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A Commitment to Diversity

The Postal Service™ is committed to fostering and achieving a work and
learning environment that respects and values a diverse workforce.

Valuing and managing diversity in the Postal Service means that we will
build an inclusive environment that respects the umqueness of every
individual and encourages the contributions, experiences, and perspectives
of all people.

It is essential that our work and learning environments be free fiom
discrimination and harassment.

In our classrooms, on the workroom floor, in casual conversation and in
formal meetings, employees and faculty are asked to encourage an open
learning environment that is supportive of everyone..

Coutse materials and lectures, classroom debates, and casual conversation
should always reflect the commitment to safety and freedom from
disctimination, sexual harassment, and harassment on any prohibited
basis. [nstructors and class patticipants are expected to support this
eommltment

If you f“ nd course mateuai that is plesehted in the elassroom or in self-
insttuctional format that does not follow these gmdelmes please let an
~ instructor know 1mmed1ately

If ciassroom dlseussmns do not support these principles, please point that
out to the instructor as well

Dlversny is a source of strength for our organization. Diversity promotes
innovation, cteativity, productivity, and growth and enables a broadening
of existing concepts. '

. The Postal Service’s policy s to value the diversity of our employees,

- customers, and suppliers and to do what is right for our employees and the
communities we serve, thereby ensuring a competitive advantage in the
global marketplace.
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Supervisor Apprentice Program

Preface

The Supervisor Apprentice Program is the result of collaboration between
many stakeholders including, Delivery Operations Support, Safety, Labor
Relations, and Training Development.

The program provides six-months of blended learning consisting of 80
hours of virtual classroom instruction, cross-training, and self-paced
online training in supervisor responsibilities and functional training for
Supervisor, Customer Service (SCS) and Supervisor, Distribution
Operations (SDQ).

On-the-job instruction and coaching include orientation to policies and
procedures, demonstration, directed practice, and coaching. The purpose
of this course is to provide supervisor apprentices with the skills and
knowledge necessary to prepare them for their role as an EAS-17 frontline
supervisor, '
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Supervisor Apprentice Program

Module 1: Overview of the Supervisor
Apprentice Program

Overview

The Supetvisor Apprentice Program is a six-month program designed
speciﬁcally to support and train supervisor apprentices to become EAS-17
supervisors. This program supports the USPS® SupeWtsor Program
(USP).

The program incorporates several elements to support supervisor
apprentices throughout their first six months as they learn their
responsibilities and prepare for a supervisor position, Program -
components include training, webinars, coaching, self-study courses,
a531gnments that build foundational sklils and opportunities to learn and
practice in a real environment with knowledgeable guidance.

This program includes those elements common to all supervisor
apprentices, such as safety; attendance control; communication; conflict
resolution; Labor Relations; managing performance; prioritizing tasks;

.. developing and leading your team:; planning and analysis; ethics;

* -reasonable accommodations; Equal Employment Opportunity (EEO); and
operational excellence. These topics are presented in a virtual classroom
environment using various instructional methodologies, such as
discussions, demonstrations, and role-play. In addition, the course
p10v1dcs path-specific functional training.

Other tlammg elements are plesented in an on-the-job environment and
. hands-on practice. The primary goal of this training program is to provide
~supervisor apprentices with the basic skills and knowledge to successfully
‘-pelform their duties.

The bupelwsor Apprentice Program includes:
° Prercquns_lte and pre-program registration.
. Assignment of a coach and mentor,
¢ Two weeks of job shadowing. (Weeks | and 2).

¢ Two weeks of intensive virtual classroom training. (Weeks 3 and
4).

¢ Mid-program knowledge check and feedback survey.

Madule 1: Overview of the Supsrvisor Apprentice Frogram Page 1-1



Supervisor Apprentice Program

* Seven weeks paired with a coach in the participant’s unit to
complete on-the-job checklists over the next seven weeks. (Weeks
5-11).

e« Two weeks of Cross-training. (Weeks 12 and 13).

» Supetvisor apprentice moves to a higher-level office (when
available, but must be a different facility) and completes on-the-job
checklists over the next four weeks. (Weeks 14-17),

+  Seven weeks of running a unit independently with support and
feedback from the coach. (Weeks 18-25).

The advantage of on-the-job training folloWing the virtual classroom
portion of trammg is to facilitate transference of learnmg from classroom
to the work unit.

Supervisor Apprentice Prograim Curriculum -

1. After the initial program kickoff, completc all requ1red
prelequlsnes
. Superv._:sor apf)fentice accesses a pre-program registration
through the learning portal. ;
nae 2 Superv:sor appr entlces are assi gned their first coach and mentor.

3;-Job shadowmg is conducted over the next two weeks. This means
" supervisor apprentices follow a supervisor as they perform their
dutles and observe,

-~ & Training focuses on basm skills (i.e., timekeeping,
attendance, daily.conversations w1th employees, ete.).

« Completion of Observational Checklists. (See Module 3).

* Take notes on your experience to share with your mentor.

| 4_-.';_:..;1Next, participants attend two weeks of intensive virtual classroom
training that:

o Is conducted virtually, from the National Center for
Employee Development (NCED).

e Familiarizes the supervisor apprentice with important
concepts and principles.

» Provides tools to foster success as a supervisor apprentice.

s Consists of eighteen modules. Module 16 is a functional
path module for:

» Supervisor, Customer Service (SCS).

Page 1-2 Participant Guide



Supervisor Apprentice Program

* Supervisor, Distribution Operations (SDO).

5. Upon completion of the virtual classroom event, supervisor
apprentice completes a mid-program knowledge check and
feedback survey on the training. (Access through the learning

portal).

6. After completing classroom training, participants are paired with a
coach in their unit to complete on-the-job checklists over the next
seven weeks,

Access on USPS Superwsor Program website for
checklists: -

" Go to Blue,

= Choose Human Resources on'the right.

»  Seiect Employee and Leadershlp Devel()pment from
the list. B :

"= m Select Natioxial Traininé-Programs’.

. = Choose USPS Supervisor Program.

. Or you may go directly to the website at
//blue.usps.gov/hr/training-development/national-
train‘in':g"—‘develo'pment/USPS htm.. -

: Coaches are the supervxsm apprentice’s assigned

supervisor.

Coaches ensure skills:are completed, provide context on the
skill’s impoitance and where the skills fit within the
process of their unit. Ensure accurate information is
provided to build a solid foundation. They also provide
feedback on the supervisor apprentice’s progress.

Coaches report completion to the Manager, Employee
Development so that credit can be recorded in the Learning
Portal for that component.

7. During the weeks 12-13 participants begin cross-training in various
functions.

[ ]

Processing Operations.

Delivery, Retail, and Customer Service.
Logistics.

Maintenance.

Vehicle Maintenance.

Labor Relations.

Module 1: Qverview of the Supervisor Apprentice Program Page 1-3
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¢  Workforce Planning.

¢ Safety and Occupational Health,

8. Once the supervisor apprentice completes cross-training, they are
assigned to a different facility (preference given to a larger facil ity)
and begin additional four weeks of On-the-Job Training (OJT).

* Supervisor apprentices are assigned a second coach.

¢ Supervisor apprentices complete Skillsoft course
requirements based on the Superv1sor Competency Model.
* (Acoess through the Lear nmg Portal),

* Supervisor apprentices complete a series of job- ~specific
checklists. Refer to Step 6 above for steps to retrieve these
checklists.

9. During the last seven weeks of training, the supervisor apprentice
is responsible for running a unit mdependently w1th support and
feedback from the coach.

_ . :Supetwsor apprentlces eontmue to. complete theu self-
study Skillsoft ttammg =

. Superv1sor apprentices complete post-progtam
_ :assessments (Access through the Learnmg Portal).

» " Coach provides feedback to the mentor in preparation for
the ﬁnal performanee evaluation,

10. The supemsor apprentice participates in a graduation ceremony
and is outplaced mto an EAS-17 supervisor position.

Throughout the program, thele are several assessments to ensure
co7 understanding and mastery of program concepts. Assessments are
-7 accessed in the learning portal.
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Supervisor Apprentice Program

Assessments include:

1.

Lo

Post Classroom Knowledge Test (Weeks 3-4).
Performance Assessment (Weeks 5-11),
Performance Assessment (Weeks 12-17).
Final Evaluation (Weeks 3-25).

Knowledge Test/Performance Assessment (3 months post-
program),

Supervisor Competency Nldc_lgl

Your coach must support and focus on the USPS Supetvisor Competency
Model. Competencies describe knowledge, skills and abilities needed for
successful job performance. Competency models have been developed for
Functional/Technical capabilities needed by field employees and include
Supervisory, Managerial, Executive, and Officer level.

Each model describes the attributes and behaviors associated with
increasing levels of proficiency in key focus areas, creating useful tools
for creating Development Plans, Access the Supervisor Competency

Model in Module 5.7

Moduls 1: Overview of the Supervisor Apprentice Program Page 1-5






Supervisor Apprentice Program

Module 2: Apprentice and Coach
Responsibilities

Apprentice Responsibilities

Employees selected into the Supervisor Apprentice Program will be
screened on basic operational knowledge and abilities such as maintaining
composure, ability to learn, and adherence to safety requirements.
Through the apprentice program, you will gain job-related know[edgc and
applicable job skills to the requirements to become a supervisor.

Apprentice Requirements:

- Knowledge of operations, policies, and procedures,

Skill USi“g COlnPUterS for work-related activities.” - :

Abllity to mvestlgate, ’uoubleshoot and respond to customer

_ _mqmrles
Ability__to perforn: basic math computations.
Ability to communicate orally and in wfiting.

'Ability to maintain composure in the midst of stressful conditions,

disagreements, and interpersonal conflicts.

____Ab:llty to adhere to apphcable safety and health policies and
. ‘practices.

- Ability to learn job-related knowledge and skills through formal

and informal training.

Supei‘i{isor Apprentice Program:

':Aotively patticipates in the apprentice program. Including

attending training, performing on-the-job learning assignments,
and working with an assigned coach and mentor.

Supervises bargaining unit employees providing retail and/or
delivery services at a postal facility under the oversight of a coach
and mentor.

Job shadow for two weeks,

Classroom training for two weeks.

Module 2: Apprentice and Coach Responsibilities Page 2-1



Supervisor Apprentice Program

*  On-the-Job Training for five months.
*» Knowledge exams and behavioral assessments,

Coach Requirements:

* Knowledge of operations, policies, and procedures, sufficient to
explain to others and answer questions about the operation.

» Knowledge of postal policies and procedures related to scheduling,
[eave usage, and time and attendance sufficient to recognize and
reinforce actions that facilitate compliance.

* Knowledge of the provisions of local and national bargaining unio
agreements related to processing operations, including job bidding,
overtime, and grievance arbitration, sufficient to recognize and
reinforce actions that facilitate compliance.’

e Ability to read and interpret data reports and perform basic math
computations sufficient to understand and explain how the reports
relate to day-to-day operations. - R
On-the-Job Coach Responsibilities

Your coach is an important and integfa] part of the Supervisor Apprentice

- Program. Supervisors in the organization consistently ask for coaching
- support as they learn their position responsibilities. We need to provide

this support to our apprentices. Your coach provides an opportunity for
you to learn from one who knows the operation best with timely guidance
and feedback., S

This gﬁide contains OJT Skill éhecklists that you will use for an

_ appropriate learning experience, Once you have an opportunity to watch
. the task being performed and practice the skill, the coach observes you
- performing the skill and will rate you as either expectations not met,

expectations met, or exceeds expectations for each item as it is completed.
Follow instructions for completion of OJI cettification listed on page 3-1.

Your coach will help you become successful, knowledgeable, and build
the foundation you need to succeed in your career. This one-on-one
interaction provides added support as well as just-in-time [earning. You
can build strong relationships leading to ongoing benefits throughout your
cateet,

Prepare for your week by meeting daily with the coach. Review checklist
activities, receive guidance and information to complete the next set of
skills. Your coach will report your status to the Manager, Employee
Development to record your progress toward program completion in the
learning portal.

Page 2-2
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Supervisor Apprentice Program

For a meaningful and successful experience, it is essential that you build
trust with your coach. Trust means that you believe that your coach is
providing accurate information and the support you need for your
development and success as a supervisor. Without trust, honest feedback
about your strengths and opportunities may not occur. This could impact
your operation and the organization.

Your coach will use their On-the-Job Coaching Guide to provide
appropriate on-the-job training, and to closely monitor the completion of
the on-the-job coaching process. Coaches will adapt their training
techniques to meet the needs of learners. For instance, some supervisor
apprentices will be able to perform the skills with very little assistance and
others may need much more practice and guidance.

Remember, OJT is critical to the success of this training program,
Employees who are responsibte for on-the-job coaching of supervisor
apprentices are provided a copy of the OIT guide. This ensures
reinforcement of the same genelal messages as the v1rtual cl’tssroom
training. -

Your coach will:
. -'Demonstrate how to perform a skill.

. Observe and coach you as you pract1ce pcrformmg the skill,

Allow you to perf(nm the skill on yom own.

Use thlS process for eachjob skill and repeat as needed. You are
encouraged to ask questions during this process. Share what you see as
obstacles in completing a skill, The goal of this process is to help you
effectively complete each skill and be successful in your position,

" ,-'r-_-Cdié:ching Goals
'Coaches will;

o Momtor supervisor apprentice checklist completion.

. Provlde necessary learning experiences that actively engage the
supervisor apprentice in all checklist activities.

* Provide information the Manager, Employee Development so that
they can document all necessary training records as training
evolutions are completed,

» Maintain daily communication with assigned supervisor
apprentice.

* LEnsure the supervisor apprentice is making progress and has
correct understanding of checklist items,

Module 2: Apprentice and Coach Responsibilities Page 2-3



Supervisor Apprentice Program

e Provide problem solving ideas in response to outreach from
assigned supervisor apprentice.

. Provide prompt discussions and feedback.

» Share practical experience gained on the job.

Page 2-4 Parficipant Guide



Supetvisor Apprentice Program

Module 3:

Checklists

The Supetvisor Apprentice program coaching methodology relies on
demonstrated performance to gauge an employee’s knowledge. The
approach of observe, practice, and demonstrate is used. The skills are
scaffolded in accordance with this model. Behaviors progress, allowing
the apprentice to learn in a smail unit then progress to a larger unit.

Your coach provides context on each skill’s importance and where the
skill fits within the process of the unit, They ensure accurate information
is provided to build a solid foundation. To learn a targeted behavior, you
will first observe. The coach performs the targeted behavior for you while
explaining the importance and the role that knowledge plays in the
operation, :

Once you are familiar with the behavior, you will have multiple
opportunities to practice, while receiving feedback from the coach. Once
you are comfortable with your level of competency, demonstrate the
behavior for the coach. The coach evaluates your performance and
provides additionai feedback until you are able to meet expectations. Later
weeks of the program prowde the opportumty for you to demonstrate the

<. skill'in a largel context,

" Be prepared w1th your copy of the checkllst at the start of each week. The

coach’s ability to perform each skill, observe and coach as you practice
the skill, and then observing and rating you as you perform the skill using
the checklist is vital to the success of the program. The coach is the
conduit for the you to master each skill and successfully perform in the

5 posmon

R '-'-r"Agc_essing Checklists

Access checklists on the USPS Supetvisor Program website under On-
The-Job Checklists. Checklists are also listed in this guide for your
reference.

From the Blue webpage:
1. Choose Human Resources on the right,
Select Employee and Leadership Development from the list,

Select National Training Programs,

e R o

Choose Supervisor Apprentice Program.

Module 3: Checklists
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Supervisor Apprentice Program

5. Oryou may go directly to the website at
//blue.usps.gov/hr/training-development/national-training-
development/USPS htm,

Instructions: Review and complete each skill on the checklist over the
course of the week. Document the supervisor apprentice’s development on
each item on the checklist.

For each skill;

¢ Record the date the skill is completed. 1f the skill is listed as
observe or practice, your performance is not rated.

¢ If, after practice with the coach’s support and guidance, you are
able to successfully complete the skill on your own, the coach will
rate the skill as meets expectations or exceeds expectations.

o If, after practice with the coach’s suppott and guidance, you are
unable to successfully complete the skill on your own, the coach
will rate the skill as expectations were not met, The coach will then
provide you with additional assistance for the skill. *

s If the coach believes you have met expectations with additional
-assistance for that skill, they will note it in the comments section.

' AcqumngSklIIs .

. -~.'-..I_)uring weeks 1 and 2, you will observe the coach perform each
skill, - -

e During weeks 3 and 4, you will be attending two-weeks of virtual
Cinstructional training.-

e "Weeks 5 through 11, you will practice each skill in order to acquire
~ the specific skillset,

-3'3:3'.‘.'-:-_'51 'V_During weelks 12 and 13, you will attend a cross-functional
* experience to network and learn how your operation intersects with
other operations.

e  Weeks 14 through 17, you wili perform each skill in order to
demonstrate the ability to perform in the position.

*  Weeks 18 through 25, you will take responsibility of a unit and
complete 8 out of 14 self-paced online Skillsoft courses based on
the Supetvisory Competency Model. {(Access through the learning
portal).

Page 3-2 : : Farticipant Guide
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SDO OJT Skill Checklists

SDO OJT Skills Checklist - Week 1

Supervisor Apprentice Program

Week 1 SDO Skills Checklist -

Instructions:

1. Initial each item complete as you perform th

Assistance column.

- 2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any Skills needing additional assistance from the On-the—Job Coach in the Additional

em.

Skllls
E;E'Introductlon

Meet with your coach.

- Exceeds’

Mests :
. Expectations. -

Expeéctaticn

Date .| Expe_ctjaﬂb‘ns:
Completed | © "NotMet -

your team.

Talk with your coach’s dlrect reports!learn El

Coach provides a plant tour to observe
different opera’uons in your facmty

-;Faclllty Operations

Observe the cGach access_'and view a
Facility Operatlng Plan

Observe the coach rewew Building
Systems operations.

Observe the coach access and view an
Integrated Operating Plan (agreement
between facility and RCSO). :

Observe the coach obtain key operating infor

Clearance Time {CT).

Critical Entry Time (CET).

Dispatch of Value (DOV),

Planned Starting Time.

Page 3-3
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OJT Coach Guide

Supervisor App‘renticé Program

Week 1 SDO SklllS Checkllst

L 1 Date Expectations -
Sk[lls o T Completeq “Not Mt

' Exceeds
> Expectatlons

Observe the coach part|0|pate in reporting
machines down for repair.

Observe the coach participate in the
communication process between floor
operations and maintenance, estimating
maintenance response time.

Observe the coach participate in
supervising changing out containers.

Observe the coach examine empty
equipment to make sure it contains no mail.

Observe manual distribution operatlons
(030 040, 050)

Observe the- coach examlne empty
equment to make sure it contalns no mall

Observe-late.arrlvmg DRS.

Chserve Iate arnvmg mall from delivery
units. : o

Observe the coach rewew mall arrival
discrepancies. FE

Observe the coach monitor"éw_éeping
output bins/containers (critical to-avoiding
machine doewntime).

Observe the coach monitor proper MTE
staging and setup/placarding.

Observe the coach communicate between
functional areas.

Observe manual distribution operations
(030, 040, 050).
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Supervisor Apprentice OJT Coach Guide

Supervis'or Apprentice Program

tools/F1 Scheduler.

SkllIS L Date~ : Expectahons

.__Superwsor Duties and ResponSIblhtles' B

Observe the coach using staffing planning

Week 1 SDO SkI"S Checkllst

Completed Not Met -

Expectatlons

. Exceeds . -
= Expectations - .

Observe the coach monitor proper mail
preparation procedures.

forms).

Observe the coach properly complete PS
Forms 3921 and 3930 (or locat applicable

Observe the coach differentiate between
incoming and outgoing mailflows----

Observe the coach differentiate between
ongmatmg and destmatmg mallflows B

e Lefter Automation.

e Manual Sortatlon "

« Parcel Mechanization:

Observe the coach assess ‘mail flow
between P&D and CS on both -
inbound/outbound docks.

Risk mailpieces.

QObserve the coach assess causes of At-

Discuss mail flow between PDO and RC80O
oh inbound/outbound docks with the coach.

maintenance.

Observe mail flow activities focusing on the
communication between the Central
Control Room, floor operations and

Module 3: OJT Checklists
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Supervisor Apprentice Pr"o'gram

Week (| SDO Skills Checklist

SkI”S S - Date : Expectatlons ' Mée:tér S —j-'EVScéée'ds'
Lo " | Coimpleted | - 'Not Met Expegtations” | - Expectations -

Observe the flow of mail between each
operation and the Damaged Recovery Unit.

Observe the coach reporting cancellation
mail arrival.

Observe the process for dumping sacks.

Observe causes of At-Risk mailpieces,

Observe the coach review Performance
Tools F4SSRD.

Observe the coach supervise custodlal
procedures (PS Form 4881).

Observe the coach assigh, correotwe
maintenance. :

Participant Name

Coach Name

Date- ‘o;fi'}{g_\{gek 1 Completion:

O Comm’eﬁ't's;_:\_

O Expectations not met after additional assistance. Please provide details and
steps taken:
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SDO OJT Skills Checklist - Week 2

Supervisor Apprentice Program

- Week 2 SDO Skills Checklist

instructions:
1. [nitial each item complete as you perform them.
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column.

 Meets - Exceeds .-
Expectations | Expectations

1. Date Expectations
-Completed | NotMet:.

’:Automatlon _-:r' e

Observe automation cperations on the fo[lowmg machlnes and operatlons

» Low Cost Reject Encoding Machlne
(LCREM)

o Delivery Barcode Sort-er:_('_DBCS).:':'

+ DBCS with Input~Output Subsystem
(DIOSS). .

s [etter IVIall Labellng Machme (LMLM)

o Mail Processung Barcode Sorter
(IVIPBCS) :

. Combmed _Input Output Sub -System
(CIOSS)., -7

« CIOSS PARS d‘pérations.

Observe the following proc"e's'ses on each machine:

*  Observe mailpieces being faced for
induction into the sorter.

» Feeding and sweeping.

» Label and container setup.

» Proper jogging and edging the mail.

+ st and 2nd Pass DPS runs.

Module 3: QJT Checklists : Page 3-7
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SupérVisor Apprentice Program

Week 2 SDO Skills Checkllst

= Sk|||3 ' : | Date Expectations ieets 1+ “Exceeds "
: Compl_ezed Not Met Expectatlons - Expectations:

Observe the coach supervise the following inbound and outbound dock activities:

¢ Preparation of mail for transport via
air/surface,

+ Loading and unloading trucks.

Observe the process for dumping sacks.

Observe the causes of At-Risk mailpieces.

Observe the coach supervise Flats Meter
Belt.

Observe the coach use diagnostic web
tools such as WebEOR, MPEwatch MHTS
and MIRS

Observe the coach revnew Performanoe
Tools F4SSRD :

Observe the coach Ioad sort plans |nto

Qbserve the coach determlne causes of
leakage and ways to oontrol it.

Observe the coach Ioad sort plans into
machines.

Observe coach supervise loading mail into
the mechanical feed system.

Observe the coach use diagnostic web
tools such as WebEOR, MPEwatch, MHTS,
and MIRS.

Observe operation of All Purpose Container
Unloaders (APCU).

Observe operation of pallet unloaders.
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Supervisor Apprentice Program

Week 2 SDO Skills Checkhst

Skl”s S .- o Dale- Expectatlons Meets N .'Eki:eéds:_- .
: Completed NotMet Expecta_hons | Expectations

Observe proper MTE staging and setup.

Observe the coach pull and analyze reports
from automated equipment.

Observe the singulation of mailpieces.

Observe the coach use proper radio
etiquette (between operations and
maintenance).

Observe the coach supervise tha
replacement of full receptacles.

Observe the coach supervise all aspects of
the Flats Sorting mamtenance (AFSIVI 100)

Observe all Letter Mail Automatlon
Maintenance activities (DBCS DIOSS
CIOSS, and LCREM)

Observe IPSS Room daily: ars’_s._i_g_ned work.

Obsery A e &oach review th:e f‘ri'éjor
compohents of the Remote Bar Codmg
System (R“BCS) S

Observe the coach |denf|fy"éh:'é proper color
code for each dellvery day and how they
are applied. '

Observe the coach review and analyze
APBS reports for operations and
maintenance. s

Observe the coach identify the proper color
code for each delivery day and how they
are applied.

Observe the coach use proper radio
etiquette (between operations and
maintenance),
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Supervisor Apprentice Program

Week 2 SDO Skills Checklist

Skllls

. Date
‘Completed

: Exceeds
Expecialio_he :

M_e‘e‘ts'
Expectat_ion's :

Expectatlons o
Not Met

Verify mail is arriving separated per pre-
cull SOPs.

Observe the coach supervise all aspects of the Qpening Unit operation including:

Advanced Facer Canceler System
(AFCS) operations.

Business Mail Entry Unit (BMEU)
residue mail.

Break down operations,

Dual pass rough cull.

Meter belt,

Processing reqwremenfs for presorted -
mallings, mcludmg 3- d|g|t 5- dig|t and
11 -digit. e

Observe the c"oe:c'h review and'analyze End- |
of Run (EOR) reports for operations and
mamteoance indicators. S

Observe f e-c:' ach superwse and verify daily

tlm'ekfe_epi

ng and attendance procedures:

Complete dally employee clock rings in
TACS. B

Complete the proper procedure to
approve/disapprove unscheduled leave
in eRMS,

Ensure employees use proper
operations codes in TACS.

Perform quarterly attendance reviews.

Observe the coach supervise the operation
of the Semi-Automatic Induction System.
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Supervisor Apprentice PrOQram

Week 2 SDO Skills Checklist

SleS _' - “Date - Expectahons Meets S _I_Ex'eee&s i
LT ... | Completed . NotMet Expectaﬂons " Expectations .

Observe the coach identifying key control
procedures.

Observe coach se MTEOR application (for
ordering empty equipment).

Observe coach review sort plans for
originating, destinating, and bundle sorting
(loaded by management prior to set up and
operation of the machine).

Observe the coach participate in
communicating equipment avallabmty at
tour turnaver, .

QObserve proper escalation-procedu:res'
when Mail Processing Equipment is down.

Observe the coach supervising all aspects -
of the Flats Sortmg malntenance (AFSM
100).

Coach Name

Date of Week 2 Completlon

O Comments

0 Expectations not met after additional assistance. Please provide details and
steps taken:
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OJT Coach Guide

SDO OJT Skills Checklist - Week 5

Supervisor Apprentice Program |

- Week 5 SDO Skills Checklist

Instructions:
1. Initial each item complete as you perform them.
2.

3.
Assistance column.

Use blank space in each group to document associated behaviors or functions performed.

Indicate any skills needing additional assistance from the On the-Job Coach in the Additicnal

sl

Practi¢e supervising all aspects of the Flats
Sorting maintenance (AFSM 100):.

Automation: Letter Mail and Flats Sorting

Date

1-Completed

Expectaiions
Not Met .

..."Excéeds_ :
‘| Expectations

Practice supervising all Letter Mail Automation
Maintenance activities (DBCS DIOSS _
ClOSS, and LCREM), -+ S

Practice supervising lPSS Room da;ly
assignad work . L i

Practice rewewmg the major components of
the Remote Bar Coding System (RBCS).

V_f'ound and outbound dock operation

mcluding t

he following

activities:

. Separatmg _an_d _staglng mail,

s Preparation of :m_ail for transport via air,
highway, and/or rail-.r :

s Proper loadlng procedures based on the
use of a loading diagram. -

« Proper operation of PIT equipment (tow
motor, forklift, etc.).

¢ Proper unloading procedures,

¢ Loading, unloading, and transport of the
various pieces and uses of Mail
Transportation Equipment.
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Supervisor Apprantice OJT Coach Guide

Supervisor Apprentice Program

Week 5 SDO Skllls Checkllst

Skl”S

. Date o

Completed

Expectatlons

Meet's v

" Exceeds

Expectations

Not Met - Expectations

* Proper color coding for dellvery ar
processing.

« Proper identification and tagging of
Periodicals.

» Proper labeling and placarding.

s Surface Visibility (8V) scanning
precedures.

e Review and practice local dock safety

green/red lights — specific to facility).

SOP (Driver reminders and warning posts,

* Review schedules in TIMES.

e Review HCR schedules in SVWeb for -
assigned trlp tsmes and numbeTs

‘Platform Operations .~

Observe thé coach properly staff/schedule
dock operations (inbound/outbound).

Practice supewiéith-fHé"ffbllowing inbound and outbound dock activities:

e Preparation of mall for transport via
air/surface. .

* Loading and unloading trucks.

e Process for dumping sacks.

Practice examining empty equipment to make
sure it contains no mail.

Learn how the Business Mail Entry Unit
(BMEU) is critical for revenue protection.

Module 3: OJT Checkliists
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QJT Coach Guide

Supervisor Apprentice Program

Week 5 SDO Skllls Checklist

Skllls I | “pate | Expectations | Mests - | Exceeds’
R : .| Completed | Not Met | -Expectalions | Expectations’

Cbsetve the Ioadmg and unloadlng of trueks.

Observe inbound and outbound dock operation including the following activities:

e Separating and staging mail.

» Preparation of maii for transport via air,
highway, and/or rail.

s Proper loading procedures based on the
use of a loading diagram.

e Proper operation of PIT equment (tow
motor, forklift, etc.).

* Proper unloading procedures.

» Loading, unloading, and'transport of the -
various pieces and uses of Mall -
Transportation: Eqmpment

* Proper color'codmg for dellvery or
pro essing.

° Prop .:dentlﬂcatlon and taggmg of
Perlodrcals

s Proper Iabeling-'énd"blécarding

¢« Surface V|S|b||:ty (SV) scannmg
procedures.

¢ Review and practice Iocé! ddck safety
SOP (Driver reminders and warning posts,
green/red lights — specific to facility).

» Review schedules in TIMES.

» Review HCR schedules in SVWeb for
assigned trip times and numbers.

« Review inbound and/or cutbound
schedules for transport modes used.
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Supervisor Apprentice OJT Coach Guide

Supervisor Apprentice Program

Week 5 SDO Skllls Checklist

Sk["S R L Date Expectatlons. ' Mgé_ts L :Exce,edsrl.-
] | Completed Not Met . ‘Expectations | -Expectations

Practice assessing the causes of At-Risk
mailpieces.

Practice assessing causes of unplanned
events,

Practice assessing the causes of leakage and
ways to confrol it.

Practice reviewing Performance Tools
F4SSRD.

Practice reporting maéhines down for repair.

Practice participating in the communication
process between floor operations and
maintenance, estimating mamtenance o
response time.

Practice supervising 'he dispatch'brbcess

Practice us;ng staffing planmng tools/F‘I
Scheduler.f -

Prachce:pu!lmg and analyzmg reports from
automated: equment '
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OJT Coach Guide

Supervisor Apprentice Program

Week 5 SDO Skills'-Checklist -

Participant Name:

Coach Name:

Date of Week 5 Completion:

1 Comments:

0 Expectations not met after additional assistance. Please prov:de details and
steps taken: L
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SDO OJT Skills Checklist - Week 6

Supervisor Apprentice PrOg ram
| .W_eek-G_SDO Skills Checklist

Instructions:
1. Initial each item complete as you perform them.
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column.

“ Exceeds
_Expectations-

Meéts

Expectations _
~Expectations

Not Met

Date
Completed

Skllls R

'-'Openmg Unlt Operatlon LR

Practice superwsmg all aspects of the Opening U”_jt-'c?'li.el".atiﬁoh including: o

» Verify mail is arriving separated per pre-
cull SOPs. &

» Advanced Facer Cance!er System (AFCS)
operations.

s Business !VIall Entry Un|t (BMEU) F68|due
maik. R i

. Brealg__éé\'}éh operations,

) Duaill"p_ars,s_rough cull.

»  Meter b'éif.-;—'_;__'_'v K

e Processing rédﬂitéh‘iéhts for presorted
mailings, including 3 dlglt 5-digit, and 11-
digit.

[ ———

Practice reporting machines down for repair.

Practice identifying the proper color code for
each delivery day and how they are applied.

Practice supervising proper separation of
outgoing mall and turnaround mail.

Practice supervising Flats Meter Belt.
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Supervisor Apprentice Program

Week 6 SDO Skllls Checkllst

Skllls

- Dale
Commpleted

i Expeclatlons
- Not Met .

Mests " - | ' Exceeds -
" Expectations. | ‘Expectations

Practice supervising operation of All Purpose
Container Unloaders (APCU).

Supervise the process for dumping sacks.

Assess the causes of At-Risk mailpieces.

Assess causes of unplanned events.

Assess the causes of leakage and ways to
contral it.

Practice supervising changing out containers.

Practice supervising late arriving’DP:S:. 7

Practice supervising late arr:vmg mail from _
delivery units, :

Practice reviewing mait'arrivaldiscrepancies' ik

Practice monltormg sweepmg output
bms/co_nta‘[ners (critical to avoldlng machlne

Practme super\nsmg mail flow between P&D
and CS on both mbound!outbound docks.

Practice reviewing _an._d;enalyzing APBS
reports for operations.and maintenance.

Practice supervising the'fdllowing processes on

each machine;

+ Mailpieces being faced for mductlon into
the sorter.

* Feeding and sweeping.

+ lLabel and container setup.

e Proper jogging and edging the mail.

¢« st and 2nd Pass DPS runs.

N
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Supervisor Apprentice OJT Coach Guide

Supervisor Apprentice Program
Week 6 SDO Skills Checklist

e Ski”S S T pater | Expectations Meets | Eiceeds
T e S s " |- Completed Not Met* Expectations | Expectations -

Timekeoping

Practice supervising and verifying daily timekeeping and attendance procedures:

e Complete daily employee clock rings in
TACS.

e Complete the proper procedure to
approve/disapprove unscheduled leave in
eRMS.

s Ensure employees use proper operations
codes in TACS.

e Perform quarterly attend_ancefe’viéWs.

Participant Name:

Coach Name:

Date of Week 6 Completion:

0 Comments:

0 Expectatioﬁfsﬁ-yﬁfi')ffiﬁet after additional assistance. Please provide details and
steps taken: .~
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SDO OJT Skills Checklist - Week 7

‘Supervisor Apprentice Program

- Week 7 S’DO Skills Checklist

Instructions:
1. Initial each item complete as you perform them.
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column.

- Excesds : '

" Mesls - Exe
-Expectations

-Expectations””

' Expe'ct_alione :
“NotMet - -

Date
Completed |

C Skils

Communication - =

Review Building Systems operations.

Review planned starting time.

Review mail arrival discrepancies. - -

Review late arriving DPS.

Review late arriving mail from delfvery units.

Document the"'drfference between mcommg
and outgomg operations. ' :

Partlolpate using proper radio-etiquette in
communications between-functional areas
(operations and mamtenance)

Participate in commumcatlng equipment

availability at tour turrover.

Practice recognizing key control procedures.

Recognize key control procedures.

|dentify the location of control center for
building climate control.

Supervise custodial procedures
(PS Form 4851).
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Supervisor Apprentice Program
Week 7 SDO SkI"S Checklist

Date - Expectatlons 87 Exceeds )
_ Completec_j_ ~ Not Met : : ns- Expectatiens

Mall Transport Equupment (MTE) '

Supervise the operation of AFSM 100, if available, and ensure proper MTE staglng and
setup/placarding for:

» (Gaylords.

¢ General Purpose Mail Container
(GPMCs).

s Hampers.

s In-House Containers.

*» Over the Road Containers (OTR) -

s [ostal Paks.

» Sacks and I?ou_qhe's; _

. Trays

. Utlllty Carts

. Wire Cc__m ainers.

Practice using.MT'E.Q:Rrebidlication (for en
ordering empty equipment). R e

Examine empty equipme:r'i't-'.'to make sure there
is no mail and equipment is not- defective

Monitor all loading, unloading, and transport of parts/pieces/uses of Mail Transportation
Equipment such as:

e Removing old labels/placards, '

* Semi-Automatic Induction System.

* Assigned corrective maintenance.
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Supervisor Apprentice Program |

Week 7 SDO Sk:lls Checklist

R '_ 1 Date Expectai[ons
Skllls : S Complated | Not Met

Packages Automated Parcel and Bundle Sorter (APBS)

Supervise an APBS operation, mcludmg the following activities:

o Meets | Exceeds
Expeclations "Expectations.

¢ Culling parceis and packages.

s Dumping sacks.

* |oading mail into the mechanical feed
system.

» Manual keying station.

. Replacing full receptacles.

Review and analyze APBS reports for
operations and malntenance

Ensure proper IVITE staglng setup, _and
placarding. RN

Observe the coach supervise the operatlon of
a Small Parcel Bund[e Sorter (SPBS).

Observe the coach wewsamp,les of SPBS
reports for operations and maintenance.

Practice assigning corrective maintenance.,

Observe the coach supervise Dual Pass
Rough Cull to ensure proper mail prep in
automation,

Observe the coach supervise mail Search in
010 Operation.
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Supervisor Apprentice Program

Week 7 SDO Skills Checklist

Skl”s TR Date Expectations | - Meefs |  Exceeds =
: Completed Not Met Expectations. | -Expectations

Observe the coach supervise 010
Cancellation,

Observe the coach supervise maintenance
operations in 010 Operation (DPRC, LMS).

Practice supervising the operation of pallet
unloaders.

Practice loading sort plans into machines.

Observe the coach entsr mall count and data
entry for Mail Condition Reporting System.

Participant Name:

Coach Name;

Date of Week 7 Completlon

O Comments

0 Expectatlons not met after additional assmtance Please provide details and
steps taken . ;;-:_ .
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SDO OJT Skilis Checklist - Week 8

Supervisor A-pprentice. Program
Week 8 SDO Skills Checklist - -

Instructions:
1. Initiai each item complete as you parform them.
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column.

- 'Méels -....'E'xceects. -
. Expectations |- Expectations .

‘Expectations
Not Met:

' Date
“Completed

Observe the coach complete and post an
e1984 schedule.

Observe the coach supervise and observe
manual distribution operation - F4 Prepiannlng
Worksheet. .

View a Retail Analysis Proflle (RAP) and
Window Operatlon Survey (WOS)

?’F!ats Sortmg and Processmg (AFSM100)

Observ..i the coach supervise the Flats Sortlng operatlon mcludmg the followmg activities:

. Flrst lh Flrst Out (FIFO)

» (AFSM 100) Automated Induction mail
preparation. © :*

* Dispatching.

s«  Dump beit.

e Feeding.

« Proper mail preparation.

¢  Sweep.

Review and analyze end of run reports for
operations and maintenance key performance
indicator. ‘
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Supervi'sor Appréntice Program

Week 8 SDO Skllls Checklist

SKIHS R Date Expectations Meels Exceeds -
' - | Completed Not Met Expectations- | Expectations

Ensure proper Mail Transportation Equipment
(MTE) staging and setup.

Supervise SAMP management and
scheduling.

Make adjustments to workload due to mail
flow and/or staffing.

Flats: Flat Sorting Machines -

Supervise the operation of AFSM 100 if
available, S

Supervise the operation of UFSMWGOO

Supervise use of Automatic: Tray Handllng
System (ATHS).

Supervise a flat'_sﬁmbpéra_t_i'g'n.,- includingf-the following._;t;:tivities: |

. 'Correb_ti*address obstructiéné.

. Face mallp[eces for mductlon into the
sorters: -

« Changing out c'ont'é.in'er's.

» Operation of All Purpose Contamer
Unloaders (APCU).

* Operation of pallet unloader_s’.ﬁ

« Proper MTE staging and setup/placarding.

Singulate mailpieceé.

Supervise the facing of mailpieces for
induction into the sorter.

Review assigned corrective maintenance.
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S'ilpervisor Apprentice Program

Week 8 SDO Skills Checkllst

Skl”s o R Date - Expeclatlons Meets " 'Exeeede N
oo - - | Completed Not Met . | Expectations | Expectations

Supervise sort plans loaded by menagement
prior to set up and operation of the machine.

Monitor sweeping the output bins/containers
(critical to avoiding machine downtime).

Review different sort plans for Originating,
Destinating, Bundle sorting.

Supervise the Semi-Automatic Induction
System.

Packages: Automatod Parcol and Bundie Sorter (APBS)

Supervise an APBS opera’uon mciudmg the fo[lowang activities:

+ Culling parcels and packages

s Dumping sacks

* Loading mail mto the mechamcal feed
system

. Man.ual:keying station,

. Replac’:ing"_fuu__ receptacles:.

Review and analyze APBS reports for
operations and maintenance.

Review proper MTE staglng and
setup/placarding. Nk

E:_:Packages. SmaIE Parcel and Bundle Sorter (SPBS

Supervise the operation of a Small Parcel
Bundle Sorter (SPBS).

View samples of SPBS reports for operations
and maintenance,

Supervise 010 Operation (DPRC, LMS).
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Supervisor Apprentice Program

Week 8 SDO Skllls Checkllst

SkI"S L Date . -_| Expectatioris . Meets’ Exceeds
- Lo Completed . -Not Met Expectations | Expectaticns

Supervise mail search in 010 Operation

Supervise 010 Cancellation procedures.

Supervise Dual Pass Rough Cull to ensure
proper mail prep in Automation.

Supervise maintenance operations in 010
Operation (DPRC, LMS).

Participate in the communication process
between floor operations and maintenance,
estimating maintenance response time.

Practice supervising manual distribution
operations (030, 040, 050},

Supervise proper separation’ of outgomg mali'z
and turnaround mafl - :

Participant-,{xl‘; |

Coach- Naﬁqe'

Date of Week 8 Completlon

0 Comments "

(1 Expectations not met after additional assistance. Please provide details and
steps taken: e
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SDO OJT Skills Checklist - Week 9

Supervnsor Apprentice Program

Week 9 SDO Skllls Checkllst

Instructions:
1. Initial each item complete as you perform them.
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column, .

Meeis

Expéétations 1 .
‘Expectations:

-~ Not Met

Date -
| Completed |.

Exceeds
. Expectations -

_."Si'éiﬂ_s -

Supervise automation operations, including:

Praoper jogging and edging the mail.

e st and 2nd Pass DPS runs.

«  Delivery Barcode Sorte‘f.(DBCS)

s | etter Mail Labelmg Machme (LMLM)

e Mail Processmg Barcode Sorter
(MPBCS)

* Comblned Input Output Sub System
(CIOSS) ,

Supervise feediﬁg s'weeping, and set up trays and labels for:

¢ Low Cost Reject Encodmg Machine
(LCREM). =

» DIOSS.

» ClIOSS PARS Operations.

» Delivery Barcode Sorter (DBCS).

Supervise the process for dumping sacks,

Explain the causes of At-Risk mailpieces.

Identify causes of unplanned avents.
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Supervisor Apprentice Program

Week 9 SDO Skills Checklist

Skl”S Sl Date Expectahons " Meéels |- Exceeds.
Sl | Compieted Not Mel - Expectations Expectations -

Supervise mailmeces being faced for
induction into the sorter.

Utilize Performance Tools F4SSRD,

Review Performance Tools F4SSRD.

|dentify the causes of leakage and ways to
control it

Load sort plans into machines,

Supervise changing out containers.

Supervise loading mail into the mechanlcal
feed system.

Practice using diagnostic web tools such as
WebEOR, MPEwatch MHTS and:MIRS

Observe the coach superwse the PARS
Operation, - s

Superv-"ise_'opération of All Purpose
Container Unloaders (APCU). -

Superviss operation of pallet inioaders.

Supervise proper MTE"éféging and setup.

Access and analyze reports from -
automated equipment, -

Use radio etiquette (betweeh"d'b'éirations
and maintenance).

Review and analyze APBS reports for
operations and maintenance.

Review alternate access.

Supervise operation of the Semi- Automatic
Induction System.
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Supervisor Apprentice Program

Week 9 SDO Skills Checkhst

SKI”S : o . Dale Expectatlons . Meets":-r o Exceeds
S | Completed-|  Not Met Expectations Expeclatlons .

Practice reviewmg and analyzing End of
Run (EOR)} reports for operations and
maintenance indicators.

Practice supervising the singulation of
mailpieces.

Practice proper completion of PS Forms
3921 and 3930 (or local applicable forms).

Practice completing and posting an e1994
schedule.

Participant Name:

Coach Name:

Date of Week 9 Compie’uon

0 Comments -----

0 Expectatlons hot met after addltlonal asmstance Please provide details and
steps taken '
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8DO OJT Skills Checklist - Week 10

Supervisor Apprentice Program

Week 10 SDO Skills Checklist

instructions:
1. Initial each item complete as you perform them.
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column.,

. Skills- : : A Date Expectations': --'Meete._'_____'__ _Exceeds -
_ S Completed-; -~ NotMet: | Expectations- | Expectations

Automation: Letter Mail and Fiats Sorting

Supervise all aspects of the Flats Sorting
maintenance (AFSM 100).

Supervise Letter Mail Automation
maintenance activities (DBCS DIOSS
CIOSS, and LCREM). .- :

Practice supewlsmg IPSS room daliy a53|gned g
work. o , S

Rewew the’ maJor components of the Remote
Barcodlng System (RBCS) :

?ﬁ:PIatform Operatlons e

Observe coaoh_ operly staff/schedule dock
operations (mboundloutbound)

Examine empty equupment fo make sure it
gontains ne mail. ,

Relate how the BMEU is cr|t|cal for revenue
protection. -

Supervise the loading and unloading of trucks,

Supervise dispatch operations (seoarating and
staging mail),
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Supervisor Apprentice Program

Week 10 SDO Skills Checklist

Skllls 7| . pate | Expectations | Meets | Exceeds.
. : Completed Not Met ‘Expectations -| Expectations

Supervise inbound and outbound docks operations inclugding the following activities:

+ Separating and staging mail on dock.

» Preparation of mail for transport via air,
highway, and/or rail.

» Proper loading procedures based on the
use of a loading diagram.

* Proper operation of PIT equipment (tow
motor, forklift, etc.).

¢ Proper staffing and schedulinge of dock
operations (inbound and outbound).

» Proper unloading procedUres

» Loading, unloading, and transport ofthe |
various pieces and uses of Mail
Transportatlon Equlpment

. Proper color coding for dellvery of
processmg

) F’roper |de: tification and taggmg of
Periodicals.. - .

e Proper Iabe!ing'éﬁd'bll'acarding.

» Proper Surface Visibili_ty. (SV} scanning.

» Review and practice local do’ck:.safety
SOP (Briver reminders and warning posts,
green/red lights — specific to fagility).

* Review HCR schedules in SVWeb for
assigned trip times and numbers.

e Review inbound and/or outbound
schedules for transport modes used.

+ Review schedules in TIMES.
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Supervisor Apprentice Program

Week 10 SDO Skills Checkllst

. SkI"S | ) Date Expectatlons " Meets .. | Exceeds -
- _ . Completed Not Met Expectations | Expectations:

Supervise the followmg inbound and outbound dock activities

+ Prepare mail for transport via air or surface |
transportation.

* Loading trucks.

* Unloading trucks.

Practice reporting cancellation mail arrival.

Practice supervising the PARS Operation.

Pull and analyze reports from automated
equipment. -

Participant Name:

Coach Name

Date of \/Veek 10 Completlon

O Commjents

0 Expectatlons_n _ t"_met after additional assistance. Please provide details and
steps taken: -
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SDO OJT Skills Checklist - Week 11

Supervisor Apprentice Program

‘Week 11 SDO Sk“_’lsg_-Chec_klis_‘t_;_-'_ o

Instructions:
1. Initial sach item complete as you perform them.,
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column.

- '-Skill's* S - . Date- Expectations Mests * . Exceeds
2 o : S - Completed |~ NotMet Expectations ' Expectations

Track machine problems using reaktime
monitoring of MPEwatch Maintenance View.

Practice entermg ma|I count and data entry
for Mail Condition Reportmg System, '

;-:_Manual Dlstnbutlon Operatlons

Supervise manual dlstrlbu’uon operatlons
(030, 040-:050) '

Access the Learnmg Development and
Diversity Center (LDDC) and observe the use
of the Computer-Asststed Scheme Training
(CAST) R

Trackmg end ReportmgSystem i

View a Management Operatmg Data System
(MODS) report. _

View a National Workhour Reporting System
(NWRS) report.

Observe the coach supervise maintenance of
varicus mail racks,
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Supearvisor Apprentice OJT Coach Guide

Supervisor Apprentice P-rogram |

Week 11 SDO Skills Checklist

Expectations
Not Met

SklIIS

Practice proper escalation procedures when
Maii Processing Equipment is down.

: Date .
- ',C_ol__npleled

Meets :
Expectaticns .

. Exceeds .
. Expectations -

Access a Tour Activity Report to view MPR
equipment that has been recently serviced.

..OutSlde Pal'cels Rt

Supervise manual belts and pouoh racks including:

+ Unit or Pouching/Racks Unit. .

»  Qutside parcels.

¢« [Packages.

» Use of proper ergonomics and Iiftmg
technlques When :movmg mail.:

: ',d mamtenanoe mdloators

analyze End of Run feports for |

.f Forecastmg Work!oad and Workwee'_'.___"'

Forecast workload and volume based on
SPLY. .

Develop a work schedule in.-a P&D operation
or unit. .

Review and analyze End of Run I(EOR)
reports for operations and maintenance
indicators.

Observe the coach access a Tour Activity
Report to view MPR equipment that has been
recently serviced.

Modile 3. OJT Cheokiists
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Supervisor Apprentice P‘rograni |

Week 11 SDO Skills Checklist

Sk|||s. om0 | 0 Date - | Expectations | Meets | Exceeds
S Completed - |-~ NotMet Expeclatiohs_ Exp_ec_tation_s_

Observe the coach supervise manual belts and pouch racks mcludlng

¢ Unit or Pouching/Racks Unit.

s QOutside parcels,

¢« Packages.

+ Use of proper ergonomics and lifting
techniques when moving mail.

Observe the coach forecast Workload and
Waorkweek.

Observe the coach forecast workload and
volume based on SPLY. -

Develop a work schedule in‘a P&D operatlon
or unit. : :

Supervise the dispatch prooess

Supewlse mall flow between P&D and CS on’
both mbound/outbound docks

Superwse"late‘-arrlwng DPS

Supervise late arrl\nng mall from delivery
units. -

Supervise mail arrival discrepancies.

Practice supervising the following inbound and outbound dock activities:

¢ Preparation of malil for transport via
air/surface.

e Loading and unloading trucks.

Use diagnostic web tools such as WebEOR,
MPEwatch, MHTS, and MIRS.
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Supervisor Apprentice Program

Week 11 SDO Skills Checklist

Meais - Exceeds .

Expe_:tat_lon: " Expectations

: R ' 2| Date Expectations
S Skills ~| ‘Completed Not Met -

Supervise and verify daily timekeeping and attendance procedures:

¢  Complete daily employee clock rings in
TACS.

» Complete the proper procedure to
approve/disapprove unscheduled leave
in eRMS.

» Ensure employees use proper operations
codes in TACS.

* Perform quarterly attendance reviews.

Participant Name:

Coach Name:

Date of Week 11 Completlon

N Comments

[ Expectatlons not’ met after additional assnstance Please provide details and
steps taken:

Modufe 3: OJT Checklists Page 3-37



OJT Coach Guide

SDO OJT Skills Checklist - Week 14

‘Supervisor App'ren'tice Program

‘Week 14 SDO Skills Checklist -

Instructions:
1. initial each item complete as you perform them.
2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additionai
Assistance column.

Mests. |/~ 'Excee'd.s '
Expectations, | Expectations -

' Expectatiohs
Not Met

‘Date

SkI”S .Completed |

f'::'Stafflng and Schedulmg L R

Complete and post an e1994 schedule.

Supervise and observe manual distribution
operation - F4 Preplanning Worksheet.

View a Retail Analysis Profiie (RAP) and
Window Operatlon Survey (WOS) )

fFIats So tmg and Pi ocessmg (AFSM10_ j;and FSS)

Observe the Flats Sortmg operatlon mcludmg the foIIowmg activities:

. Fwst Inf 'FII’St Out (FIFO)

. (AFSM 100) AI mail prep

1o Dlspatchmg

»  Dump belt.

s Feeding.

+ Proper mail preparation.

» Sweep,

Review and analyze End of Run reports for
operations and maintenance key performance
indicator.

Supervise proper Mail Transportation
Equipment (MTE) staging and setup.
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Supervisor Apprentice OJT Coach Gulda

Superv-isor Apprentice Program

Week 14 SDO SkI"S Checkllst

Skllls

Date
Completed

Expectations
Not Met

'Exc'e'eds_
- Expectations

Observe the coach complete SAMP
management and scheduling.

Report cancellation mail arrival.

Observe adjustments made to workload due
to mail flow and/or staffing

fLFlats Flat Sortlng Machmes

Observe the operation of AFSM 100, if
available.

Obsetve the operation of UFSM-1000.

Observe the operation of the Automatlc Tray
Handling System (ATHS). :

Observe an ABPS operatlon mcludmg the followmg activities:

s Correct-:address obstructlons

» Fac mailp;eces for mductlon into the
sorter

» Changing but contain’éks.’

s Operation ofAII Purpose Container
Unloaders (APCU). -

»  Operation of pallet unloaaeriﬁ.

» Proper MTE staging and setup/placarding.

s Singulate mailpieces.

Observe the facing of mailpieces for induction
into the sorter.

Observe sort plans loaded by management
prior to set up and operation of the machine.

Module 3: OJT Checklists

Page 3-39



OJT Coach Guids

Supervisor Apprentice Program

Week 14 SDO Skills Checklast

S Date Expectatlons
Skl”S " | Completed | Not Met |

Meets. | = Exceeds
Expectations -|. Expectations

Cbserve monitoring and sweeping the output
bins/containers {critical to avmdlng machine
downtime).

Review sort plans for originating, destinating,
and bundle sorting.

Supervise the operation Semi-Automatic
Induction System.,

Review assigned corrective maintenance.

Observe an APBS operation mcludmg the followmg activities:

;'Péckagés:'A'utoma'téd' Parcel andBundIeSorter(APBS) R

Culiing parcels and packages

s  Dumping sacks

» [oading mall mto the mechanlcaF feed

. Man;u:a_l"kéying station.

. Replacﬁihg-"full receptgcles_-,. .

Review and analyze APBS reports for
operations and maintenance.

Practice supervision of the operation of a
Small Parcel Bundie Sorter (SPBS).

Review proper MTE staging and
setup/placarding.

'::_Packages Small Parce! and Bundle Sorter (SPBS)

Practice supervision of the Small Parcel
Bundle Sorter (SPBS).

View samples of SPBS reports for operations
and maintenance.
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Supéfvisor-Apprenti'ce Program

Week 14 SDO Skills Checkllst

SkI”S T 3 Date' Expectatlons "~ Meels. . | Exceeds
PR S _Completed Not Met - Expe_ctations Expectations -

Observe 010 Operation (PPRC, LMS).

Practice supervising Dual Pass Rough Cull to
ensure proper mail prep in Automation.

Practice supervising mail search in 010
Cperation

Practice supervising 010 Cancellation
procedures,

Supervise maintenance operations in 010
Operation (DPRC, LMS),

Participant Name:

Coach Name:

Date of Week 14 Completlon

O Comments

0 Expectatlons not met after additional assnstance Please provide details and
steps taken '
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SDO OJT Skills Checklist - Week 15

Supervisor Apprentice Program

Week 15 SDO Skills Checklist :

Instructions:
1. Initial each item complete as you perform them.
2, Use blank space in each group to document associated behavicrs or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistanca column,

Date - | Expectations |  Meets  Exceeds
Completed Not Met - | Expectations 'Expectatipns_

Perform real-time monitoring of MPEwatch
Maintenance View to track machine
problems.

Enter mail count and data‘entry for Mail -
Condition Reporting System.

Superwse mma u'al dIStI‘IbUtIOH operatlons
(030 @40 050)

_ grand-Ré'p:oi't" g Sy

View a Management Operating Data System

(MODS) report.

View a National \Norkhour Reportmg System
{(NVWRS) report.

Practice the supervision of the 'mai_ntenance
of the various mail racks.

'MTSG Helpdesk and Escalation Procedures

Perform proper escalation procedures when
Mail Processing Equipment is down.
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- ‘Supervisor Apprentice Progra'm'

Week 15 SDO Skills Checkhst

Skllls

| Meets
Expectations

Date .
_Complete_d

Expectatlons
- Not Met

‘Fxteeds

Expectations

View a Tour Activity Report to view MPR
equipment that has been recently serviced.

:_:_Out3|de Parcels

Supervise manual belts and pouch racks Jnoludmg

¢ [Pouching/Racks Unit,

s Outside parcels.

¢ Packages.

Practice supervising employeas to-ensure
proper ergonomics and lifting technlques are
used when movmg mail.

Review and analyze end of run reports-for
operations and malntenance mdlcators

F recastmg'Work!Oad and Work :

Practlce forecastlng workload and volume
based on SPLY

Practice the deve'loprn'é'nf of a work schedule
in a P&D operatior or unit.

Practice making adjustments to workload due
te mail flow and/or staffing.

Supervise the dispatch process: -

Supervise the singulation of mzilpieces.

Module 3: OJT Checklists
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QJT Coach Gulds

S..up-érvisdi' Apprentice Program

Week 15 SDO Skills Checklist

Participant Name:

Coach Name;

Date of Week 15 Completion:

O Comments:

O Expectations not met after additional assistance. Please_provide details and
steps taken: '
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SDO OJT Skills Checklist - Week 16

Supervisor Apprentice Program

Week 16 SDO Skills Checklist
Instructions:
1. Initial each item complete as you perform them.

2. Use blank space in each group to document associated behaviors or functions performed.

3. Indicate any skills needing additional assistance from the On-the-Job Coach in the Additional
Assistance column.

Sk |; . S L Date | Expectations - Meets - '_Ext;e'ed_s"_'
: S s S Com_pleled NotMet . i" Expectations ‘| Expectations

-_.Automatlon Letter Matl and Flats Sortlng'-_

Supervise all aspects of the Flats Sorting
maintenance (AFSM 100),

Perform proper escalation procedUreswhen
Mail Processing Equipment is down.

Supervise maintenance of various mail racks, -

Supervise Letter Mail Automation
maintenance activities (DBCS DIOSS
CIOSS, and LCREM) B

Superwse..IPSS Room dalily assigned work.

Practice properly staff/schedule dock
operations (inbouhdlo’utbound).

Examine empty equment to make sure it
contains no mail. o

Relate how the BMEU is critical for revenue
protection.

Supervise the loading and unloading of trucks.

Supervise dispatch operations (separatlng and
staging mail),
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CJT Coach Gulde

| SupeNiSor Appi’enticé Program

Week 16 SDO Skills Checkllst

Skl"S S ‘Date | Expectations Meets:" | Exceeds -
. L Completed | NotMet . | Expectations ‘Expectations .

Supervise inbound and outbound dock operation including the following activities:

» Separating and staging mall on dock.

s Preparing mail for transport via air,
highway. and/or rail.

» Staffing and scheduling of dock operations
~ (inbound and outbound).

o Operation of PIT equipment (tow motor,
forklift, etc.),

¢ Proper labeling and placardi.n.g". ,

e |dentification and taggirng of Periozdi'cals.

¢ Loading procedures based on the Ioading
diagram.

» Unloading and: transbdrt of various types
and uses of Mail Transportatlon
Eqmpment

. Proper color code for dellvery or
processmg -

» Proper Surface. \/|5|b1||ty "(SV) scanning.

»  Supervise local dock safety SOP Driver
reminders and warning posts (green/red
lights — specific to facmty)

» Review Highway Contract Route (HCR)
schedules in SVWeb for assigned trip
times and numbers.

» Review inbound and/or outbound
schedules for transport modes used.

s Review schedules in TIMES.
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Supervisor Appr'énti’c'e' Program

Week 16 SDO Skllls Checklist

Skl"s S Date Expectations | . Meets ~|"  Exceeds:
: Completed. Not Met Expectations  Expectations

Monitor sweeping output bins/containers
(critical to avoiding machine downtime).

Utilize staffing planning tocls/F1 Scheduler,

Practice SAMP management and scheduling.

Supervise mail flow between P&D and CS on
both inbound/outbound docks.

Supervise Dual Pass Rough Cull to ensure
proper mail prep in automation.

Forecast Workioad and Workwee‘k. .

Practice forecasting workload and volume
based on SPLY. . :

Supervise mail search in 010 Operatlon

Supervise the: FIats Sortlng operatmn [ncludmg the following activities:

» First in Flrst Out {FIFO)

. (AFSM 100) Al mail prep

. Dlspatchmg

¢ Dump belt. '

+ [Feeding.

o Proper mail preparation.

« Sweep.
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CJT Coach Gufde_

Supervisor Apprentice Program

Week 16 SDO Skills Checklist

Participant Name:

Coach Name:

Date of Week 16 Completion:

0 Comments:

1 Expectations not met after additional assistance. Please prowde details and
- steps taken:
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SDO OJT Skills Checklist - Week 17

Supervisor Apprentice Program

Week 17 SDO Skills Checklist

Instructions:
1. Initial each item complete as you perform tham.
2. Use blank space in each group to document associated behaviors or functions parformed.

3. Indicate any skiils needing additional assistance from the On the-Job Coach in the Additional
Asmstance column,

Sk1||5 L : " ‘Date .| Expectations  Meats Exceeds
o L ) Completed- . _Not Met Expectations. | - Expectations

ommumcatlon

Review Building Systems operations.

Review planned starting time.

Review late arriving DPS.

Perform SAMP managen:neri-t'-end scheduling,

Review Mail Arrival Discrepancies:

Review late .'érr'i\'/'i'ng mail fr‘o:m' delivef'y'units

leferentlate between mcomlng and outgomg__. '
operatlons

Perform communication between functional
areas and equlpment avallablhty at tour
turnover,

Recognize key controt b'r__d_ce_dures.

Locate control center for bulldmg climate
contral.

Supervise custodial procedures (PS Form
4851).

Engage in proper radio etiquette (between
operations and maintenance).
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~ Supervisor Apprentice Program

Week 17 SDO Skills Checkllst

SkI”S . C " Date Expectatlons  Meets | Exceeds
T Completed Not Met Expectations. | ‘Expectations

z'_MaII TranSport Equ:pm '_ e

Use MTEOR application {for orderlng empty
equipment).

Make adjustments to workload due to mail
flow and/or staffing.

Examine empty equipment to make sure
there is no mail and equipment is not
defective.

Supervise all loading, unloading and
transport of parts/pieces/uses of Manl
Transportation Equipment.

Ensure all old labels and p‘l;acards are
removed before use.

Supervise employees to ensure proper
ergonomics and lifting techmques are used
when movmg ma|I : : :

 Bundle s:bmty (B'v)'-f'

Foreoast workload and volume based on
SPLY.

Develop a work schedule in a P&D operation
or unit.

Supervise the dispateh process.

Monitor sweeping output bins/containers
(critical to avoiding machine downtime).

Monitor proper mail preparation procedures.
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Superv'isor Apprentice 'Program

Week 17 SDO SkI"S Checklist

Sk]!lS o : Date Expectatlons 7_ Mests.. | 'Eicee'ds
PRI | Complated Not Met ~ Expectations EXpec_:l_ations

Supervise the operation of a Small Parcei
Bundle Sorter (SPBS).

Pull and analyze reports from automated
equipment.

Supervise 010 Cancellation.

Supervise manual belts and pouch racks including:

¢ Pouching/Racks Unit.

¢« Qutside parcels.

+ Packages.

Forecast workload and volume based on
SPLY.

Properly staff/schedule dock operations
(mbound/outbound) ..

Particip'a'nf'l\lame:

Coach Name

Date of Week 17 Completton

G Comments.

(0 Expectations not met after additional assistance, Please provide details and
steps taken:
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Supervisor Apprentice Program

Module 4: Cross-Functional Checklists

You will experience cross-functional opportunities with a vatiety of peers
to enable you to recognize how each functional unit upstream and
downstream affects other units. Experiences are planned outside of your
immediate unit, as well as with peers within your own facility.

Opportunities may include:
» (Customer Service,
* Maintenance.
e Logistics.
* Vehicle Maintenance.
»  Workforce Planning. .
. Saféty & Occupatioﬁal_ Health,
.. Labor Relations.

Cross-functional experiences are not limited to this list and multiple
.+ experiences may be selected. The primary focus is to ensure that you
- --appreciate the process and challenges your peers encounter and atlow
collaboration across functions to meet operational goals.

CroSs_-Functiéh:al Verification

- Cross-functional experience is a minimum of two weeks at another facility
- - or in another functional group. In order to receive credit for completing
«the cross-functional experience, you must ensure the person you are
“shadowing signs this form and provide the form to the Manager,
Operations Integration for {District) or the Manager, Operations Support
(Division) who records credit in the learning portal.

I verify that
(Name) (Participant’s Name)

participated in a cross-functional experience with me from

to . (Date)
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Supervisor Apprentice Program

Cross-Functional Checklists
Customer Service Checklist

Supervisor Apprentice Program

Cross-Eunctional_Custo_r_ner Service Chec‘kiist_ _

Instructions: Initial each item complete as you perform them.

Skl | Completed

:---lntrod uctlon

Meet the supervisor you will shadow and employees on the team.

Obtain contact information as you network in cross-functional operatlons .

_,:-Operatmn Famlllarlzatlon

Become familiar with the unit, mcludlng loadrng dock, casrng stahons package sortatlon,:
break rooms, and fira exits. :

Review POS Survey sceres and comments in Customer Insights 2.0,

Obtain critical timeframe for cer'rier departure from the unit (tag completion).

Record facility operating hours

Review current unlt performance

Access Delrvery Management System (DMS) dashboard.

Revrew/re_\._f_lee scheduling and set expectations - Informed Visibility Employee Scheduler.

Become familiar"with_ and review Volume Arrival Profile {VAP) information

Check MyPO and respond to Customer 360 inquiries.

Observe processing and handhng of Undeliverable as Addressed (UAA) mail and
RFS/CFS.,

Identify proper handling of Parcel Return Service (PRS) mall.

Observe daily processing of Business Reply Mail and postage due.

Observe all aspects of Office and Street management.

Observe the precedures for managing collections,

Analyze the Retail Customer Experience (RCE).

Define Lobby Assistance roles and responsibilities.

Identify retail products and services,
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Supervisor Apprentice Program

Maintenance Checklist

Supervusor Apprentice Program

Cross Functlonal Mamtenance Checkllst

Instructions: Initial each item complete as you perform them.
__Ski“S ': _ . j A —VComple'fed
f__ﬁlntroductlon

Meet the supervisor you will shadow and employees on the team

Obtain contact information as you network in cross-functional operatlons '

s_':_Operatlon Famlharlzatl

Tour the facility. Become fam|llarW|th the unit, mcludmg Ioadlng dock, breekrooms and
fire exits. _

Observe each group within the facility"t'o see how they work.

[dentify utility connection/shut off locations (water main including fire supply standp|pes,
natural gas, electrical room): :

Observe process when a machine is down for repairs.

Ohserve process ﬂow commumcahon between floor operahons and maintenance.

Observe the_i_l_ ew assngnment of Preventat:ve Mamtenance (PM)s and Work Orders,

View Em yee Assignment Worksheets (EAWs) for compiet on at end of day.

View close out of Work Order and Ermployee Worksheet entry by MOS.

Identify causes of excesswe Jams and meachanical rejects.

Observe real-time monltonng of MPEwatch to track machine preblems while in
operation. R

Identify how to determine ceuse's of At-Risk mailpieces.

L.earn how to ensure that prevent'ative' maintenance is completed and properly
documented in a timely manner,

Review and analyze perfermance indicators on reports.

Cbserve a repairabie part reordar/return process using different return processes or
policies.

View employee generating eCBM chacklist.

Discuss how to conduct annual route evaluations.
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Stpetvisor Apprentice Program

Logistics Checklist

Supervisor Apprentiée_ Program

- Cross-Functional Logistics Checklist

Instructions: Initial each item complete as you perform them.

:"Introductlon

Meet the supervisor you wiil shadow and emplioyees on the tearn.

Obtain contact information as you hetwork in cross-functional operatrons

.EOperatlon Famlharlzatlon

Tour the facility, Become famlhar wrth the unit, mcludmg Ioadlng dock breakrooms and
fira exits, .

Observe each group within the facility,

Review Distribution Table Maintenance System (DTMS) (Inquiry Only).

Review Mail Transport Equrpment Labeler (MTEL (Plent Specralrst)

Review Service Change Request (SGR)

Observe Surface V;srblllty (SV) procedures

Observe the dock or yard and report any irreg ularltres

Observe use of the Transportaﬂon Optrmizatron Plannlng/Schedullng {TOPS).

Observe the dock and dqc_g_m_ent Iate trips and actions and provide to supervisor.

Observe use of the"-fﬁr]e "Trehsport Equipment Ordering System (MTEOR).

Observe use of VITAL Web.

Observe use of ServiceNow.,

Observe use of SOX Remediation Tool-SORT.

Observe the communication of any extra trips with dock expeditors.

Observe how coach ensures mali meets dispatch times: Issue 15-minute warnings for
operations to push processed mail to dock for dispatch,

Observe employees performing container detsil scans while on the dock.

View daily actlvities in the drop shipment logbook.

Observe Expeditor Scanning (Arrive/Depart/Load/Unload) daily by tour,
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Supetvisor Apprentice Program

Vehicle Maintenance Checklist

Supervisor Apprentice Program

'Cross-Functional Vehicle Maintenance Checklist |

Instructions: Initial each ifem complete as you perform them.

‘Skills - S| completed

'_%_:!_ntfpa_ué;t_idlﬁ T

Meet the supervisor you will shadow and employees on the team.

Obtain contact infermation as you natwork in cross-functionai operatlons _

) Operatlon Famlllarlzat!on

Tour the facility. Become familiar wnth the unit, mcludlng Ioadmg dock
breakrooms, and fire exits.

Observe each group within the facility.

Observe how they handle hazardous material (storage/disposal).

Observe how vehicle parts are managed/stored.

Discover how parts'are' ordered.

Determine the mamtenance schedule for dellvery vehlcles

Determlne how VMF supports your operatlon

Locate processes in your unit that are affected by vehicle maintenance.

‘| View programs used in the VMF function.

Determine how your opera’uon affects Vehicle Maintenance.,

Qbserve VMF workloadlasmgn work using SEAM generated PS Form 4513

Observe assignment of PMis. and unscheduled repairs to the VMF crew. VMF
crew. This should include mspectmg vehicles brought in for preventative
maintenance with an emphasis on identifying accident damage
(unreported/reported), cost, and repair timeframe.

Review vehicle work orders for completion of work (check for compieteness,
accuracy, parts issued, and ERT vs. ART).

View an open work order report and observe action taken.

Verify accuracy of PS Form 4513 by completing a physical inventory of all
vehicles on VMF property,
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Supervisor Apprentice Program

Review applicable regulations/policies for the Emergency Action Plan,
Environmental Programs, and OSHA compliance.

Observe that a Safety Data Sheet (SDS) is maintained for each product included
in the hazardous chemical inventory.
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Supervisor Apprentice Program

Workforce Planning Checklist

 Supervisor Apprentice 'P_rog:rar'h .
Cross-Functional Workforce Planning Checklist

Instructions: Initial each item complete as you perform them.

Skills Completed

;;f_lntroductlon

Meet the supervisor you will shadow and empioyees on the team

Obtain contact information as you network in cross- functronal operatlons

_fOperatlon Famlllarlzatlon

Visit the Warkforce Planning website and view

Explain the rationale for:

Operational Staffing models.

On-Rolls and Earned.

Positions and UARs

Full-time and Part-tlme career employees

Pre- Career Stafﬂng and CAPS. -

Job Bidding Process

Timeframes: for Posting and Reverting jobs.

Job Bid Management application and results reports.

New employee onboarding.

Current employee dropout rate.

Reasons for leaving - surveys.
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Supervisor Apprentice Program

Safety & Occupational Health Checklist

Supervisor Apprentice Program CrOsS-Func.tional |
| _S_afety’_& OccupationaI:Health Checklist

Instructions: Initiai each item complete as you petform them:.

o Skills. C | completed

';Introductlon :

Meet the supervisor you will shadow and employees on the team

Obtain contact information as you network in cross- functmna] operatlons.

i Operatlon Famlllarlzatlon

View the Workforce Safety dashboard and review statistics for your unlt"'

Review a submitted PS Form 1767 and responses _

Review active shooter procedures

Review buildings and parkmg lot safety procedures

Review fire preventlon and evacuation proc‘edures

Review several relevant Job Safety AnalyS|s (JSAs)

Review safe Ilftmg procedures

Access_‘,the Mallplece In0|der__1_t_.Reporting Tool (MIRT).

Review a‘pbi__i__'cf}:r-_ible Personal F_’_rotective Equipment (PPE) procedures.

Review susp]eiouie_a[\_d'_hezatdous mail identification and handling.

Review spill and leak response procedures.

Review Bloodborne Pathegens safety training.

Review Heat lliness preventlon procedures and ensure employees in your unit
have the information card.

Review applicable OSHA written programs for your unit.

Review OSHA record keeping procedures.

Review dog bite safety.

Review Distracted Driver safety video.
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Review your unit's accident history in the (Safety and Health Management Tool)
SHMT.

Review Delivery Management System (DMS8) information on carrier safety
exceptions.

Review OSHA contact procedures,

View Accident Investigation videos on BlueTube.

| Review observation forms — 4584, 4588, 4589 and Informed Mobility Safety
Observation Tool (IMSOT).

Review PS Form 4707 (Red Tag).

Review all equipment and machinery at your facility for safety and operating
procedures.

Review DOL ECOMP (Electronic Compensation and Management Portal)
supervisory role for employees who file injury/illness claims. -

Review ELM 544 Injury Compenjs--ation Program supervisor reportih'g'jprocedu’re's.i '
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Labor Relations Checklist

Supervisor Apprentice Program Cross-Fun_ctlonaI

Labor Relatlons Checklast

Instructions: Initial each item complete as you perform them.
Skils . | . | completed-

Irftrodu'ci-:idn. - s

Meet the Labor Relatlons Specialists you will shadow and employees on the
team, ,

Obtain contact information as you network in cross-functional opere‘rions.

Review contact information for local Labor Re!atioris :

Review process to respond to unlon requests for lnformatlon

Review each step in the grievance process

Review Article 15 procedures for the grievance process.

Access the Nation’al'.Ag'reement for each group '_of._employees' yeq-su'per\/ise.

Review the: JCAM and/or JCIM

Revrew pOlICy for posting schedules Includmg Holiday Schedulmg (Article 11)

Review po!rcy for assigning oyrertrme. (Article 8) -

Review the Letfe'r,:C_arrie'r'Earagraph and Rule of Reason for city carriers.

Observe how Labbr_-Reiaﬁons and management work together.

Observe an informal Step_A'_or Formal A grievance meeting.

Observe proper completion of PS Form 8190.

Review the types of supporting documents needed for various grievances.

Review procedures to address employee misconduct warranting discipline.

Review procedures to deal with sexual harassment/improper conduct/threats.

Review process to assess the need to provide accommodation for employees
with disabilities.

Review procedures for performance management of bargaining-unit employees
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Module 5: Supervisor Competency Model

At the Postal Service, all Employee and Leadership Development programs are
based upon validated competency models. Competencies describe knowledge,
skills, and abilities needed for successful job performance.

Competency models have been developed for Functional/Technical capabilities
needed by field employees and also include Supervisory, Managerial, Executive
and Officer level. Each model describes the attributes and behaviors associated
with increasing levels of proficiency, creating-useful tools for creating your
Development Plan (DP). '
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Communication

Conveys information clearly and accurately in oral and written formats for the intended audience. Is
an active listener. Clarifies information as needed. Summarizes in writing and/or orally in a clear,

concise, and organized manner.

Needs Development

¢ Monopolizes conversations
30 that others cannot
participate; interrupts the
person speaking; finishes
the thought of the speaker.

s Nonverbal communication
negatively impacts or
contradicts verbal
messages.

"« Writes using language
appropriate to social media

(e.g., Twitter, Facebook, = -

e.g., LOL, #usps).

« Messages lack sufficient
details relevant to the
intended audience's needs;
doas net adequately

address questions from

considering the relative

commur a ]
vs, face-to-face).given the -
specific situation: .-

»  Uses improper language,
grammar, or acronyms -

when speaking or writing a .

message to employees
and/or customears.

+ References tools and
resources in massages and
fails {o provide information
regarding accessibility.

essages without .

Meets Expectations

Includes relevant and
current information without
going off topic; stays within
necessary time limits.

Nonverbal communication
reinforces verbal messages.

Writes correspondence that
is clear and concise. :

- Delivers messages to

appropriate audiences; asks
questions and restates
points made by others to

ensure own understanding.

Tailors message and mode
of communication (e.g.,
email-vs. face-to- face) to

_ be aligned with the -
. employees’ level and
ifferent modes of -+ Situation.

ication {e.g., email =

Conveys messages using
correct grammar, syntax,
and sentence structure.

Maintains open lines of
communication with
employees.

Exceeds Expectations

Develops two-way, not one-

_sided, communications with

employees and management;
listens to understand, not only

‘respond.

Engages the audience through
the use of words, tones, and
gestures.

Writes correspondence that is

highly effective and easy to
understand, progressing
logically through the
information.

' Expresses ideas effectively

regardiess of group size or
organizational level of the
audience.

Reads cuss from diverse
listeners to assess when and
how to change planned
communication approach to
effectively deliver message.

Presents information and facts
in a logical manner, using
appropriate phrasing and
vocabulary.

Communicates all necessary
information to employees in
order to perform job efficiently;
uses new technologies to
enhance communication with
employees.
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Leadership and Integrity

Treats individuals with dignity and respect. Leads by example and acts in the best interest of the
Postal Service. Demonstrates trustworthiness and integrity.

Needs Davelopment

¢+ Demonstrates little
tolerance or respect for
people who have different
values or beliefs,

» Avoids accountability for
own actions; blames
mistakes or problems on
others.

« Fails to offer assistance of
self or team to other work
units or teams when it is
needed.

s Impacts the Postal Service
image and brand
negatively by lacking .
professionalism'(e:g.,
mapproprlate dress, '

Ianguage)
¢ De strates dlsmterest '_'.
or lack ‘of concern forthe '

success of the Postal
Service. " L

e Displays a con's"i’stén’t'lack
of follow through on stated
actions. :

Meets Expactations

Respects and honers
different perspectives,
values, and beliefs.

Takes responsibility for

own actions; admits when

decisions did not work.

Focuses on organizational
success rather than
personal gain. .

~Impacts the: Pos_tal Service
.image and brand positively

by maintaining .
professionalism (e.g.,
positive attitude, -

_appropriate language, and
: _clress)

Maintains unit’ performance
(e.g.;'limits personal
business ‘during work
hours, holds employees
accountable for behavior).

Demeoenstrates buy-in and
commitment to the success
of the Postal Service.

Follows throuigh on stated
actions, honors
commitments.

Explains the reasons for
policies and procedures.

Exceeds Cxpectations

Creates an atmosphere of
mutual trust and respect;
empowers others fo reinforce a

- positive environment.

Stands behind own initiatives

~ and takes responsibility if the

initiative fails.

Cbhtﬁbutes postal resources
(e.g., staff,.time) within control

. to complete projects for which

* others are responsible as

-appropriate.

Exemplifies the best of the
Postal Service image and

_ brand; maintains professional
“demeanor {e.g., positive

attitude, appropriate language)
during high-stress situations.

Acts in the best interest of the
Postal Service (e.g., examines
and addresses issues that may
impact operational
performance),

Honors commitments even
when it is difficult to do so.

Bridges the gap between
management and employees
to ensure the success of the
Postal Service.

Module 5 Supervisor Competency Modél
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Coaching and Developing Employees

Trains employees and coaches performance. Motivates employees to increase confidence in their
knowledge and skills. Provides training, guidance, and development of employees. Provides resources
and tools to support employee growth. Leads by example. Interacts with a diverse group of employees.
Fosters teamwork. Values diversity and promotes a high-performing work environment.

S

Needs Develapment

Does not provide enough time
for employees to learn new
job/function or skills.

Denies individuals the
opportunity to improve poor
performance.

Uses discipline/corrective

action in lieu of developmental .-

feedback.

Does not recognize or reward
good performance.

Shows lack of commitmentto

developing employees.
Provides insufficient or
ineffective guidance to
employees about how they can
improve-performance.

Does h’otrfprpvi_de em_p_loy_eers
opportunities to-use new
learning on thesjob. -

Makes decisions for employees
without giving themthe "
opportunity to try the job .
themselves. B
Responds poorly to

constructive criticism; does not
adjust behavior when

Meets Expectations

Provides training for

professional development.

Aids in the developmen’t '
(e.g., coaching and -
mentoring) of employees

who seek upward mobility.

Provides clear feedback -

on employee strengths
and developmental areas.

- Recognizes and rewards
-good performance

consistently.

Suppoﬁs employees
during their-development
opportunities..

Initiates the training of
employees for
development in all areas
of their duties.

Observes employees to
ensure what was learned
in training is being
implemented on the job,
Supports decisions that
employees make;
provides guidance and
ceaching for performance
improvement.

Exceeds Expectations

Provides opportunities for
employees to perform higher-
level tasks that showcase
individual strengths; shares
ownership of work-unit

- petformance with employees.
" “Encourages interested

employees to seek upward
mobility and detail
opportunities.

. Provides feedback on
. potential career paths in the

- organization.

Adjusts rewards and
managerial style to match the
characteristics of individual
employees.

Ensures that all employees
are aware of opportunities for
developmental experiences
regardless of differences in
employee capabilities.

Provides opportunities for
employees to apply training
on the job and reinforces
concepts and procedures,

Encourages opportunities for
improvement by engaging
employees in decisions.

Seeks and utilizes feedback

warranted. proactively to improve
Accepts constructive performance.
criticism and takes action
to correct behavicr.
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Planning and Analysis

Gathers, evaluates, and analyzes data from multiple sources to accomplish operational goals.
Identifies and prioritizes resources for operational success. Utilizes tools and technology to identify
trends, plan for staffing, and make business decisions.

Needs Development

Makes decisions that affect
the work unit without
requesting or considering
input from employees.

Faits to utilize data to
inform decisions or plans
and/or check the accuracy
of reports before using the
data to make decisions.

Fails to use data to
improve operational
efficiency.

Allocates human resources
inefficiently, resulting in low
productivity, excess staff,
or excessive. overtime: -

Does not:have the ability to -

identify operational
performance deficiencies’
through data and/or
observation:

Fails to utilize available
resources to accomplish
objectives. -

Meets Expectations

Considers the input of
employees and the use of
various resources and their

avalilability when developing -

plans.

Documents and evaluates
data from multiple sources to
ensure accuracy and achiev

~ desired results, -

Analyzes opzerational reports
and ensures that daily

objectives are accomplished,
and operational goals are

- met, L T

~Makes needed adjustments -
to timelines, steps, and

resource allocation..

Demonstrates an
understanding of the
impottant trends related to
operational performance.

Uses the resources at one's
immediate disposal
responsibly and efficiently.

Exceeds Expectalions

Proactively seeks out the input
of employees when
appropriate to analyze
available operations data.

Implements changes to

- improve data accuracy.

Creates effective long-term
work- unit plans using

. historical data and mail-volume
- projections.

Develops scheduling

~contingency plans when there
is.unexpected (increased or
- ‘decreased) maif volume or

unexpected absences.

Monitors trends to enhance
processes that support
erganizational goals.

Uses forward-thinking and
forecasting skills to ensure
appropriate resources are
available; determines in
advance the protocol or

" procedures needed to be

undertaken to meet objectives.

Module 5 Supervisor Competency Model
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Change Management and Flexibility

Maintains continuous and timely dialogue during the change process. Adapts to changes in the
business environment, Utilizes a change management process to ensure operational success.

Needs Development

» Fails to inform employees
about changes in a timely
mannar; provides no or
insufficient information
about the change.

+ Perpetuates concerns
about the effects of
change; resists change.

+ Does not plan or provide
necessary tools to assist
in implementing change.

o Focuses on negative or
incorrect information about
upcoming changes;
enables and/or-increases
fear of change (e.g.;vby. -

telling employees that =+
machings will take their . -,

jobs).

e Limits own involvement ="

and that of others in
change; doés hot seek.-
buy-in, input, or-~- . <~
ownership. R

o Demonstrates

unwillingness to change -

and learn about the
benefits to the Postal
Service.

+ s unwilling to utilize new
technology.

e Communicates change
once and then continues
business as usual; does
not repeat message {0
reinforce change.

Meats Expectations

Promotes organizational
changes within the
function.

- Provides appropriate tools

and training to employees
to prepare for anticipated
organizational changes.

Meets timelines for

- change implementation in
-area of control..

A‘da'pts to the changing
organizational

“environment.

Explains c'h‘énges within = -
‘the unit and/or operationin -

atimely way. ~ -

Takes ownership of the
change process and
provides available
resources to support
successful change.

Learns about impending
change and openly and
honestly shares relevant
information with others,

- Is willing to utilize new
technalogy.

Explains the reascn for
changes; recommunicates
information to reinforce
change.

Exceeds Expectations

Takes action to identify new
methods for assessing success

-of change (e.g., speaks with
_ peers and customers).

" Develops a plan for

implementing change in the
unit.

Gains 'efﬁployees buy-in by

- explaining the benefits of

change to reduce fear and
increase acceptance.

Identifies creative ways to adapt
to upcoming changes; adjusts to

- Immediate demands for change
- {e.g., shifting employees to

different tasks),

Advocates change in the unit;
minimizes employees’ anxiety
by showing how to integrate
hew processes into existing
work routines.

Recognizes when employees
are struggling with change and
provides information on
available resources to minimize
job-related stress.

Provides feedback on new
technologies to help enhance
implementation and use.

Explains change from the
perspective of employees, such
as what's in it for them (WIFM);
follows up to gauge change
adoption.
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Operational Management

Achieves operational results. Recognizes the impact of the work unit on internal customers, Makes
effective business decisions for success. Determines priorities in the work unit. Adjusts according to
unforeseen situations. Maintains appropriate staffing. Performs dally tasks to ensure efficiency.

Needs Development

+ Does not achieve expected
reslilts; does not achieve
productivity goals

« Fails to staff properly in
advance; uses overtime
unnecessarily, due to poor
planning or poor
management of
attendance.

¢ Fails to set expectations
and follow up.

s Does not respond to
timekeeping alerts/
notifications in a tlmely
manner. o

¢ Fails to adjust resources in
a tlmely manner to

overcome obstacles and

meet 'd' ' d_Ilnes

s Achieves goals at the:
expense of other unlts or
functions; ighores: |mpacts
on other teams or.units.

s Performs craft work to ,
achieve goals. o

Meets Expectations

Achieves expected resuits;
achieves productivity -
goals.

Uses resources effectively

to minimize overtime and .
eliminate penalty overtime;
determines resources
required to meet
operational goals based on

-daily workioad.

_Uses operational

excellence mathods to set

expectations and _foll_ow up.

Keeps up with daily

timekeeping requwements £
‘using.appropriate

timekeeping systems.

Meets deadlines and/or
clearance times; adapts
continuously to meet goals
and follows up on work

assignments to completion,

Coordinates operations
with other work units and
functional areas to ensure
employees complete the
work.

Exceeds Expectations

Exceeds expected results/
productivity geals with minimal

~resources.

Anticipates resources required

for future operational goals

based on weekly workload.

Involves employees using

~ operational excellence

methods.

Enables a culture of
operational excellence,;
employees empowered to take
ownership of the work and the

" success of operations.

Strives to achieve objectives
ahead of deadlines and
remains actively involved in the
day-to-day operations; ensures
objectives are accomplished.

ldentifies performance issues
proactively and takes
necessary steps to remedy.

Collaborates proactively with
others, recognizing and
acknowledging the
interdependence of all
functions to achieve
operational goals,

Module 5 Supervisor Competency Mode!
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Policy Management

Adheres to national and local labor policies and agreements. Abides by Postal Service rules and
regulations. Applies and upholds federal regulations and laws.

Needs Development

e Keeps incomplete records,
leaving the organization
vulnerable to grievances
and other issues.

* Shares confidential
employee information with
others, compromises the
integrity of sensitive
information.

s Prohibits union
representation when
conducting disciplinary
meetings with employees.

s Fails to keep union
representatlves [nformed of
issues. : :

e Failsto settle gnevances as

appropriate; allowing isstigs -

to go to the next step
unnecessarlly

» Allows’ unlons to dictate

operations to the detriment.

of the organization.

» Does not adhere to the Iocal
MOUs or natlonal contracts

+ Disregards rules, _
regulations, and pO|lCIBS
fails to uphold the code of
conduct.

¢ Violates safe work practices
or safety procedures.

e Performs personal business
on Postal Service time {e.g.,
personal phone calls) to an
extent that climinishes

Meets Expectations

Maintains complete records
and applies national and local
agreements to daily operations
when scheduling craft

employees (e.g., ODL, hohday :

schedules).

Maintains confidentiality of
sensitive information. - -

Includes union representatives
_and management in the early

stages so that grievances are

_setiled as appropriate at the

Iowest lavel and at minimal
cost.

Uses SOPs publlcatlons

-Postal Service handbooks,
“manuals, directives, bulletins, .
and management instructions

to dfive work-unit performance.

Responds to EEO complaints,
grievances, and investigations
in a timely and accurate
manner.

Stays up to date on national
and local contracts; ensures
timely compliance in
accordance with union
agreements,

Emphasizes the importance of
adhering to policies, standards,
and codes of conduct,

ldentifies and addresses safety
concerns,

Makes assignments and
scheduling decisions that atign
with policies and union

Exceeds Expectations

Anticipates potential issues
and ensures documentation
and follow-up to reduce risk of
grievances,

Demonstrates to others the

- Importance of maintaining the
" confidentiality of sensitive

information.

Collaborates with union
officials to anticipate potential

" problems and negotiate
" grievances to the henefit of the

Fostal Service.
Thoughtfully evaluates policies

_and procedures that do not

make sense and makes
recommendations for
improvement.

l.everages strong knowledge of
contracts to negotiate, problem
solve, and resolve employee
issues to the mutual benefit of
the Postal Service and
employees.

Builds and maintains
professional, mutually
beneficial relationships with
union representatives,

Models excellence in conduct;
provides coaching in upholding
Postal codes of conduct and
policies.

Monitors employee actions and
habits for potential safety

performance. concerns; ensures safety of
agreements. employees is always at the
forefront.
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Module 6: Program Mentor

The duration of the mentoring program is six-months from the start of the
Supervisor Apprentice Program. The mentoring component is conducted
simultaneously. The mentoring relationship will remain confidential,
although mentors should identify recurring themes or areas of concern that
can be addressed through additional training or other supervisors or
managers.

Mentors are higher-level EAS in the unit whete the apprentice is assigned.

Mentor Responsmilltles

The mentor is the apprentice’s sounding board, source of support, and a
resource as they continue to grow and develop as a leader. As a mentor,
they may also recommend the development of certain areas 1hat may help
suppott the supervisor apprentice’s career goals :

The apprentice will take notes of their educational journey each week.
Their notes are shared bi-weekly with the mentor during their mentoring
session to encourage developmental discussions. This process provides the
mentor with insight into areas where the mentee needs encouragement,

w mfmmatlon and consuuctlve feedback.

'The following are performance expectations of all mentors who patticipate
in the Supervisor Apprentice Mentoring Program:

s Listen actively and encourage open communication..
~# Maintain ongoing bi-weekly contact with mentee.
- & (reate a safe, risk-taking environment.

e Refrain from passing judgment on the mentee’s ideas, questions,
-+ -and actions.

. "Re_:c_ord bi-weekly meetings on your calendar for tracking,
¢ Respect for the mentee’s right to make their own decisions.
e Treat the supervisor apprentice with respect and honesty,

Mentoring begins with an initial meeting via face-to-face, Zoom, or phone
call. Subsequent meetings/calls are to be conducted bi-weekly, Mentees
should share theijr notes and take the lead on what they want the meeting
to cover, with prompting by the mentor when necessary,
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Before the first meeting, the mentor provides the Mentee Pre-Meeting
Document to the supervisor apprentice to complete to help structure
discussions.

Mentee Responsibilities

The mentee is responsible for their own growth, mentors are there as a
sounding boatd, guide, and resource, As a mentor, they may also
recommend the development of certain arcas that may help support the
supervisor apprentice’s career goals.

Belore the first meeting, the mentor provides the Mentee Pre-Meeting
Document to the supervisor apprentice to complete to help structure
discussions. If your mentor has not scheduled a meeting with you by the
second week of each month, contact them to schiedule it proactively.

The initial meeting may be via face-to-face, Zoom, or phone call.
Subsequent meetings/calls are to be conducted weekly. Meetings are not
complaint sessions, but rather an opportunity to eXplore solutions.

The apprentice will take notes on their educationalj Joumey each week.
The apprentice should notate what went well for the day, opportunities for

_._1mpr0vement and any unanswered questions on the day’s activities.
o Mentees should share their notes and take the lead on what they want the

meetmg to cover. This plocess prov1des the mentor with insight into areas

where the mentee needs encoumgement information, and constructive
[‘eedback

The mentee is respons]ble for takmg advantage of every learning

: - opportumty available. Mentees must communicate with their assigned
__:.:._:mentors as prescribed; identify areas to improve or discuss and be open to
" :-.feedback in order to learn and grow.

Page 6-2

Participant Guide



Supervisor Apprentice Program

EFFECTIVE DISCUSSION TOPICS

The topics discussed during mentoring sessions should be focused on the specific goals you
and your mentor agreed upon. Below is a list of questions to provide a good basis on which
to begin your discussions:

*»  Whenyou need to persuade or motivate others, ur trategy? |
»  Which relationships are particularly difficult for you at work?

s What tough decisions have you had to make in your job recently?

¢ Whatopportunities or challenges do you feel they created for you?

* What decisions are easiest for you to make, and which ones
are the most difficult? Why? '

¢ How do you solicit feedback regard'iﬁgyour.p_erformance? _

¢  What prompted 'you to take your current position? L
e Whatskills would you like to develop?
¢ What do you see as the next logical step for your career?

. " What doubts do yo_ﬁ have about being able to reach the next step?

s Whatis yolr long-term vision for your career?

&+ Whatare your current strength and areas for development?
. ”'What steps are you taking to improve these?
. What"-iﬁdi'v_iduals, books, experiences, or events have impacted you most?

+ Aboutwhat are you passionate (wark-related)?
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EFFECTIVE MENTORING
ACTIVITIES

[n addition to the discussion questions described on the previous pages, use the following
activities to build your relationship with your mentor;

High-Impact Activities to Do with Your Mentor

Offer to demonstrate one of your strengths or skills to your mentor or
impart knowledge around your role and function,

Ask to observe your mentor while they présent to a group. Take notes and
discuss what you learned, :

Share a difficult decision you made recently and discuss what inputs you
considered when making the decision and its outcome., Ask your mentor
what they might have dene dlfferently

Ask, for your mentor’s adwce about a pI‘O_]E‘,Cl or problem on Wthh you are
workmg

= Explam somie of the “unwritten rules” you have learned about being

successful in the. orgamzatlon :

- Disciiss an article o bo’_ok that impacted your professional life.

Occasionally cafl y'c_)[ir mentor Lin'expectedly, just to check in.

* Link up with other m'e'n'toring pairs for lunch or ancther activity.

it

Ask to look at your mentor’s eCareer profile and have them walk you through
Oiffgar'to tell your career story in some detail. How did you start your
career?

What changes did you make along the way? Include high and low points
and how these learning experiences helped you.
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Otheractivitiesfor an effective mentoringrelationshipare:

1. If your mentor has not scheduled a meeting with you by the second week of
each month, contact them te schedule it proactively.

2. Prior to each meeting, create an agenda summarizing the topics you would like to
cover.

3. Set next steps at the end of each discussion and ¢larify who is responsible for each of
them.

4, If follow-up poses a challenge for either of you, use the oppmtumty to problem solve
together.

5. After each meeting, send a note to your mentor descrlbmg howyou. . " . |
benefitted from the conver: satlon :

6. Seta reminder on your caiendal to send an mterestmg article to your mentor each
Frlday

7. Attend educatlonal events (mtemal and extema ) togethm such as
_ f",iectures, talks, and discussions. -
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Frequently Asked Questions

How long is the Supervisor Apprentice Program?

+ The Supetvisor Apprentice Program requires a six-month commitment.
What do | do if my mentor has not scheduled any meetings?

+ If your mentor has not scheduled a meeting with you by the second week of
each month, contact them to schedule it proactively.

What if | do not get along with my mentor?

»  Within the mentoring program guide, there are.evaluation forms that can be
completed by the mentee and/or the mentor.

+ Evaluation forms are expected to be sent in to Manager, Employee
Development and Diversity at des]gn_ated time periods.

How often are mentors and mentees expected to meet?

« Mentors and mentees are expected to meet at least twice per month,
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