation-Committee-consistent-with-Handbook-EL

307, Reasonable Accommodation, An Interactive Process.

g. Reviewing and determining requests from Postal Service examination
administrators for candidates fo retest before the retest date.

h. Reviewing any compromise to the examinations or related materials
and working with appropriate stakeholders for resolution,

122.3 Examination Administrators

122

A

Examinalion administrators are responsible for the following activities:

a.  Furnishing information, accepting épplications, and scheduling
applicants to take examinations.

b.  Administering examinations according to the directions.

c.  Qrdering, storing, and securing adequate supplies of examination
materials. :

d. Reporting irregularities, loss of examination materials, and possible
compromises of examinations.

8, Ensuring that any employee placed in charge of an exarmination as an
examiner is quaiified, properly frained, and cerfified.
Diversity, Equity and Inclusion

To advance a culture of diversity, equity, inclusion and acceptance at all
levels of the organization, Diversily, Equity and Inclusion (DEI) monitors
workforce demaographics and partners with the business to improve employee
recruitment, retention, and advancement sirategies.

Postal inspection Service

The Postal Inspection Service may investigate any area related to employee
recruitment, examinations, and selection, including, but not limited to:

a  Alleged or suspaected cheating during examinations.
b.  Falsification of information pertaining to employment.

C. Lost or stoleh examination material, unsecured material, and other
breaches of security.

13  Multicomponent Employment and Placement
Process |

Employment and placement in the Postal Service is a multicomponent
process. Each of the following components provides employing officials with
opportunities to identify individuals who meet eligibility requirements and

- possess . necessary knowledge, skills,-abilities, and.other.characteristics to_._. ____

successfully fill specific career and noncareer positions in the Postal Service.

Component : Covered in:
Recruitment process Chapter 2
Examinations process Chapter 3
Hiring lists Chapter 4
Determination of eligibility/qualification requiremants | Chapter &




Chapter 5

Application-review

Medical suitability assessment Chapter 5
Reasonable accommodation, if applicable Chapter 5 and
Handbook EL-307
New-employee crientation Chapter 5
Probationary period Chapter 5
Interview Chapter 6
Selection Chapter 6
Job offer Chapter 6
Assignment, reassignment, and promotion Chapter 7
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114.1

Scope

This handbook provides employee recruitment, examination, and selection
palicy and procedures for the United States Postal Service. These
instructions apply to empleyment—placementemploying, placing, and
assighmentefassigning career and noncareer field employees and
premetien-efpromoting career employees-in-districts-and-areas. This
handbook has limited application to Postal Career Executive Service (PCES)
and Headquarters employees.

Review and Approval

The-establishment-efEstablishing employee recruitment, examination, and
selection policy and procedures is under the authority of the vice president

of Empleyee Reseource-ManagementHuman Resources. Approval authority

for actions described in this handbook rests with area-and-district Human-
Fecewcas managers—ho-excapiions-are-that-detristsmusthave the
: Nati . o onC ITACY |

te:Human Resources.

Conditions on UseefUsing Policy

The Employee and Labor Relations Manual (ELM) and appropriate collective
bargaining agreements also provide policy and guidance {ron employment

and placement. District-and-area-employees-sheuldEmployees must not

follow_the procedures described in this handbook if they conflict with the
provisions of current or future collective bargaining agreements.

Prohibition of Political Recommendations
General

114.42

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

Exceptions

Statements relating solely to character and residence are permitted, but
every other kind of statement or recommendation is prohibited unless it is:




)

Requested by the Postal Service and consists solely of an evaluation of

the work performance, ability, aptitude, and general qualifications of an
individual.

b. Requested by a government representative investigating the
individual's loyalty, suitability, or character.

11423 Penalties

Anyone who requests or solicits a prohibited statement or recommendation
is subject to disqualification from the-Postal Service employment, and
anyone in the Postal Service who accepts such a statement may be

suspended-orremovedsubiject to disciplinary action. up to and including

removal from employment.

115 “Disabled” and “Disability”

The words “disabled” and “disability” are feund-in many federal statutes,
rules, and regulations. They are used by the U.S. Department of Labor, the
U.S. Department of Veterans Affairs, the U.S. Equal Employment
Opportunity Commission, Office of Personnel Management, and the Social
Security Administration, among others. Their meaning, however, differs
based on the source statute, rule, or regulation that defines what the word
means.

For example, an individual who is “disabled” as defined by the Office of
Workers’ Compensation Programs statute may not meet the definition of
“disabled” under the Rehabilitation Act of 1973. The meaning of these words
is controlled by the context in which they are used.

12 Responsibility

121 Vice President, Employee Resource-
ManagementHuman Resources

121.1  Overview

The U.S. Postal Service vice president of Human Resources oversees all
aspects of the employee lifecycle, from hiring to retirement.

Human Resources supports all aspects of complement management, including
Postal Service hiring and selection policies. Human Resources departments
and management regarding employee hiring, selection, and placement include

the following.

124.2% Employment Policy

and Programs

This Headquarters unit develops policies and procedures for hiringresruitment,
examinationselection—appointmentand prometion-of appointing, and

promoting employees. SelectionEvaluationand-RecognitienEmployment

Policy and Programs oversees and is alse-responsible for the following

activities:

e.a.__Disseminating instructions, assistance, and technical guidance to area
and-distrist Hhuman Rresources personnel to administer policies and
programs related to employment and placement.
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S paminersic-adminisierexaminations—and-to-operate NTAC:

b. Developing and validating-examinations-and-otherselection-
. ¥ : Ifieati ;
icatiens-supporting policies and programs related to hiring,

selection, pre-employment screenings. biometric fingerprinting
revamped selection of the Rural Management Support System

(RMSS) web application, and the Family and Medical Leave Act
(FMLA).

12123 Mansger-National TestAdministration CenterArea Director,

Field Human Resources

SremapagesetalbALHsrespensiblaferthefelowing sstivitiestAlea
directors, Field Human Resources, oversee Human Resources (HR) field

operations and execute national HR objectives, priorities and strategies by
driving processes related to the following programs:

Workforce planning:

Complement;

Employee onboarding:

Occupational safety and health:

Diversity and inclusion: and

a
b
g
d. Hiring and retention;
=
f
g.

Engagement.




124121.4 Manager, Field Human Resources (Bistrict)

The Mmanager, Field Human Resources-{Bistrich}, is responsible for managing
the Human Resources function for assigned territory, including the following:

a. Coordinating all activities related to the following:

b.

(1)

Workforce planning:

2)

Complement;

(3)

Personnel services;

(4)  Safety and health;

(5) __ Injury compensation;

(68) Training and retention;

(7)  Diversity and inclusion; and
(8) Engagement.

Providing the full range of Human Resources support to the following:

(1)

Customer services;

(2)  Processing and distribution operations: and

(3)

Logistics and maintenance.




——— 1o VYice President, Organization Development ———

122.1 Overview
The vice president of Organization Development oversees the management and
direction of the Organization Development team, which is comprised of

Organizational Effectiveness: National Training: Diversity, Equity, and Inclusion,
and other organizations.

Organization Development is responsible for employee examinations and
training, career development and retention, and enhancing employee diversity

and inclusion as follows.

1222 Organizational Effectiveness
Organizational Effectiveness is responsible for the following activities:

a. Developing instructions to guide the selection and designation of

examiners to administer examinations—and-te-operate NTAC..

b. Developing and validating examinations and other selection
instruments, including qualification standards and their applications.

(v Maintaining examination results and scores.

d. Providing support and guidance for internal personnel and external
candidates on the examination process.

e. Certifying Postal Service examination administrators.

Fili]

Reviewing and deciding reasonable accommodation requests for
examinations, or ensuring requests are referred to the appropriate
Reasonable Accommodation Committee consistent with Handbook EL-
307, Reasonable Accommodation, An Interactive Process.

g. Reviewing and determining requests from Postal Service examination
administrators for candidates to retest before the retest date.

h. Reviewing any compromise to the examinations or related materials
and working with appropriate stakeholders for resolution.

1251223 DistrictExamination Administrators

Examination administrators are responsible for the following activities:

a. Furnishing information, accepting applications, and scheduling
applicants to take examinations.

b.  Administering examinations according to the directions-provided-by-
PEAL,

c. Ordering-and, storing, and securing adequate supplies of examination
materials-and-previding-for-theirsecurity.

d. Reporting irregularities, loss of examination materials, and possible
compromises of examinations-te-the-district-manager-and-to-NTAG.

e.  Ensuring that any employee placed in charge of an examination as an
exarminer is qualified, properly trained, and certified-by-NFAC.
senter-ahd-oreparingand submiting repers-asresrad:




1224-Diversity. Eauity-andInclusion
To advance a culture of diversity, equity, inclusion and acceptance at all
levels of the organization, Diversity, Equity and Inclusion (DEI) monitors
workforce demographics and partners with the business to improve employee
recruitment, retention, and advancement strategies.

126 123 Postal Inspection Service

The Postal inspectersinspection Service may investigate any area related to
employee recruitment, examinations, and selestiensselection, including, but not
limited to:

a.  Alleged or suspected cheating during examinations.

b. Falsification of information pertaining to employment.

(o Lost or stolen examination material, unsecured material, and other
breaches of security.

13 Multicomponent Employment and Placement
Process

Employment and placement in the Postal Service is a multicomponent
process. Each of the following components provides employing officials with
opportunities to identify individuals who meet eligibility requirements and
possess necessary knowledge, skills, abilities, and persenal-gualitiesother_
characteristics to successfully fifl specific career and noncareer positions in
the Postal Service.

Component Covered in:
Recruitment process Chapter 2
Examinations process Chapter 3
Hiring [kists Chapter 4
Determination of eligibility/qualification requirements | Chapter 5
Application review Chapter 5
DBrug-Screening Chapter5
Medical suitability assessment Chapter 5
Reasonable accommodation, if applicable Chapter 5 and
Handbook EL-307
New-employee orientation Chapter 5
Probationary period Chapter §
Interview Chapter 6
Selection Chapter 6
Joo offer Chapter 6
" Madicalsuitability assessment Chapters
" Reasenable accommedation_if applicable Chapter5and-
HandbeokEL-307
" 1iewEmployee Orentation Chapter5




Chapter 7

Assignment, Reassigamenireassignment, and
Prometionpromotion



