RECEIVED

NOV 9 2 2022

LABOR RELATIONS

UNITED STATES }
F’ POSTAL SERVICE

November 18, 2022

Mr. lvan D. Butts

President

National Association of Postal
Supervisors

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

Dear Ivan:

As a matter of general interest, the Postal Service has developed three Occupational
Safety and Health (OSH) instructional resources for newly appointed field Safety
Specialists/Managers, Occupational Health Claims Specialists/Managers and
Occupational Health Nurse Administrators (OHNAs).

These instructional resource presentations are designed to welcome newly appointed
staff to the OSH function and to explain the importance and expectations of their role.
The instructional resources include tools of the trade documents and other essential
information to promote success in their new role.

The instructional resources are as follows:

e Welcome to the Team — Occupational Safety and Health Tools of the Trade for
Occupational Health Nurse Administrators (OHNAS)

o Welcome to the Team — Occupational Safety and Health Tools of the Trade for
Occupational Health Claims (OHC)

o Welcome to the Team — Occupational Safety and Health Tools of the Trade for
Safety

We have enclosed copies of the slide presentations and the Tools of the Trade
document for the three instructional resources.

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

Sincerely,

irector (A)
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHINGgTON DC 20260-4100
WWW.USPS.COM



UNITED STATES
F POSTAL SERVICE .
Occupational Healih

TOOLS OF THE
TRADE

Training
HERQ (various safety-related courses available)
HA in
Trainin Wri Pri
SHMT usps.enablon.com/USPS/go.aspx
r | Joi r-Management Saf nd H

mittee Training (HBK EL-809T)

n P Training*

Access/Systems

SHMT (Safety & Health Management Tool)

EDW (Enterprise Data Warehouse)

ETK (Environmental Toolkit)

FDB (Facilities Database)

IMSOT (informed Mobility Safety Observation Tool)
MTSC (Maintenance Technical Support Center)
eFMS (Facilities Management System)

OSH Scorecard

CARE (Counseling At Risk Employees)

OSH Partners

Injury Compensation
Medical Servi

External Links
cDC EPA FEMA
NFPA NSC OSHA

Miscellaneous Information

4% Disability Compensation Reduction

USPS® Forms
Employee Engagement

Safety Leadership and Vision Awards
USPS® Wellness

health-related organizations.

Welcome to Occupational
Safety and Health (OSH)

SAFETY SPECIALIST/MANAGER

The mission of Occupational Safety and Health is to support and sustain a work
environment where employees are empowered to affect their personal safety and
healtl and remain accident and injury free. Through the development of policies,
programs, and initiatives, the team ensures that all employees are provided with the
tools needed for long, rewarding, and successful careers.

Manuals/Handbooks/Regs

ELM. Chapter 8 - Safety, Health, and Environment

HBK EL-801: Supervisor's Safety Handbook

HBK EL-802: Executives' and Managers’ Safety & Health
Program and Compliance Guide

HBK EL-803: Maintenance Employee's Guide to Safety

HBK EL-804: Safe Driver Program

HBK EL-809: Guidelines for Area/Local Joint Labor-
Management Safety and Health Committees

HBK EL-814: Postal Employee's Guide to Safety

Management Instructions

OSHA 29 CFR (Code of Federal Regulations)

Resources
OSH Scorecard
T (Microsoft Teams Link)
Blue Page: Occ Safety & Health Homepage
e BlueTube™ (usps.gov)
e Safety Overview
e Acciden verview
¢ Accident Investigation, Prevention, & Reduction
e  Workplace Safety Qverview
o A7 ati Safe Health Topi

e  (OSHA Written Prggrarri Templates

¢ More Safety References
National Preparedness-USPS®
Environm mplian

Smart Safety Moments

National Get it Right Goals: 5.39 OSHA Injury and lliness Rate * Early Case Management Target 70% RTW during COP Period

* Advanced Postal Safety Training—This curriculum offers 7 core safety related courses designed to build foundational knowledge and prepare safety professionals for workplace safety
challenges. To maintain technical proficiency, safety personnel are encouraged to pursue professional credentials and advanced education and to participate in professional safety and

—
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UNITED STATES
B rostas service.

Oceupational Healit

Welcome to Occupational
Safety and Health (OSH)

TOOLS OF THE OCCUPATIONAL HEALTH CLAIMS SPECIALIST/MANAGER
TRADE The nission of Occupational Safety and Health is to support and sustain a work
environment where employees are empowered to affect their personal safely and
health and remain accident and injury free. Through the develgpment of policies,
programs and initiatives, the team ensures that all employees are provided with the
tools needed for long, happy and successful careers.

! Training Manuals/Handbooks/Regs

HEROQ (FECA Overview) 5 USC 81 Federal Employees’ Compensation Act
SHMT Library usps.enablon.com/USPS/go.aspx 20 CFR Part 10 (Code of Federal Regulations)

ECOMP Help (FECA Claimant, Agency Reviewer & Supervisor) EECA Procedure Manual (FECA PM)
OWCP IC Basic Training CA-810 Injury Compensation for Federal Employees

ELM 540 IC Programs
Access/Systems EL-505 Injury Compensation Handbook
AQS Agency Query System  |CPAS F-21 Time and Attendance
i EcomP Login RMSS 29 CFR 1904 OSHA Recordkeeping

eHRMISA/IPOT SHMT Home (ARIS) Resources

Mainframe (Rocket BlueZone) e BlueTube™ (usps.gov)

e Injury Comp Café Presentations
o Safety Overview
e Claims Management (Injured Worker Packet)

Miscellaneous Information
National Get it Right Goals: 5.39 OSHA Injury and lliness Rate « Early Case Management Target 70% RTW during COP eriod .
4% Disability Compensation Reduction
Timely Filing (Timelag) Requirements: CA-1/CA-2 - Submit to OWCP within 10 working days and CA-7 - within 5 working days
Bargaining Unit Pay (usps.gov)

USPS® Forms

OWCP Forms | U.S. Department of Labor (dol.gov)

OWCP PEER Initiative: Protecting Employees, Enabling Reemployment Initiative | U.S. Department of Labor (dol.gov)
OWCP Solicitor: RESPONSIBILITY FOR FECA THIRD-PARTY CASES | U.S. Department of Labor (dol.gov)
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UNITED STATES

POSTAL SERVICE -
Ceeupational Healir

Welcome to Occupational
Safety and Health (OSH)

TOOLS OF THE OCCUPATIONAL HEALTH NURSE/ADMINISTRATOR
TRADE T'he mission of Occupational Safety and Health is to support and sustain a work
environment where employees are empowered to affect their personal safety and
health and remain accident and injury free. Through the development of policies,
programs, and initiatives, the leam ensures that all employees are provided with the
tools needed for long, happy, and successful careers.

Training Manuals/Handbooks/ Reg§

Hero Communication Accommodation Alcohol and Drug Testing

Hero First Aid AED Bloedborne Disease Exposure

Hero Narcan Employee Medical Records M

Threat Assessment Training Fitness-for-Duty Examinations Ml EL-860-2022-8
AOCBSS / Syste ms Reasonable Accommodation

Caduceus Portal Email address to request access to portal ELM 512 - Annual Leave

Digital Signature ELM 513 - Sick Leave
Jisalslgnature ELM 515 Absence for Family Care or lliness of Employee
E-Access Request below Programs:

. ELM 519.7 - Non-Bargaining Unit Personal Absence
S Mes.sagi ng Fax Service (eFax)-confidential fax number ELM 865 - Return to Duty After Extended lliness or Injury
ACE (active directory)

eBuyPlus FMCSA DOT Resource

iyt lus US DOT SAP Information

EDW General Access (ALL users Family Medical Leave Act - HRSSC

EDW General Access (ALL users) '

E:’lmnm HR Analytics Web Portal(RADAR) —L~——FMLA e LDt

— FMLA Publication 1420 (must be posted in all USPS®
eRMS .

i locations)

E-screen

Purchase Card . :
X EL-505 -Injury Compensation Handbook
: ARIS (usps.gov);
SHMT request is requested through ARIS : ARIS (usps.gov ELM 540 -IC Programs

then the tool is found: My Dashboards (enablon.com) CA-810 -Injury Compensation for Federal Employees

webCOINS FECA Procedure Manual (FECA PM)
20 CFR Part 10 (Code of Federal Regulations)

F-21 Time and Attendance

Miscellaneous Information

USPS® Forms Resources

® VPN Token (if assigned laptop for off-site work) Claims Management
e Qutiook OSH Scorecard

e  Office 365 Teams and Planner Wellness

®  Full Office 365 Blue Page: Occ Safety & Health Homepage
o BlueTube™ (usps.gov

® InteretAccess request level of internet access from manager « Inligy Cogin Caté Prsiantatiaiis

ACE Software Options- Microsoft Office Professional
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UNITED STATES
POSTAL SERVICE
Oecupational Health

Welcome to Occupational
Safety and Health (OSH)

TOOLS OF THE OCCUPATIONAL HEALTH NURSE/ADMINISTRATOR
 TRADE The mission of Oceupational Safety and Health is to support and sustain a work
| environment where employees are empowered to affect their personal safety and

health and remain accident and injury free. Through the development of policies,
prograns, and initiatives, the team ensures that all employees are provided with the
tools needed for long, happy, and successful careers.

Training Manuals/Handbooks/Regs
# Hero Communication Accommodation Alcohol and Drug Testing
Hero First Aid AED Bloodborne Disease Exposure
Hero Narcan Employee Medical Records MI
Threat Assessment Training Fitness-for-Duty Examinations MI EL-860-2022-8
Access / SYStemS Reasonable Accommodation

ELM 512 - Annual Leave

M Email address to request access to portal ELM 513 - Sick Leave
Digital Signature e T

E-Access Request below Programs: ELM 515 Absence for Family Care or lliness of Employee
ACE Messag?n FaxeServiceofge::lx):conﬁdential fax number ELM 519.7 - Non-Bargaining Unit Personal Absence

e & ELM 865 - Return to Duty After Extended Iliness or Injury
ACE (active directory)

eBuyPlus FMCSA DOT Resource
EDW General Access (ALL users US DOTSAP Information
W General Access (ALL users) Family Medical Leave Act - HRSSC
Egmlm HR Analytics Web Portal(RADAR) ERAEA oo L Dbt
B cRMS FMLA Publication 1420 (must be posted in all USPS®
=g locations)
E-screen
Purchase Card . .
SHMTrequest is requested through ARIS : ARIS (usps.gov); %znﬂwﬁ mpcisation Handbook
then the tool is found: My Dashboards (enablon.com) i grams .
webCOINS ) CA-810 -Injury Compensation for Federal Employees

FECA Pracedure Manual (FECA PM)
20 CFR Part 10 (Code of Federal Regulations)
F-21 Time and Attendance

Miscellaneous Information

USPS® Forms Resources
® VPN Token (if assigned laptop for off-site work) Claims Management
o Oullook OSH Scorecard
Wellness

Blue Page: Occ Safety & Health Homepage

» BlueTube™ (usps.gov)
® InternetAccess request level of internet access from manager « Injury Comp Café Presentations

ACE Software Options- Microsoft Office Professional

®  Office 365 Teams and Planner
®  Full Office 365
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