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Management will complete the initial MSS and Non-MSS process for inclusion on the
promotion ehigibility register within 150 days from March 31.

ORDER FOR FILLING VACANT MAINTENANCE POSITIONS

The appropriate PAR and PER must be exhausted before considering other hiring
options. To be considered qualified an employee must either be eligible under the
current in-crafi process for the position in guestion or be a maintenance craft
employee in the same level and occupational group as the vacancy.

The following is the order for filling vacant maintenance positions:

1.

Lh

&

[

Select the ranking emplovee on the appropriate preferred assignment register
(PAR).

An unassigned regular employee may be assigned to the vacant duty assignment.

Consider higher level qualified maintenance employees requesting change to
lower level. A “previously submitted” written request for assignment to fower
level must have been submitted prior 1o the close of the Notice of Intent (Article
38.5.A.10)

Select the ranking employee on the appropriate promotion eligibility register
(PER),

Consider maintenance craft cmplovees requesting transfer before or afler in-
service procedures i the following order:

a. When maintenance craft employees who have requested a transfer are
considered first

I. Consider mainitenance craft employees who are already qualified for the
position in question,

2. Consider maintenance crafl employees who are not qualified for the position
m question but have been afforded an opportunity to qualify under the
provisions for qualifying for transfer (see EL-304, Qualifying for Transfer).

b. Ifin-service procedures are considered first:

L. Give priority consideration to career maintenance craft emplovees using the
in-service register in score order,

Z. Consider other career postal employees, regardiess of craft or position, on
the in-service rogister in score order.

Consider current career employees for return 1o maintenance craft to a position
previousty held or to any position of equal or lower level for which he/she holds
an eligibility rating. Employee must meet the time and ebgibility criteria {outlined
below).

Avticle 38, page &
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Consider former career postal employees for retun to maintenance craft to a
position previously held or to any position of equal of lower level for which
hefshe holds an eligibility rating. Applicants must moeet the reinstatement
requirements and the time and eligibility criteria (outlined below}.

. Consider entrance register eligibles in score order.

ELIGIBILITY CRITERIA FOR RETURN TO THE MAINTENANCE CRAFT
Following is the eligibility criteria for consideration of current career employees and
former career postal emplovees for return to maintenance crafl positions:

¢ The employee must have held a position in the maintenance craft for at least one
year.

¢ The employee must have an eligible rating (in-craft, in-service, or entrance) dated
January 1, 1989 or fater. (Note: Expired entrance eligibility ratings are acceptable
as long as the test specifications have not changed. Also, with the exception of the
entry-level custodian exam, maintenance examinations prust not be administered
nencompetitively).

e Current carcer employces can be reassigned only to a position previously held or
to any position of equal or lower level for which the employee is qualified (no
promotion). Selection must be within three years of leaving the maintenance craft.

¢ Former carcer postal employees can be reinstated only to a position previously
held or to any position of equal or lower level for which the employee is qualified
(no promotion). Selection must be within three years of leaving the maintenance
craft. Former postal career employees must meet the eligibility requirements for
reinstaternent consideration.

SUCCESSFUL APPLICANTS

Article 38.5.C provides that an employee who receives a promotion predicated on the
successful completion of training and fails that training is declared inactive on the
promotion eligibility register (PER]). The PER shall be annotated with an asterisk
indicating the employee’s requirement to updaie. The empioyee may reguest an
update based on additional traiming, education, or experience in the deficient KSA.
Upon receipt of a qualifying updated score, the employee will be activated on the
PER, the asterisk will be removed, and the employee wiil be ranked accordingly.

Training required of successful applicanis pursuant to Article 38.5.C3 shall be
scheduled and satisfactorily completed within a reasonable period of time which,
shsent urusual circumstances, shall not exceed one year from the date of the
announcement of the successful applicant.

s There may be instances, for various reasons, where an employee who receives a
nrornotion based on successiul completion of training refuses to atiend the
training within the one vear period. On a case by case basis, management must
determine if the explanation given for the refusal is valid If it ig determined not o

Avrticle 38, page 6




REGISTERS

Eligibility for Registers

incraft Promotion Eligibility Registers (PERs) - Only carser employees currently in a
maihtenance craft position may have their names placed on an incraft maintenance
PER. (NOTE: Applicants for a lower tevel position cannot be placed on a PER. They
must apply during open season, upon transfer to another installation, or when a new
position is authorized within their installation. There is no special opportunity for
applicants seeking a lower level position. They will receive a score which can be used
iater to qualify for a change to a lower level. This is a separate procedure which does
not use the PER.)

Inservice Registers - Career postal employees (bargaining and nonbargaining) and
substitute rural carriers may apply for inservice examination announcements, Inservice
examinations must be opened at the instaliation with the vacancy(ies) and, if
necessary, the area of consideration may be expanded to a wider geographicat area to
include other instaftations,

Entrance Registers - External applicants, non-career posiat employees, and career
postal employees (bargaining and nonbargaining) may apply for competitive enirance
examinations. Entrance opportunities must be opened to the public and advertised in
accordance with postal policy.

Eligibility Restoration to Register

Promotion Eligibility Register - Once an employee is selected from an incraft PER,
their name is remaved from that register. If a maintenance employee leaves histher
current position and wishes {o have their eligibifity restored 1o the register, they may do
so if:

He/she is currently a maintenance craft employse.
s The examination and/or gualification reguirements are unchanged - meaning their
riginal rating is still valid.
# The register position is the same or higher level than the position they are in
currently.

Inservice Register - Once an employee is selected from an inservice register, their
name is removed from that register. If an employee leaves a position and wishes o
have their eligibility restored, they may do so if:

= The examination and/or gqualification requirements are unchanged - meaning their
original rating is stild vatid,
s Hefshe is a career emploves when the request is made,

36 MEE Handbook EL-204, Apri 1657
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Recruitment

employees supplement the regular workforce and their appointments
and reappoiniments are often subject to time ¥mitations and restrictions
defined in the appropriate collective bargaining agreements. Noncareer
employees are not eligible for life insurance or retirement benefits,
however, they are subject to the provisions of the Federal Employees’
Cormpensation Act (FECA) (see 234, Noncaraer Recruitment).

n.  Satisfactory discharge — a separation from active duty in the Armed
Forces where the character of service is honorable, under honorable
conditions, or general. Though an under honorable conditions ot
general discharge is acceptable for veterans' preference or Veterans’
Readjustment Appointment, it indicates that there was a derogatory
reason for the discharge that requires investigation during suitability
screening. Discharges that are cther than honorable, undesirable, bad
conduct, and dishonorable do not meet the satisfactory discharge
requirement.

internal Recruitment and Placement

General Provisions

Most career vacancies within a postal instaliation are filled internally by
reassignment, promotion, or a change to lower level of qualified career
employees who are designated the successful bidders or applicants. When
positions cannot be filled by employees who are on the rofls of the instaliation
with the vacancy, secondary consideration must be given to qualified career
applicants from other installations within an expanded geographic area
subject i appropriate collective bargaining agreement provisions.

Bargaining Vacancies

The internal placement sequence for bargaining vacancies is governed by
the appropriate collective bargaining agreement. Reassignments from other
instafiations are also governed by the appropriate collective bargaining
agreement.

The primary method for filling residuat assignments (as defined by relevant
collective bargaining agreements} is through the reassignment of unassigned
regulars. Those bargaining vacancies that remain after applying the
provisions of the appropriate collective bargaining agreement may be filled by
one or more of the methods (see 233.3, External Recruitment Sources).

initial Level and Other Nonbargaining Vacancies

Placement procedures are outlined for initial level supervisor and other
nonbargaining vacancies in Chapter 7, Assignment, Reassignment, and
Promotion.

External Recruitment

Use of External Recrultment

External recruitment is required when assential residual bargaining yacancies
are anticipated. Exiarnal recruitment is also used to fitl pertain nonbargaining

Handbook 81312, Seotember 2001
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positions, particularly those that require degrees in specialties such as
engineering or medicine. Nonbargaining positions may be recruited
simuitaneously inside and cutside the Postal Service, at the discretion of the
appointing official, when it has been determined that no adequate internal
applicant pool exists.

Positions Restricted to Applicants Eligible for Veterans’
Preference

Certain positions, whether career or noncareer, are restricted to applicants
eligible for veterans' preference under the Veterans' Preference Act of 1944.
This rule applies only to appointments from external recruitment sources
{whather competitive or noncompetitive). The following are restricied
rositions in the Postal Service:

Building maintenance custodian.
Custodian laborer.

Custodian.

Elevator operator.

Laborer custodial.

e a0 oW

Window cleaner,

Applicants who are not entitied {o velerans' preference may be considered for
positions restricted to preference eligibles onfy when preference eligibles are
not available for appointment. In these instances, evidence of the following
must be filed on the permanent side of official personnel folders of appointed
individuals not eligible for veterans’ preference:

a. Recruiting of preference eligibles was atiempted.
b. Resulting register of preference eligible candidates was exhausted.

Districts have two options when recruiting externally to fill restricted positions:

a.  They may restrict competition to preference eligibles oniy.

b, They may accept applications from both preference eligibles and
nonpreference eligibles, but refer nonpreference eligibles for
amployment consideration only in the absence of preference eligibles.

Option 1 may be the best choice if past experience has shown that normal
public notice will generate an ample supply of preference eligible candidates.
Option 2 is preferable € there is a chance that the supply of preference
eligibles may be exhausted before all vacancies are filled. Public notice for a
restricted position must cortain a statement explaining whether applications
will be accepted from nonpreference eligibles, and if so, that they will not be
considered if preference eligibles are avallable.

Exception: The rule of restricting positions for applicanis sligible for
vaterans' preference does nol apply when restricted positions are filled
through internal career placements such as promaotion, reassignmsnt, or
change o lower level. The rule does apply, however, when such positions
are flled through reinsialement and fansier from ancther agengy.

ar 206
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Recruitment

Reimbursement of Travel and Relocation Expenses

When it is considered to be in the best interest of the Postal Service,
employees and prospective employees may be authorized reimbursement for
travel and relocation expenses, consistent with the provisions of Handbook
F-15, Travel and Relocation.

Career Recruitment

Internal Placement of Bargaining Employees

Bargaining vacancies within an installation are filled by promotion,
reassignment, or change to lower level of the successiul bidder or applicant.
The appropriate colfective bargaining agreements must be observed when
filing bargaining positions. For further information see Chapter 7.
Assigrenent, Reassignment, and Promotion.

Examination Requirements

Employees bidding on or applying for a bargaining nosition must meet the
current entrance examination requirements. Substitution rules that are in
effect with regard 1o qualifying examinations include the following:

a. Obsclete examinations. Examinations 400, 440, 450, and 710 (Markup
Cierk, Automated only) were replaced by the test Battery 470 effective
August 18, 1994. However, a career employee who gqualified on an old
axamination is permanently qualified for the position covered by that
examination, provided the employee has remained on the rolls ina
career position continuously since August 18, 1994. Carger employees
hired after that date must establish their qualifications under test
Batiery 470.

b. Clerk craft interlevel bidding. See current Memorandum of
Understanding in American Postal Workers Union National Agreement
for bidding without regard to entrance examination of position being bid.
Bidders or voluntary ransferees must meet all other provisions of the
relevant qualification standard.

Senior Qualified and Best Qualified Position Requirements

Senior qualified positions are those awarded to the serior qualified, eligible
bidder. Best qualified positions are those swarded to the applicant whose
total qualifications, rated against the job requirements, best meets the
qualifications for the position as determined by management. Bargaining
quaiification standards are available on the Postal Service Infranet.

Bedical Qualifications

A medical assessment for internal bidders and applicants is administered
only when the physical requirements fof the new position sre more
demanding than the physical requirements for the old position. However, no
such assessment is required if an employee is being reassigned from gnother
instafiation to the identical position in the new instaliation.

1
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Filling Positions

The filing of bargaining positions through assignment, reassignment, or
promotion is subject to the provisions of the appropriate collective bargaining
agreements. Except for provisions in the agreements covering excess and ill
or injured employees, vacarcies must be filled by promotion or reassignment
within the appropriate craft and instaltation, if qualified bidders or applicants
are available {see 212.13, Promgtion to Entrance Level Positions).

Conversion to Fuli-Time Status

A full-time residual position is filied by assigning an unassigned full-time
employee or a full-iime flexible employee. The conversion to fulltime of a
qualified parf-time flexible emplovee with the same designation or occupation
code as the vacancy should occur only after unassigned full-time employees
have been assigned. Pari-time flexible employees must be changed to
full-time regular positions, if appropriate, within the instaliation in the order
specified by the applicatle coliective bargaining agreerment.

Area of Consideration

The area of consideration is described in the appropriate collective
bargaining agreement. If necessary, the area may be expanded to eligible
employees in other crafis at the same installation, and then to eligible
employees at other instailations.

Position Requirements

Requirements for individual duty assignments are indicated in qualification
standards, vacancy announcements, or job postings. These requirements
periain to assignment, reassignment, of promotion. A vacancy
announcement or job posting may indicate requirements in addition o those
in the applicable qualification standard. These additional requiremenis
include special requirements or typing and/or driving requirements that may
be added (see 725.2, Aporopriate Special Requirements, and 783.22, Local
Options for Typing and Driving Requirements). Qualification standards are
available for most bargaining positions on Banet, Bargaining Qualifications on
the Neil. When a gualification standard exists for a specific bargaining
paosition, its provisions must be iollowed. (See 727.2, No Qualification
Standards, when g qualification standard is not available for a position.}

Special Requirements

identification, Justification, and Documentation

Spesial requirements must be related (o the job, and must be justified to
show that the particular requirement will enable applicants o perform orftical
b duties that they would otherwise be unable o do satisiactorily. Sufficient

Handbook EL-312, September 2601 168
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Assignmeant, Reassignment, and Promotion

documentation must be available to show that special reguirements are
clearly iob-related, and the documentation must be retained in the vacancy
file.

Appropriate Special Requirements

Special requirements for bargaining positions should be written as
knowledge, skill, or ability statements.

Exampies of appropriate special requirements ¥ justified for a particular
position include:

a. Knowledge of a language other than English.

b. Knowledge of a particular computer programming tanguags that cannot
readily be acquired after selection.

Inappropriate Special Requirements

Educational requirements, such as a bachelor's degree, or length of
experience, such as 6 months’ experience, are not appropriate as special
requirements and must not be added tocally. If education or experience
requiremenis are listed on a quelification standard, they may not be modified.
No tests may be added, excep! as allowed for typing requirements. Other
examples of inappropriate special requirements include:

a.  Arequirement that could readily be met by a brief initial period of
orientation and famiiiarization in the assignment.

b. A reguirement that unduly restricts the number of eligible candidates or
favors a particular candidate.

c. A requirement not immediately essential to the positien, such as one
based on a possible future assignment, except in the case of a trainee
position where ability and potential to advance to higher levels in the
occupation are required,

Posting Requirements

All vacant craft duty assignments that are not to be reverted must first be
posted within the craft for filling in accordance with the applicable collective
bargaining agreement. Bidders or applicants must meet all requirements
nefore being placed into the position, When posting does not result in
successiul bidders or applicanis, the following may be used to fill the positior:

a. Reassignment.

. Change to lower level.

o Promuotion.

. Reinstaterment {see 233,32, Reinstalermeant).

. Transfer from another federal agency {ses 233.33, Transher From

Another Federal Agency).

el

Cther axternal appoiniment,
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726.1 Entry Positions in PS-5 and Below

Entry-tevel promotional epportunities to residual vacancies remaining after
exhausting the bidding or application procedures need not be posted.
However, procedures must be developed locaily to inform lower level
employees of promotionat opportunities and to arrange for appropriate
inservice examinations for employees who have not already qualified.
Management must encourage employees to apply. and extend every
opportunity for promotion to employees who are eligible, gualified, and
available before recruiting from external sources.

Employees on active millitary duty may leave bids or applications for future
bargaining vacancies with human rescurces, or an appropriate manager, for
actuglization when posling ocours.

7262 Senior Qualified Positions

Senior gualified positions must be posted in accordance with the appropriate
collective bargaining agreement.

726.3 Best Qualified Positions

Best qualified positions must be posted in accordance with the appropriate
collective bargaining agreement. The following posting requirements are
applicable for best quaiified positions only:

a. Position by title, number, tevel, and duties.
b. Location, tour of duty. and scheduled workweek.

C. Existing requirements. If a qualification standard is available on Bgnet,
it must be used.

e, Directions where 1o send applications, the date by which applications
must be submitted, and where additional information can be obtained.

e.  Specification that selection will be made from among the best gualified
applicants who are eligible and available.

f. Craft designation, in accordance with the applicable collective
bargaining agreement.

a. Staternent on equal employment opporiunity.
h.  Statement on prehibition of political recommendations.

727 Bargaining Selection Procedures

The geal of bargaining selection procedures, whether for entry or inservice
positions, is lo ensure that qualified people are selected o fill the positions.
Eligitles selected, promoted, or reassigned at any level must mest all the
requirements of the position as stated on the qualification standard, and the
vacancy announcement or job posting.

7271 Llugiification Standards

Bargaining gualification standards, available on Banet, Qualification
Standards, Bargaining Positions on the Intranst, indicale the requiremenis

Handbook EL-312, Sentember 2001 171
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Employment and Placement
General Provisions

Area Manager of Human Resources

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

Diversity Development

Diversity Development ensures that recruitment, retention, and promotion
practices draw upon and support the commurities served by the Postal
Service. Diversity Development implements affirmative employment plans
and {akes the following actions:

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

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

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

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

Qualification Standards

General

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

Sources

Honbargaining Positions

Qualification standards for Postal Service nonbargaining positions are
available in electronic form on the Postal Service Intranet under the Human
Resources homepage, then under the homepage of Selection, Evaluation,
and Recognition. These do not include qualification standards for executive
paskions.

Bargaining Posifions

Guslification standards for use in entrance and inservice placemant for Fostal
Service bargaining positions are found on the Postal Bervice Infranet. The
application of these standards must be consistent with the applicable
provisions of the appropriate collective bargaining agreement. See Handbook
EL-312, Employment and Placement, 76, Bargaining Position Qualification
Standards, for more information.

ELM 177, June 11, 2004
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Examinations and Registers

Special Employment Programs (Employment of
Individuals With Disabilities)

Ses Handbook EL-312, 235, Employment of People with Disabhilities, and
Handbook EL-307, Guidelines on Reasonable Accommodations, An
Interactive Process, for more information concerning the employment of
peopie with disabiities,

330 Examinations and Registers

331

332

332.1

332.2

02
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Purpose of Examinations

Examiners administer employment and promotion examinations to help
identify the best gualified eligible candidates for filling vacant positions. See
Mandbook EL-312, Chapter 3, for detailed provisions regarding employment
and promotion examinations. See Handbook EL-312, 311, Entrance
Examinations, and 312, Inservice Exarninations, for more information on the
different types of examinations,

Conducting Examinations

General

The proper conducting of examinations plays an essential rote in the
employment and placement function in the Postal Service. See Handbook
£1-312, Chapter 3, for detailed provisions and instructions for conducting
examinations.

Entrance Examinations

Only authorized, NTAC-certified personnel may conduct entrance
examinations.

ingervice Fxaminations

Instaliations that have regularly assigned examiners must use these trained
personnel to administer inservice examinations, provided they are not and
will not become eligible to take the examination. See Handbook EL-312,
315.9, Restrictions on Use of Examinations Personnal, for more information.

Examination Locations

The Posial Service obtains qualified employees and helps applicants seeking
postal employment through a network of examination jocations where
persons may get information, make application, and take required
examirations for Postal Service employment. See Handbook EL-312, 314,
Exarmination Locations, for an explanation of the different types of
examination locations,

ELM 7T, June 11, 2004
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Veterans’ Preference

Veterans' preference is granied to eligible applicants for Postal Service
employment. NTAC adds claimed preference points to examination ratings as
provided for in Handbook EL-312, Chapter 3, and Veterans' Preference Act of
1944, as amended. The appeinting official adjudicates the claimed
preference, See Handbook EL-312, 48, Velerans” Preferencs, for more
information.

Establishing Registers

Definition

A register consists of a file of eligibles’ names arranged in descending order
by score for appointment consideration. See Handbook EL-31Z, Chapter 4,
for a description of registers.

Required Actions

Appointing Official

The district Human Resources office establishes and maintains registers for
positions to be filled in installations that report to the district. The district
Human Resources office must maintain a separate register for each
examination.

installation

The district to which a particular installation reports maintains the registers for
vacancies for that installation or group of installations.

Maintaining Adequate Registers

Responsibility

The appointing official must provide input to the district concerning whether
the register is of an adequate size to meet the entrance hiring needs of his or
her instaliation. The district manager must ensure that registers are of
adequate size to meet the collective needs of installations for which the
registers are maintained at the district level,

When Register Is Inadequate

When a register s exhausted or deemed inadequate to meet the needs of
installations served, the district manager of Human Resources takes the
necessary action to open the appropriste examination for the insialiations.
Ses Handbook EL-312, Chapler 2, for an explanation of this process. NTAL
provides the necessary apnouncement materials for these examinations. The
digtrict then administers the appropriate examination according to provisions
in Hardbook EL-312, Chapter 3.

37
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Introduction

Purpose and Scope

Employee Utilization

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

Filling Postat Positions

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

Eligibility for Promotion

An employee serving under a career appointment is eligible for reassignment
or promotion. An employee serving under a temporary or casual appointment
is not eligible for reassignment or promotion.

Positions Not to Be Filled on a Permanent Basis

Any position (a) for which a career employee has been granted
reemployment rights, or (b} from which the regular incumbent is temporarily
absent may be filled only on a temporary basis. Examples of such situations
and the conditions for filiing the position temporarily are given in Handbook
£1-312, 716, Positions Filled Temporarily. See also 363.31.

Empioyees who have been temporarily promoted pending the retumn of
employees having reemployment rights are considered for reassignment {o
permanent positions when such positions become vacant. The position for
which an employee is entitled to reemployment rights should remain available
for the return of the absent employee or for filling by temporary promotion
again.

Qualification and Eligibility Requirements

Qualification

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

ELn 177, June 11, 2004
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Eligibitity for Consideration

Eligibility for consideration for some positions is limited to employees in
specific grades, occupations, geographic areas, or organizations. The
limitations for bargaining positions are described in Handbook EL-312, 72,
Bargaining Positions, The limitations for Executive and Administrative
Schedule {EAS) positions are described in Handbook EL-312, 74, EAS
Positions, Employees with restoration rights by reason of military duty are
considered for promotion and conversion to full-time status, if otherwise
eligible. Employees on extended leave or leave without pay are considered,
provided they are eligible and have submitted an application. The personnel
action is effected upon return to duty. The action is dated as of the date the
change would have ocourred had the employee not been absent. Upon
selection and while the personnel action is pending, the notation of the
selection is made in the employee’s official personnel folder.

Equal Opportunity

Equal opportunity for assignment and prometion must be based on merit and
the refevant axperience, training, knowledge, skills, and abiiity required for
the positions being filled. it is the policy of the Postal Service not to
discriminate in personnel decisions on the basis of (1) race, color, religion,
sex, national origin, age, or disability as provided by law, or (2) other
nonmeritorious factors such as political affiliation, marital status, sexual
orientation, or gender identily.

General Promotion Policies

Merit Promotion Program

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

Merit Promotion Program Objectives

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

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

. Ensuring best placemant of emplovees zccording o thelr capabiliies
and polential.

Maximizing use of employess’ special skills snd abilities,

s

.

Broviding employess an incentive 1o improve their performance and
develop their knowledge, skilis, and abilities.

43
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Providing afl employees the maximum possible opportunities for
advancement, and ensuring that qualified employees who are eligible
and available are given fair and appropriate consideration when fitling
higher-grade vacancies.

35153 Policies

351.54

35155

Tha following promotion policies apply:

&.

First consideration is given to qualified employees within the Postal
Service. The area of consideration is broad enough to provide a supply
of well-qualified candidates for promotion. The selecting official is
provided an adequate number of well-qualified candidates from which
to choose, but should not be burdened with a lengthy list of candidates
1o consider.

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

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

Employees selected for promotion are released from their current
positions without undue detay. This is normally not later than 204
weeks after selection or in conformance with the provisions of any
applicable labor agreement,

Employees selected for promotion are released from their current
positions without undue delay or as dictated by the provisions of any
applicable iabor agreement.

Information is made available to employees, upen request, about
promotion program requirements and procedures and the promotion
programs affecting them; about promotion opportunities available to
thern: about their eligibility in specific promotion actions; and about the
identity of the person selected.

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

Exceptions to Competitive Promotion Procedures

Promotions excepied from competitive procedures are listed in Handbook
F1L.312, 717.32, Exceptions to Competitive Procadures.,

Temporary Promotions

See Harndbook EL-312, 718.2, Temporary Promotion, for a discussion of tha
conditions when temporary promotions are appropriate, including termination.

ELR 177, June 71, 2004
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Mutual Exchanges

General Policy

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

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

Rural Letter Carrier Employees

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

a.  Beiween requiar rural letter carrier employess in the same Post Office,
b. Between rurgl letter carrier employees and members of other crafis.

Selection for Bargaining Positions

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

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

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

o

Banet, Bargaining Qualifications on the Postal Service Intranet,
contains qualification standards for bargaining positions.

Selection for Nonbargaining Positions

Promotion

A promotion is the permanent assignment, with or without relocation, of an
employee {a} to a position having a higher grade than the position to which
the employee is currently assigned or (b} to a position with a higher
equivalent grade,

Ir addition tv the general promotion policies i1 351.5, specific policies and
procedures govern promotion fo various nonbargaining positions. Selection
procedures for Postal Carser Exacutive Service (PCES) empliovess are
described in 380 of this manual, and {or other nonbargaining positions, in
Mandbook EL-312, 74, EAS Poasitions.
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Change to Lower Level

Purpose and Authority

Changes are initiated based on the application of the employee or at the
request of the installation head. Postat officials who are not authorized to take
final action provide recommendations to the higher authority.

When Change to Lower Level May Be Made
At Request of Employee

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

a.  Employee and not the postal official initiated the request for the action.
h.  Postal official, or any superior, has not pressured the employee.

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

Because of Performance

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

Relegation of a Post Office

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

Realignments

In organizational realignments, management may offer an employee &
jower-grade position. Although the offer is management-initiated, the change,
if voluntarily accepied by the employee, is not processed as an adverse
action. In realignments involving a RIF, 354.2 and 354.3 govern voluniary
changes to a lower grade for nonbargaining employees.

Restrictions on Change to Lower Level

To fill a position by change to lower-grade level, an empioyee st mest the
requirements for the new position described in the applicable quaiiication
standard.
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New Custodial Exam 916






August 10, 2001

MANAGERS, HUMAN RESQURCES (DISTRICTS)

SUBJECT: New Custodial Examination

As advised in March, the new cusiodial examination 916 will be activated on September 1.
Offices wilt have a six-month window to transition and establish new custodial registers. The new
exam 916 is the resuit of a three-year job analysis, iest development, and validation effort, it has
been found to be a powerful predictor of success in custodial maintenance positions that require,
among other things, the ability to read product label instructions and warnings, equipment
operating instructions, building services training materials, material safety data sheets, and
cleaning roule sheets.

Please distribute the attached guidance package to necessary personnel to implement the new
aexamination. Announcing and examining material for this new examination will be available from
the National Test Administration Center after August 24,

This package is available on the Intranet {(Selection, Evaluation, and Recognition’s home page).
H you have any questions regarding these instructions, please contact Michael B. Phillips via
cc:Mail.

Susan M. LaChance
Manager
Selection, Evaluation, and Recognition

ce. Steve Leavey
John Mahoney
Tom Vatenti
Managers, Human Resources (Areas)




New Examination Requirement for
Custodian and Laborer, Custodial
Positions

A new written examination requirement has been developed for custodian and laborer,
cusiodial positions. This new examination 916 obsoletes the 911 examination for these
postions.

I. Setting Up New Registers

a. Applicability. Districts that have previously established entrance registers under the
911 and anticipate that there will be a continuing need to fill custodian or laborer,
custodial positions from entrance registers, must announce 916 and establish new
entrance registers.

b. Determining Register Configuration. Districts need to review their current register
setup for continued usefuiness. However, the current 911 register setup should not
he foliowed automatically in setting up the new 916 registers. Each district is
responsible for determining what configuration would best meet their hiring needs.
There are two kinds of registers that can be established for examination 9186:
conventional registers and area eligibility registers (AERs). Criteria for establishing
are:

(1) Conventional Register. L.arge post offices with plants usually should have their
own individual registers. Other post offices with an ongoing year-round
recruitment need for temporary employees should be served by their own
conventional registers.

(2) Area Eligibility Register. Post offices that do not meet the criteria in Conventional
Registers above can be clustered into an AER provided the applicant pools for
each member office highly overlap with the pools for the other members and all
members exist within the same commuting area.

c. Inputting Register Information in Hiring and Testing. To set up conventional
registers, the district enters in Hiring and Testing {H&T) anrnouncement information
for the register instalfation. The application wiil prompt the user for the administrative
i of the district to complete the process. If an AER is desired, then the plan
proposing the configuration is entered in H&T under AER Plan. See NTAC Area
Eligibility Registers (AERs) Merge Process Guidelines, dated August 1892, for
instructions. Whether AERs or conventional registers are being established, the
district office is always the administrative installation.

il. Announcing New Entrance Examination

o, Establishing Priority for Announcing Examination. Examination centers should
assess the viability of their existing 811 registers and identify those registers that do
ot have a sufficient number of applicants 1o meet hiring needs for custodian or
laborer, custodial posilions. Tha new axam 818 should be anncunced first for these
registers.

b, involving Diversity Development. When making plans to open an enirance 816
examination, Diversity Development personnel must be notified in advance of the




examination opening in order to provide lead-time for aflirmative employment
recruitment. Inform them of the recruitment option to be used for the announcement.
See Announcing Options below.

Identify Recruitment Strategies. Use the attached excerpt from the future Handbook
EL-312 as guidance to develop a campaign for attracting apphcants for future
custodian and laborer, custodial positions.

Notifying Applicants on 911 Registers. The Human Resources Information System
(HRIS) will notify in writing all eligibles who have active eligibility on 911 registers of
the change. An example of the notification letter is shown in Exhibit A, HRIS will
generate one letter per active applicant and will mail the letlers to applicants.
Districts will be notified by HRIS concerning their exact date of the letter generation.

Announcing Options. Districts have two options when recruiting externally to fil
sustodian and laborer, custodial positions. They may {1} restrict competition to
preference aligibles only or (2) accept applications from both preference eligibles and
non-preference eligibles, but consider non-preference eligibles for employment only
in the absence of preference efigibles. Option 1 may be the best choice if past
experience has shown that normal pubiic notice will generate an ample supply of
preference eligible candidates. Option 2 would be preferable if there is a chance that
the supply of preference eligibles may be exhausted before vacancies are filled.
more applicants than traditionally obtained with Option 1 will be needed because of
the need to fill temporary jobs from the register, then Option 2 should be considered.

Preparing Examination Announcemeni. The following statement is included on the
new examination announcement:

The Postal Service has established a new examination requirement for custodian
and laborer, custodiat positions. Eligibilities previously established will be
terminated upon receipt of new examination results. Therefore, all applicants
wha qualified on the previous examination for these positions must apply and
compete in the new examination to establish eligibility.

The announcement must contain a statement explaining whether applications will be
accepted from non-preference eligibles, and if so, that they will not be considered if
preference eligibles are available.

Optional Advance Announcement, If the new examination is not going to be open
right away, Exhibit B can be used fo inform potential applicants when you are
planning to announce the examination.

Distributing Announcemsnt. Duplicate an announcement for each regisier and
distribute the announcement according fo 223.1 of the EL-312 excerpt (Exhibit C).

ili. Announcing New inservice Examination

The new examination must be announced in posial installations where employees
could be expecied to request to be assigned to custodian or laborer, custodial
positions.

IV. Conducting New Examination

A.

Ordering New Examination Material. Order test material on Form 2487, Reguisition
for Test Materials, include the following information on sl orders: {1} ardicipated
number of sessions 1o he scheduled, (2) maximum number of applicants that cen be
tested in each sassion, {3) examination administrator's telephone number, (4) exam
center finance number and, {5) finance number of register offica.




V.

VI.

Vil

b. Scheduling Delayed and Reopened Applicants for the New Examination. Offices that
have accepted applications under the old 911 from applicants entitied to file under
the delayed and reapened provisions and have not scheduled the applicants, must
schedule the applicants in the first session of 816 along with applicants from the new
916 announcement. Applicants from the first announcement for a 916 register must
be tested by March 31, 2002.

c. Scheduling Inservice Employees for the New Examination. Offices should schedule
these applicants in the eariiest sessions possible to ensure that potential placement
actions are not delayed.

d.  Return of Old Exarmination Material. All material related to examination 811 should
be shipped by registered mail to NTAC by September 28 with the following label on
the outside: Obsolele Test Material. Do not combine obsofeted material with
examinations for scoring.

Utilizing New Registers

Hiring worksheets can be requested for custodian or taborer, custodial positions. If an
applicant is selected for custodian or laborer, custodial from the register, his or her name
becomes inactive on the register regardiess of the pay level for which the eligible was
selected.

Providing Inservice and Noncompetitive
Examination Opportunity

Applicants who previously qualified on examination 911 (includes career employees who
applied for noncompetitive assignment for custodian or taborer, custodial) must
reestablish efigibility under the 916 requirement in order to be considered for these
positions, Employees currently in positions of custodian or laborer, custodial do not have
to requalify,

For noncompetitive and inservice appiicants aiready quaiified on examination 811, their
eligibilities will be good until the first 916 results load to the new entrance registers. After
the results have Joaded and existing registers are terminated, noncompetitive applicants
would then have ic take the 916 and qualify on il 1o meet the examination requirement for
custodian or laborer, custodial positions.

The rule of restricting positions for applicants eligible for veterans’ preference does not
apply when restricted positions are filled through internat career placements such as
promotion, reassignment, or change to lower level. The rule does apply, however, whien
such positions are filled through reinstatement and trangfer from another agency.

Terminating of Old Registers and Requesting
Hiring Worksheets

Existing entrance examination registers for these positions will remain in effect until
examination resulis are loaded on the new $16 registers; however, all districts must have
announced under the new examination no later than February 28, 2002, Once the
results have loaded from the §18, 9171 registers are terminated and hiring worksheets can
be requested only from 816 registers.

Applicants with lost consideration status who have not received the appropriate number
of lost considerations at the time of termination become acltive on the SUCCess0r

Fage 3




VIil.

registers. However, because H&T will not recognize past history on the terminated
register, the applicants must be manually entered at the top of Hiring Worksheets until
the applicants have been given the correct number of lost considerations,

Processing Future Delayed and Reopened
Applications

Delayed and reopened applications for 816 are accepted according to missed opportunity
due to active military service {delayed) or 10-point veterans’ preference (reopened)
regardless of past participation in the 911 examination. Once an applicant has used a
delayed or recpened filing for a particular 916 register, they cannot use a delayed or
reopened status to file for the 916 examination for that same 916 register.

Delayed and reopened applicants described in 1V-b above will not be entitled to an
additional delayed and reopened filing for the same 916 register. However, these
applicants can apply for the 916 examination under the examination announcement to
the public if they meet the criteria for the announcement: preference eligibles only or all
applicants.
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Exhibit A

Date:

APPLICANT
Mailing Address

SUBJECT: New Custodial Maintenance Exam
Dear Apphicant:

The U.S. Postal Service will soon discontinue the use of the current custodial maintenance
registers used to consider applicants for employment in custodial positions. A new exam has
replaced the exam that was used to establish current registers. All current custodial registers will
be terminated as the new exam is announced locally sometime between September 2001 and
February 2002, Postal hiring officials will use this time to transition and open the new exam and
establish new custodial registers.

Your current score on the custodial register will remain active until scores from the new exam are
received by the office that maintains the register. To receive potential employment consideration
from the new exam register, all applicants whose names are listed on current registers wiil be
required to take the new exam,

If you remain interested in being considered for our custodial maintenance positions, look for the
notice on the bulletin board in the lobby of your local post office announcing the opportunity to
apply for the new exam and the dates the exam will be open in your area. Foliow the instructions
on the announcement.

Thank you for your interest in postal employment. The Postal Service is an equal opporturity
employer.

Sincerely,

Postal Service Headqguarters
Washington, DC

Page 5
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CE
Exhi bltB

IMPORTANT
NOTICE

New Custodial Exam Will
Be Announced On:

Check back on this date in this space
for instructions to apply.
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Exhibit C

Excerpt from Future EL-312

22 Conducting Recruitment Activities

221 Labor Market Analysis

Postal hiring officials must piay an aggressive and strategic rofe in order to successfully
atiract quaiified applicants for empioyment consideration in a competitive and ever
changing labor market. This role includes leveraging the Postal Service’s
competitiveness in the labor market, evaluating demographics, determining the best
recruitment approaches, and showcasing the Postal Service as A Great Place to Work!

Before recruitment efforts are initiated, hiring officials in partnership with Diversity
Development personnel must analyze labor-market data to determine the best
approaches for implementing a successful recraitment campaign. To formulate a profile

of the community, its demographics, its unemployment rate, and to identify the major
employers whose salaries and benefits would be considered in competition with the
recruiting the Postal Service conducts, access the Internet to obtain information from:

a. Chamber of Commerce

b. Deparment of Labor

Econorric Securily Commission
Bureau of Labor Statistics

State Occupational Employment and Wage Estimates

~ @ oa o

Web sites of major employers

City government information

7 @

Library

i.  Local visitors center
j.  Rayor's office

k. individual employers

I Local newspaper business information (i.e., company closings, iay offs, ete}

222 Recruitment Materials

2221 Nationally Developed Tools

The career recruliment brochure, Publication 80, A Great Place fo Work, and Kit 15,
generic pocket folder that can be used for any type of recruitment, are availeble at the
matenial distribution centers (MDC). Locally developed materials can be included inthe
kit for recruitment and preemployment sessions. Also available at the MDCs are
cecruitment materials for recruiting skifled maintenance employees (Kit 15-A) and city
carriers {Pubfication 80-B and Kit 15-B}). As additional tools and products in the
recruitment series are developed, field offices will be notified of availability.

Page 7




2222 Locally Developed Tools

Local hiring officials may seek the assistance of district authorities to develop recruitment
tools, approaches, and technigues suitable for attracting qualified applicants in their
specific geographic areas. Recruitment material developers must be sensitive to
attracting applicarts in groups that are not adequately represented in numbers of
applicants. For information about examination materiais, see 317.1, Obtaining Materials,

223 Publicizing Job Opportunities

223.1 Advertising Techniques

instaliation heads and Diversity Development personng! must assist with generating
widespread publicity for the job opportunities in the geographic area where applicants will
be recruited. The recruitment area must reflect the Postal Service's commitment to
diversity, equal employment opportunilies, and to affirmative recruitment of women,
minorities, people with disabilities, and disabled veterans, Advertising plans must
communicate internally and externally that the Postal Service is a leader in diversity and
an equal employment opportunity employer.

I addition o posting the standard examination announcement, a description of the work
to be performed and any required special knowiedge, skills, or abilities (KSAs) should
supplement the examination announcement.

223.11 Internal Advertising
The following suggestions are for internal advertising:

a. Post examination announcements and other recruitment materials in the lobbies and
on empioyee bulletin boards in postal faciliies in the area of recruitment.

b. Place notices in local postat publications.

¢. Place ads on the Postal Service Intranst.

223.12 External Advertising

i most cases, authorization must be obtained from appropriate officials before posting
recruitment ads in areas outside postal {acilittes. The following suggestions are for
external advertising:

a. Postannouncements in federal, state, and municipal buildings open to the public.

b, Send press releases to newspapers and other periodicals, including those directed
toward women, minorities, veterans, and people with disabilities.

c.  Supply information to public and nonprofit employment services and o other social
service agencies, veterans’ organizations, state employment agencies, and
organizations representing special emphasis groups.

d. Use public service advertisements or spots on radio or television to reach the
members of the community,

g, Advertise on the internet,

f. Pariner with appropriate State Employment and Job Sarvice Offices o promote
maximum publicity of recruifment efforts and o increase the pool of gqualified
applicants through the employment service nabwork,

g. Conduct and participate in job fairs, epen houses, or other recruiiment activities to
reach the members of the commurity.




2923 2 Paid Advertisements

The cost of communicating job availability will vary in different labor markets. Depending
on the methods used in recruitment, these costs may range from the cost of a classified
advertisement in a local newspaper to fees for participation at job fairs. Some
recruitment costs may be defrayed by partnering with federally funded state employment
service agencies.

The manager of Human Resources may approve ihe use of paid advertisements when:

s Insufficient numbers of qualified applicants have been recruited using nonfunded
recruitment methods.

b. Ineufficient numbers of qualified applicants have been recruited from special
emphasis groups.
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Lapsr RELATIONS

UNITEDSTATES

POSTAL SERVICE

Mr. Gary Kloepfer

National Representative-al-Large,

Maintenance Division

American Postal Workers Union,
AFL-CIC

1300 L Street, NW

Washington, DC 20005-4128

RE;

Dear Mr. Kloepfer

Q98C-40-C (1234701

APWU HQTT20018

Class Action

Washington, DC 20260-9088

Recently, we met o discuss the above captlioned grievance at the fourth step of our contractual

grievance procedure,

The issue in this grievance is whether the Nalional Agreement was violated when the Postal
Senvice ¢created a Promotion Eligibility Register (PER) for a Level 3 Laborer-Custodial posiiion
which is a non-M3S8 position by using Maintenance Selection System (MSS) criteria.

After reviewing this matter the parties mutually agree thati no national interpretive issue s fairly

presented in this case.

During their discussions the parties agree that the April 1897 Maintenance Selection System
Handbook appiies to M3S positions and procedures oullined in Postel Bulletin 21770 dated
August 23, 1990, shouid be used to determine eligibility for maintenance craft positions not

covered by the procedures in the EL-304 handbook.

Accordingly, we agree to remand case G94T-16-C 981262093 to the parlies at Blep 3 for further
processing, inciuding arbifration If appropriate based on fact circumstances and application of the

above understanding.

Please sign and retumn the enclosed copy of this decision as your acknowledgment of agreement

i remand this case.

Time limits at Step 4 were exientded by mutual consent,

Sinceraly,

ameson
Hations Specialist
Contract Administration

&7F UEnany Poiia SW
WasssaTon D0 20R60-24100

Gary Ki v

Representative-at-Large

Maintenance Division

American Postal Workers Undon,
AFL-CIO

Date: ?jfg’ﬁ [{é P
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Banded Stomped Envelopes

Self-Service Vending Equipment. The 25-cent size 10
Thirteen Star embossed stamped envelope, fem
2130, and the 25-cent size O Hologram stamped
envelope, Hem 2140, are now avatlable in banded
units of five, which sell for §1.50 each in multicom-
modity vending machines,

For customer information and convenience, an
ordering form for printed stamped envelopes is en-
closed with each banded unit of five envelopes. A
copy of the ordéring form follows:
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—-Plilatelic and Retail Sexvices Dept., 8-23-90

Stamp Transparencies Use and
Avadilability

Field division direciors of marketing and com-
muications are reminded that stamp transparen-
cies are sent to them from the Stamp Product De-
velopment Branch for promoticnal use. Once a
stamp design has been released through pinlatelic
news releases or the Postal Bulletin, offices may re-
produce and display the designs publicly, even i
the stamp has not yet been izsued,

I offices are using licensees o veproduce &
stamnp design on merchandise, it is their responsi-
hility to provide the wansparencies. They may du-
plicate transparencies if they need more than one.
Piease do noi refer licensees or vendors (o the
Stamp Product Development Branch,

Management sectional center directors of mar-
keting and associate office postmasters should con-
ract their division director of marketing and com-
munications to obtain (ransparencies,

—Fhilateiie and Retgil Seroices Depr, §-23-20

Privacy Act Statements—Forms

Any postal form-—national or local—that re-
quests or collects information about an individual
directly from that individual must include a Privacy
Act statement. The information is usually tagged
with a personal identifier, such as name or social
security number, used by the Postal Service to re-
trieve that information. See Administrative Suppor!
Muanual (ASM) 853.232.

The Records Office at Headquarters must review
and approve any new or revised form that may re-
quire 2 Privacy Act statement. Recent amendments
w the Privacy Act systems alse obligate the
Records Office to review any current form sched-
uled for reprinting, if it collects personal informa-
tion. Privacy Act statements are drafted ie conform
1o the applicable Privacy Act system of records
notice in the appendix of the ASM.

For new and revised forms as well as reprints,
originators at Headquarters must complete Form
794, Request for New or Revised Form. Originators
should werk with the Document Conirol Division
and the Records Office to ensure compliance with
the provisions of the Privacy Act.

Originators of locally approved forms in field di-
visions must complete Form 794-A, Field Request for
New or Revised Form. If the form collects personal
information, a copy of the proposed form or form
to be reprinted must be attactied 1o Form 794-A
and mailed directly to:

US POSTAL SERVICE

RECORDS OFFICE

475 LENFANT PLAZA SW RM 10670
WASHINGTON DC 20360.5010

—Records Office, §-23-80

Handbook EI-311 Revision
Bargaining Unit Selection Changes

Effective Qctober 20, 1990, subchapters 510 and
590 of Handbook EL-311, Personnel Operations, are
revised completely, as printed on pages 32-55.
Subchapter 510 contains general policies on the
assigiuent, reassignment, and promotion of cm-
plovees. These revisions define terminology cem-
monly used in selection. Subchapter 520 contains
procedures for filling bargaining unit positions.
These revisions clanty, expand, and change, w0
some extent, the procedures used to fill senior and
best qualified positions. A more specific summary
of the changes 15 included below.

Mew Forms 17964, Qualifications Rating Sheet for
Senior Qualified Positions, and 1796-B Qualifications
Rating Sheet for Best Qualified FPositions (both dated
April 1990, are printed as Exhibits 527.22 and
597 .32 These forms will replace the current Form
1796, Qualification Ratmg {dated April 1871}, on
Cetober 20, 1090, The new forms are available
from the materiel distribution centers,

These revisions will be reflected in a future edi-
tion of Handbook EL-311,

e Eprgrtirary Relutions Dept., 5-23-38
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POSTAL BULLETIN

HANDBOOK EL-311, PERSONNEL OPERATIONS

Summary of Changes

Chapter §

‘5114 contains completely new material, It
defines terms commonly used in bargaining-
and nonbargaining-unit selection. Some of the
information formerly in this subsection is
relocated in 524,

511.5 contains completely new material which
discusses  the philosophy  underlying  the
selection: process, Material formerly in this
subsection is refocated to 523,

511.7 - replaces the word swnadards  with
reguiremenis,

524 contains  material which revises and
expands upon information formerly in 511.4. It
discusses  reguirements for  bargaining-unit
positions.  Information  formerly in  this
~subsection is relocated o 526,

525 revises and renames selective factors as
special  requirements. At also  contains  some
material formerly located in 5105,

525.1 discusses the identification, justification,
and documentation for special requirements
and replaces material formerly [ocated in
511.51, 511.521, and 511.53,

5252 gives examples of appropriate and
inappropriate special requirements and replaces
malerial  Tormerly  located by 3110322 and
5t1.523.

526 conzins material previously in 524, Al
section numbers are renumbered accerdingly.

526.1 removes the word gualification from the
second sentence and adds prior 1o being placed
into the position at the end of this sentence.

§26.4c replaces the word gualification with
reguirements in the first sentence,

827 contains mostly new material. It expands
upon and revises the procedures used to fill
seniny snd best gualified jobs,

52711 is a goal statement for bargaining-unit
selection and is closely related to former
525.111.

527.121 expands upon the use of gualification
standards as the source of requirements for
bargaining-unit positions.

527.122 revises material formerly in 311,41 and

- 511.42 regarding procedures If no qualification

standard exists.

. 527.13 provides new guidance about evaluating

qualifications. Some of the information in
329100 is closely related 10 material formerly
in 525112,

521714 contains new material regarding the
timing and sequeénces to  follow when
determining if bidders or applicants meei the
puosition reguirements,

527.15 completely revises material formerly in
525.21.

527.16 contains material formerly in 525.22. A
nrote has been added about interviews.

527.171 revises material formerly in 525.12,
£27.172 revises material formerly in 525.13.

527.2 expands -upon procedures for filiing
senior qualified positions.

527.26 replaces material formerly in 52523
and 52533 and discusses the use of Form
1796-A for senior qualified positions.

827.3 replaces the material formerly in 523.23
and 525.32 and expands upon procedures for
filling best qualified positions.

2274 is new. It places responsibility for
selection oversight with the instailation head.
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Chapter 3
Assignment, Reassignment, and Promotion

518 General Policies

511 Introduction

511.1 Organization of Chapter. Most postal po-
sitinns, except entrance-level positions, are filled
by the assignment, reassignment, or promotion of
posial employees. This chapter includes policies
and procedures for filling positions by means of
those personnel actions. Subchapter 310 contains
general policies applicable to filling positions by
assignment, reassignment,  or  promotion
Subchapters 520-540 contain additional specific
policies and procedures for the following  dif-
ferent kinds of positions:

520--Bargaining-Unit Positions
530--Initiat-Level Supervisor Positons
540--Other Nonbargaining-Unit Posilions

Note: Each subchapter lists any exclusions to the
position coverage.

511.2 EEQ Policy

511.21 Assignment, Reassignments, and
- Promotion. Equal opportunity for assignment,
reassignment, and promotion will:

a. Be based on merit and the relevant exper-
ience, raining, knowledge, skills and abilities re-
quired for the positions being filied.

b, Comply with the provisions of the
applicable cotlective-bargaining agreements.

511.27 MNondiscrimimatory Selection. Effective
atilization of employees requires that selections
be made without discrimination because of race.
color, sex, religion, age. national prigin, or mental
or physical handicap.

£11.3 Eligibility

§11.31 Type of Appointment. An empioyee serv-
ing under a career appointment is eligible for
reassignment or promaotion. An employee serving
under & temporary of casual appointment 1§ not
eligible for promotion.

§11.32 Restricted Positions. Restrictions on fill-
ing certain positions by preference eligibles (see
262) do not apply to inservice placement.

§11.33 Other Limitations. Efigibility for consid-
eration for some positions is limited to employees
in specific grades, occupations, geographic areas,
or organizations. These limitations arc described
in the following subchapters.

511.4 Definitions. The following definitions clar-
ify and standardize the terminology used in selec-
tion.

511.41 Requirements. The knowledge, skills,

_abiiities, experience, and physical and other con-

ditions which pertain to a position (or duty as-
signment) and which an individual needs to
successfully perform the duties of the position
upon entry, Not all of the items listed above as
possible requirements are necessarily used or
permitied in all cases.

511.42 Qualifications. The knowledge, skills,
abilities, experience, and physical and other con-
ditions which pertain to an applicant or bidder.
Applicants. and bidders must meet the require-
ments, which means that they must possess as
gualifications the same knowledge, skills, abilities,
eic. that are requirements for the position. It also
means that bidders. must demonstrate that they
possess each of these qualifications at a level
which is sufficient for satisfactory (as opposed o
unsatisfactory) performance in the position.

Note: Tor senmior qualified positions, see 52714
for procedures regarding the timing for meeting
the reguirements.)

511.43 Special Conditions, Special conditions are
needs of an assignment which are essential 1o
satisfactory performance at entry and which relate
to the applicant’s willingness to perform a duty
or task {e.g.. willingness to travel frequently will-
ingness to work Irregular hours). Special con-
ditions are applicable only to nonbargaining
positions.

531.44 Special Reguirements. Special reguire-
ments are needs of the duty assignment which are
essential 1o satisfactory performance at entry. Uc-




Page 34, 8-23-90, 21770

POSTAL BULLETIN

casionally, these may relate 10 the applicant’s or
bidder's willingness to perform a duty or task
{e.g.. wavel). However, special requirements are
most likely to be a knowledge, skill, or ability
which should reasonably be included as a require-
ment given the - particular needs of a specific
instatiation or job assignment. Special require-
ments are applicable only to bargaining-unit posi-
Hons.

51145 Qualification Standard. An  official
document, - published in  Handbook EL-303,
Qualification Siandards - Bargaining-Unit Posi-
ions,  which  states  the requirements of
bargaining-unit positions that are needed upon
entry inte the position. The requirements listed
are not necessarily an exhaustive list of require-
ments for continued satisfactory performance in
the position,

511.46 Desirable Qualification. A knowledge,
skill, ahility, or other condition which is not a
requirement of the position but which, if the
applicant possesses, will be of benefit in perform-
ing a specific job duty or dutiss,

Note: Diesirable qualifications apply only o best
qualified positions. .

511.47 Factors. Clusters of related knowledge,
skills, and abilities evajuated as a single require-
ment. Factors occur only in postmaster and man-
agement associate selection.

51i.48 Vacancy Announcement or Job Posting.
An official document, developed locally. which
provides specific information about a vacancy to
be filled. Normally, job posting {sometimes called
bid posting ) is used when referring 1o the fitling
of bargaining-unit senior qualified bid positions;
vacancy announcemeni is used when referring to
the filling of entrance positions, best qualified
positions, or nonbargaining positions. (The ter-
minology posting may occasionaily refer to best
qualified positions.) An announcement or posting
will contain either a list of requirements needed
upon entry. into the position, an indication of the
qualification standard number, or an attached
gualification swandard. Requirements given on a
vacancy announcement are not necessarily an ex-
haustive list of requirements for continued sai-
isfaciory performance in the position.

511.5 Philosophy of Selection. The philosophy
underlying afl selections is that a person placed
intc a position must be. qualified, i.e, that the
person meets the requirements of the position.
For senior gualified positions. selection is based
on a determination of whether the senior bidder
is qualified. For best qualified and nonbargaining-
unit positions, selection is based on a determina-
ton of who best meets the requirements of the
position from among those qualified.

511.6 Current Information. Lmployees are re-
sponsible for providing current information about
their experience, education, training, and other
quslifications  in -~ order that their personnel
records are -up-to-date. Employee relations per-
sonnel must furnish employees any assistance
needed 1o properly document this information.

511.7 Physical Requirements. Normally, employ-
ees must meet the physical requirements for the
positions 1o which they are assigned. (See 320 for
an  explanation, including situations in which
physical requirements are waived.}

511.8 Positions Not Filled Permanently

511.81 Situations. A position may be filled only
iemporarily when {a} a career employee has been
granted reemployment rights to it, or (b} the
reguiar incumbent is temporarily absent. Exam-
ples of such shuations are when an employee is:

a., On active military duty;

b, Serving as a national officer of a postal
emplovee organization;

c. Temporarily assigned or temporarily pro-
moted to another positon; or

d. Appointed as an officer-in-charge or MAS
masier instructor,

511.82 Understanding. Temporary assignment,
reassignment, praomotion, or appointment to fill a
pusition 10 which another employee has
reemployment or incumbent rights must be made
with the candidate’s understanding that the can-
didate will be returned to the present position
upors the return of the absent employes, Ses
specific requirements in 513 (Temporary Assign-
ment} and 314.4 {Temporary Promotian).
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£12 Reassignment

512.1 Definition. A reassignment is the perma-
nent assignment, with or without relocation, of an
employee (a) 1@ another established position with
the same grade in the same salary schedule or (b)
te a position with an equivalent grade in another
salary schedule.

512.2  Reassignment to Bargaining-Unit
Positions. The appropriate collective-bargaining
agreement contains general policies and proce-
dures governing reassignments to positions within
the bargaining unit. Detailed policies and proce-
dures are described in 520

512.3 Reassignment to Nonbargaining Positions

552,31 Management Option. Authorized man-
agement officials may reassign nonbargaining-unit
employees without foilowing regular competitive
provedares,

512.32 Employee Self-Momination, Empioyees
who desire reassignment may nominate them-
selves in the same way as employees who desire
promotion  consideration  {see  subsequemt
subchapters for appropriate procedure}.

812.33 Unassigned Employees. Unassigned em-
plovees (ie, employees whose positions have
been abolished) are reassigned in accordance with
ELM 354,

5i2.4 Mutual Exchanges. Career employees may
exchange positions {subject, when necessary, (o
the provisions of the appropriate collective-
bargaining agreement) if the exchange of posi-
tions is approved by the officials in charge of the
instaliations involved. Part-time flexible employ-
ees are not permitted o exchange positions with
full-time employees, nor bargaining-unii employ-
ees  with nonbargaining-unic  employees, nor
nonsupervisory employees with supervisory em-
pioyees, Mutual exchanges must be between posi-
tions at the same grade. An exchange of positions
does not necessarily mean that the employees
involved take over the duty assignments of the
positions.

Note: A regular rural carrier may exchange only
with another regular rural carrier at a different
insiziiation,

513 Temporary Assignment

513.1 Definition. A temporary assignment is the
placement of an employee in another established
position for a limited period of time to perform
duties and responsibilities other than those spe-
cifically contained in the regular assignment posi-
tion description and when a formal reassignment
and/or promotion personnel action is not re-
quired.

513.2 Bargaining-Unit Pesitions. The appropri-
ate  collective-bargaining  agreement  coniains
policies and procedures governing higher-level as-
signments {i.e., details to higher-grade positions)
within the bargaining unit

$13.3 Nonbargaining-Unit Positions

513.31 General Policies.

SE3.311 Temporary assignments o
nonbargaining-unit positions are o be made only
for the shorigst practical time limits and may be
authorized to meel emergencies caused by ab-
aormal workioad, change in mission or organiza-
tion, or unanticipated absences. In the absence of
a nonbargaining-unit employee {except a post-
master or sectional center manager), the appoint-
ing official will first attempt to have the duties of
the absentee’s position absorbed by other employ-
ees of the same or higher prade. If this is not
feasible, a qualified employee may be temporarily
assigned to the position under the policies and
procedures described in the following sections.
Such assignments must be carefully monitored by
management 1o confirm their continued necessity.

§13.312 Any qualified employee who best meets
service needs may be temporarily assigned by the
appointing official or designee. (See 537.3 on
temporary assignments to initiai-level supervisor
positions and 544.8 on temporary assignmenis to
other nonbargaining-unit positions.) Normally,
priority Is given 1o unassigned employees (i€,
employees whose positions have been abolished).
Policies and procedures governing the temporary
assignment of unassigned employvees are in ELM
354.

511313 Emplovees recuperating from serious
injury or illness who are unable to perform their
regulariy assigned duties may be temporarily as-
signed (if administratively feasible} o such duties
as they can perform for @ short period of time




Poge 36, 8-23-90, 21770

POSTAL BULLETIN

pending their recovery, Generally, the employee
should be required to present acceprable medical
evidence.

$13.314 A emporary assignment may be termi-
nated at any time by management, cither at its
own discretion or at the request of the employee.

513.32 Time Limits

513.321 Temporary assignment of an employee
to & position ai the same grade or at a lower
grade may not exceed 90 calendar days, which
may be extended by the next higher level of
management above the appointing official. See
513.33 for time limits on temporary assighment
to a higher-grade position.

513,322 Use Form 1723 o document temporary
assignmments.

513.33 Higher-Grade Temporary Assignment.

513331 All managerial and supeivisory persun-
nel must ensure that no one is temporarily as-
signed into a higher-grade nonbargaining-unit
position undess such an assighment is absolutely
essential to the effective pperations of the Postal
Service and the person selected assumes the full
care responsibilities of the higher-grade position,

§13.332 Division, MSC and BMC managers are
required to approve in advance any higher-grade
temporary assignment of 30 or more calendar
days in an organization under their respective
jurisdictions.

§713.313 Temporary assignment to a higher-grade
position, during the absence of the incumbent, is
limited t0 a maximum period of 90 calendar days,
which may be extended with the prior approval
of the Regional Postmaster General.

513.334 Temporary assignment {0 a higher-grade
vacant position, pending seleciion of a person for
permanent assignment, is limited to a total of not
more than 60 calendar days. If the employee on
temporary assignment is a candidate for the va-
cant position, the higher-grade assignment must

be terminated before the 61st day. If that em-.

ployee is not a candidate, the next higher level of
management above the appointing official may
approve an evtension of that employee’s tem-
porary assignment beyond 60 davs, until a selac-
tion s made and approved, and the new
incumbent assumes the position. Erception: This

policy does not apply to temporary higher-grade
assignments 1o postmaster, sectional center man-
ager, or initial-level supervisor positions,

513.335 Any exceptions to the policies in
313.331-.334 require oprior approval by the
SAPMG, Human Resources Group.

513.336 Rules governing higher-level pay for
emporary assignment ta higher-grade
nonbargaining-unit positions are in ELM 417,

514 Prometion

514.1 Definition. A promotion is the permanent
assignment, with or without relocation, of an em-
ployee {a) 10 an established position having a
higher grade than the position to which the em-
ployee was previously assigned in the same sched-
ule or (b} to a position with a
higher-than-equivalent grade in another schedule.
{See ELM 413

514.2 Bargaining-Unit Positions. The appropri-
ate collective-bargaining agreement contains gen-
eral  policies  and procedures  governing
promotions to positions within the bargaining
unit. Detailed policies and procedures are de-
scribed in 520,

514.2 Nonbargaining-l}nii Positions

514.31 General Policies. Sections 351 and 333 of
the ELM describe the general policies governing
promotions to nponbargaining-unit positions. The
rest of this chapter describes specific policies.

514.32 Immediate Relatives. Section 312.3 of
this document explains restrictions on the promo-
tion {or recommendation for promotion) of im-
mediate relatives.

514.33 Absent Employees. Emplovees with
restoration rights by reason of military duty wili
be considered for promotion if otherwise efigitie.
Employees on exiended leave, including leave
without pay, will also be considered provided they
are otherwise eligible and have applied for pro-
motion, If the employee is selected for promo-
tion, the personnel action is effected upon return
to postat duty, The date placed on the personne!
action is the date the promotion would have
occurred had the employes not been absent.
Upon selection and while the personnel action is
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pending, notation of the selection is made in the
emplovee’s official personnel folder and on Form
7. Service Record, if that form is maintained.

£14.34 Selection. Selection for prometion to
nonbargaining-unit positions will be made from
among the best gualified candidates who are el
gible, interested, and available.

§14.35 Unassigned Employees. Promotions of
unassigned nonbargaining-unit employees (ie.;
employees whose positions have been abolished)
are made in competition with other eligible em-
plovees, unless otherwise specifically provided.

514.36 Applicability to Other Personnel Actions.
Competitive promotion procedures apply to all
promotions, including wmporary promotions (see
S14.4), except as otherwise indicated in this hand-
book. In addition, competitive promotion proce-
dures also apply to the following actions:

a. Filiing & higher-grade position by selection
from among posial cmployees on an eatrance
rogister.

b. Selecting an employee for training where
the training is reguired for promotion. When
training is given primarily to prepare employees
for advancement and is required for promation
(i€, an cmployee is not efigible for prometion
unless training has been compieted}. sefection for
the training is made under competitive promoton
procedures.

§14.37 Exceptions fo Competitive Promotion
Procedures. The following prometion actions are
excepted from competitive promotion procedures!

a. Promation of the incumbent 1o a position
reevaluated at a higher grade without stgnificant
change in duties and responsibilities.

s Promotion and assignment of cerwin
present or former nonbargaining-unit employees
to higher-grade nonbargaining-unit positions un-
der the specific conditions described in 350 and
543, This _inciudes employees wiih retreat {or
return} rights, employees previously reduced in
grade or serving with saved prade, MAS master

instructors, management associates, and manage-

ment trainges,

o Promotion of an employes who satisfac-
torily completes an approved traiping program
which specifically provides for promotion if the
employee was selecied for the program  under
competitive  procedurcs, and the foot that selec-

tion could tead 10 promotion was made known (o
potential candidates for the program.

514.4 Temporary Promotion

$14.41 Use. Temporary promotion should be
timited to situations in which a higher-grade posi-
tion cannot practicallty be filled through other
temporary means (see 513). Such situations in-
clude, but are not limited to. the long-term ab-
senice of the incumbent, or when action to begin
to fill the vacant position on & permanent brasis
must be deferred for a lengthy period of time,

514.42 Selection. Competitive promotion proce-
dures are used in making a temporary promotion.
Regular competitive procedures are used again if
the position is subsequently to be filled ot a
permanent basis by promotion. An employee who
has served on a campetitive temporary promuotion
in the position is eligible to recompete, regardless
of the duration of the temporary promotion.

§14.43 Duration. A lemporary promotion may
pe made for 1 year or less, depending upon the
need, Exception: Temporary promotion to replace
a person assigned as a MAS instructor is not
time-iimited. but expires upon rewrn of the in-
structor to the regular assipnment. Candidates for
temporary premotion must be informed of the
conditions relating to it, including the expected
duration. Persons selected must be assured of
return to their regular position when no longer
needed in the temporary assignment whether of
not the expected period has ended. To avoid any
misundersianding at a later date. the following
statement is obtained from any employee selecied
for temporary promotion:

understand that my selection for the pesition of ‘
(position fifie} is lemporary and that 1 will be
retined o my present permansnt pogition on
sermination of the temporary promotion.

514.44 Review and Extension. If the employee’s
services are still needed in the temporary assign-
ment after the initial period expires, a review
must be made to dctermine whether it actually is
a temporary situation. If it is no longer a tem-
porary situation, the position should be filled
permanenily. A temporary promotion may not be
extended beyond a total of 1 year without prioy
approval of the Field Director, Human Re-
sources. Mo temporary promotion may iast more

-

than £ years.
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514.45 Termination. Unless exiended, a tem-
porary promotion automatically terminates on the
specified date. However, it may be terminated at
any prior time at the discretion of management,
The adverse action procedures do not apply when
employees are returned to their regular position.

514.% Vacancy File. For promotions made under
competitive procedures, a vacancy file is estab-
fished. {See 520 1o 540 for the contents of the file
and instructions for Hs maintenance.)

520 Bargaining-Unit Positions
521 Filling Positions

521.1 General Requirement., The filling of
bargaining-unit  positions through assignment,
reassignment, or promotion is subject to the ap-
plicable provisions of the appropriate collective-
bargaining agreements.

521.2 Restriction. Except as provided for excess
employees and I or injured employees in any
applicable collective-bargaining agreements, va-
cancies must be filled by promotion or
reassignment within the appropriate craft and in-
stallation if qualified bidders or applicants, as
applicable, are available (see 216),

522 Part-Time Flexibles

Promotions to positions where full-time empioy-
ees and part-time flexible employees are autho-
rized are usually to part-time flexible positions. A
full-time regular position is not normatly filled by
promotion, reinstatement, reassignment, transfer,
or appoiniment if qualified pari-time flexible em-
ployees of the same designation or occupational
code are available for conversion to the position.
Part-time flexible emplovess must be changed to
fuil-time regular positions within the instaliation
in the order specifted by the applicable collective-
bargaining agreement.

523 Area of Consideration

The agrea of consideration is described in the
appropriate collective-bargaining agreement. i
necessary, the area may be expanded as follows:

a. To other elgibles in other crafts at the
same instaflation, then

£. To eligibles at other postal installations.

524 Requirements

Requirements for positions may be indicated in
qualification standards, vacancy announcements,
or job postings. {See definitions, 511.4. These
requirements pertain to assignment, reassignment,
or promotion. For emgployment suitability re-
quirements, see chapter 3} In some cases, a va-
canty announcement or job posting may indicate
requirements in addition to those on the ap-
plicable qualification standard (only typing and/or
driving reguirements or special requirements may
be added -- see 527.121}. Qualification standards
are available for most bargaining-uniy positions
and are published in Handbook EL-303, Quali-
fication Standards -- Bargaining-Unit  Positions.
When a quaiification standard is not available for
a specific bargaining-unit position, refer to
527.122.

525 Special Requirements

5251 Identification, Justification, and
Documentation.,  Special requirements must be
related to the job in question and must be jus-
tified o show that the particular requirement will
enable applicants to perform critical job duties
that they would otherwise not be able to de
satisfactorily, Offices must ensure that sufficient
documentation is available on these reguirements
to allow 'a clear determination of job relatedness.
Special requirements must not establish an un-
reasonably high standard for the position. Per-
sonnel officials or persons handling personnel
functions must keep all documents used in the
development of special requirements for a period
of 2 years from the date they were used for a
selection, The documents may be kept in the
vacancy file,

525.2 Examples

525.21 Appropriate Special Requirements. In
general, write  special requirements  for
bargaining-unit positions as knowledge, skili, or
ability statements. W jusiifiable for a particular
duty assignment, some examples of appropriate
special requirements are:

a. Knowledge of a language other than Eng-
fish.

b, Knowledge of a pariicular computer pro-
gramming  language which cannot  readily  be
acguived after selection.
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c. Ability to make written or oral presenta-
tions.

£25.22 Inappropriate Special Requirements.
Educational attainments {e.g., bachelor’s degree)
or length of experience {e.g., 6 months’ expe:-
ience) are not appropriate as special require-
ments; do not add them locally. I education of
experience requirements are listed on a qualifica-
tion standard, do not modify them. Some other
examples of inappropriate special requirements
are:

a. A reguirement which could readily be met
by a brief initial period of orientation and famil-
jarization in the assignment.

b, A requirement which unduly restricis the
number of eligible candidates or favors o particu-
lar candidate.

€. A requirement not essential to perfor-
mance in the immediate position {suth as one
based on a possible future assigament), except in
the case of a trainee position when ability and
potential to advance to higher grades in the oc-
cupation are required.

526 Posting

£26.1 General. All vacant ¢raft duty assignments
that are not to be reverted must be first posted
within the craft for filling in accordapce with the
applicable coliective-bargaining agreement. Bid-
ders must meet all regquirements prior 1o being
placed into the position. When posting does not
result in successful bidders or applicants, as ap-
propriate. the assignment may be filled by assign-
ment, c¢hange of fuli time, reassignment,
promotion, reinstatement, transfer from another
federal agency, or appointment.

836.2 Entry Positions in PS-5 and Below. Enuy
level promotional opportunities {o residual vacan-
cies remaining after exhausting the bidding proce-
dures ocutlined in 5261 need not be posted;
however, procedures must be developed locally to
inform tower-level employees about promotional
opportunitics and 1o arrange for appropriate in
service administration of examinations for em-
ployees who have not already  gualified.
Management's efforts must be directed toward
sncouraging employees 1o apply and toward ex-
sending every opportunity for promotion (o em-
ployees who are eligible, qualified, and avaiiable
before recruiting from ouiside sources.

526.3 Senior Qualified PS Positions. Senior
gualified positions must be posted for promo-
tional opportunities in accordance with the provi-
sions of the appropriste collective-bargaining
agreement.

526.4 Best Qualified PS Positions. Best qualified
positions must be posted for promotional op-
portunity in accordance with the provisions of the
appropriate collective-bargaining agreement. This
section does not cover those positions controlied
by 526.3. The posting must:

a. ldentify the position by title, number and
grade level, and state the duties involved,

b.  Include location and tour of duty and
scheduled workweek.

¢ ldentify any existing requirements. (If a
qualification standard is published in Handbook
EL-303, it must be used.}

4. State where to send applications, the date
by which applications must be submitted, and
where additional information ¢an be obtained.

e, Specify that all applications must be in
writing.
f. Specify that selection will be made from

among the best qualified appiicants who are eli-
gibte and available.

g Designate craft, in accordance with provi-
sions of applicable collective-bargaining
agreement.

k. Inciude a statement on equal opporiunity.

i include a statement on prohibition of
political recommendations.

527 Selection Procedures

£27.1 General

527.11 Geal, The goal of bargaining-unit selec-
tion procedures, whether for entry or inservice
positions, is to ensure that gualified people are
sefected to fill the positions, Eligibles selecied,
promoted, or reassigned at any level must meet
all of the requirements of the position as stated
on the guatification standard, vacancy apnounce-
ment, or job posting.

527.12 Requirements

§27.32F Oualification Standards,  CQualification
standards are available for the majority of
bargaining-unit positions snd are published in
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Handbook EL-303. The qualification standards
indicate the requirements which all applicants or
bidders must meet to be considered eligible for
placement in the position. {See 527.17 regarding
placement.; The gualification standards in Hand-
book EL-303 are applicable when filling both
entry and inservice positions. Additional require-
ments for positions may be established in only
two ways: (1) through the local option to reguire
typing and/or driving {see Handbook EL-303,
142), or {2) through applying special require-
ments under 523 in this subchapter. These addi-
tional requiremenis must be specified on the job
posting  or vacancy announcement. {See also
Handbook EL-303, section 130, for {urther
instructions on using the qualification standards.)

527122 No Qualification Standard. Some
bargaining-unit positions do not have qualifiea:
tion standards. For these positions, requirements
must be developed locally. These are then in-
cluded in the vacancy announcement or job post-
ing to indicate the requirernents which all
applicants or bidders must meet. Personnel of-
ficials or persons handling personnel functions
must keep appropriate documentation used to
develop requirements for a period of 2 vyears
from the date used for selection. The documenta-
tion may be kept in the vacancy file.

527.13 When to Evalnate Qualifications. Human
Resources officials always have the obligation to
ensure that successful bidders have demonstrated
that they meet all of the requirements of the
position. However, as indicated below, depending
on the bidder's previous positions and the posi-
tivn currently bid, Human Resources officials
may make certain assumptions regarding the
qualifications of bidders. Whether the position is
a gypical or nontypical entry position {as used
below) is the decision of the Human Resources
officials,

a. Typical Emury Positions. When abid s to a
fvprcal entry position {e.g., Distribution Clerk,
Machine), the senior bidder is normally expected
0 possess the qualifications which meet the Gen-
eral Proficiency Requirements as given on the
qualification standard for these positions. In these
cases, offices must not subject senior bidders io
unreasonable requests for demonsirating qualifi-
casfons. However, this assumption of guallfica-
tions does not apply to other requirements which
may be given on the job posting fle. typing
reguirements, driving reguirements, special re-

quirements, scheme requirements) or on the
qualification standard (such as Special Proficiency
Requirements, Examination Requirements, Exper-
ience Requiremenis, or Additional Provisions). Re-
sponsibie  officials must ensure that all other
requirements are met and that the assumption of
qualifications on the General Proficiency Reguire-
ments is a reasonable assumption.

b, Nontypical Entry Positions. Many positions
which are filled through bidding procedures (e.g.,
Air Records Processor, Accountable Paper Supply
Clerk, Mailing Requirements Clerk) have quali-
fication standards which differ in requirements
from typical entry positions. In these cases, it
may be necessary to request bidders to dem-
onstrate their qualifications as indicated in 527.24.
Responsible officials must ensure that successful
bidders have demonstrated that they meet all of
the requiremenis of the position,

c. Bidding for a Change in Schedule. If a
person is bidding a position of the same title and
level in order to obtwain a change in the work
schedule. an evaluation of gualifications is hmited
only 1o typing or driving requirements and special
requirements {if any} which may be different
from those in the current position,

d. Bidding 10 Return to a Position Previously
Held. H a person bids to return to a position
previously held, offices must review appropriawe
records to determine if the requirements for the
position are the same as when the person
originally obtained the position. If any require-
ments have changed, the bidder must meet all
new requirements (regardless of how long i has
been since the person left the position). An eli-
gible bidder may be disqualified or a current bid
if the bidder was previously removed from the
same or other position because of unsatisfactory
performance specifically related to performing
the tasks of the bid position under consideration.
Stmilarly, a record of impending removal in a
previous position may alse be grounds for dis-
qualification. In hoth cases, the amount of time
passed between bidding out and bidding back and
the bidder’s record in the interim must be consid-
ered.

§27.14 Timing and Sequences of Evalustion.
There are timeframes and sequences appropriate
0 the evaluatdon process indicated elsewhers in
this chapter and in the Mational Agreement In
these procedures, where I states that applicants
andfor bidders must meet the reguiremenis of the
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position, not all requirements must necessarily be
demonstrated at the same time. There may be
some cases where a particular requirement is nor-
mally demonstrated, or permitted tw be dem-
onstrated, at another time  For example, for
positions with training requirements, after a
senior bidder has been found to meet all other
requirements of the position, the bidder is placed
into training and must then demonstrate satisfac-
tory completion of the training. Also, applicants
and bidders may be awarded a position pending
the obtaining of a government driver’s. license.
Evaluators, review committees, and selecting of-
ficials must take these sequences inie account
when evaluating qualifications or requesting that
applicants and - bidders. demonstrate their guali-
ficaiions,

527.15 Evaluating Qualifications, When evaluat-

-ing qualifications in accordance with 527.13 and
1§27.2, applicants and bidders have the obligation
to demonstrate that their qualifications meet the
-requirements. {Note: A bidder has no such obliga-
tion until after the close of the job posting; see
527.23.) If an applicant or. bidder does. not meet
all of the requirements of the position, including
an examination, the person is not qualified and,
-therefore, not eligible for further consideration.
(See 511,427 for an explanation of meeing the
requirements and 527.14 regarding when require-
ments must be met.) For promotions {o positions
filled through best qualified procedures, the high-
£st exafination score must not be the sole con-
sideration in the selection,

52706 Pertinent Information. In evaluating
gualifications, evaluators must consider available
pertinent information which tends to show that
the employee does or does not possess the guali-
fications. Pertinent information may include, but
is not {imited to, any of the following:

a. Interviews.
. Supervisory appraisals.

c. The written application specifying exper-
ience, education, and training (accuracy of these
should be checked).

d. Certificates of course completion or tran-
scrips {accompanied by the school catalog speci-
fying course content when requeested},

e, Examination results,

f. Personnel records.

Note: Interviews for best qualified positions must
be used as indicated in 527.35. For senior quali-
fied positions, interviews must be used as in-
dicated in 527.253.

§27.17 Placement

§27.171 Senior Qualified Procedures. When an
employee is placed into a position fitled through
senior gualified procedures, such placement must
be based on the following:

a. The empioyee’s eligibility w0 bid.
b. The employee's seniority.

¢. The senior bidder’s gqualifications in rela-
tionship to the requirements.

d. The employee’s successful completion of
training, if any.

527172 Best Qualified Procedures. When an em-
ployee is placed into a position filled through best
qualified procedures. such placement must be
based on:

4. The employee's eligibility to apply.

b. The best qualifications among those who
have met the requirements.

¢. The employes's successful completion of
training, if any.

§27.2 Senior Qualified Positions

527.21 General. Qualifications determine wheth-
er the career employee who is senior and eligibie
to bid is designated the senior qualified bidder.
Senior qualified bidders, having met the require-
ments of the position as given on the qualifica-
tion standard or job posting (see 527.14), are
either placed.in the position or into training for
the position in accordance with the applicable
collective bargaining-unit agreement. Human Re-
sources officials are respoasible for ensuring that
yualifications are evaluated for bids to all senior
qualified positions.

£27.22 Documentation. In many cases there will
be no formal documentation for the evaluation of
qualifications. Where documentation is required
(see 527.252 and 527.261), the evaluator must
complete Form 17964, Qualifications  Raiing
Sheer for Senior Qualified FPosiiions.{See Zrhibit
827225 .
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§27.23 Bidding and OPF Review. Prior to the
close of the job posting, bidders for senjor guali-
fied positions are required to submit only Form
1717, Bid for Preferred Assignment, or other
agreed-upon  form  consistent with collective
bargaining-unit agreements. Upon close of the
posting, offices must evaluate the senior bidder’s
qualifications through a review of the bidder's
Official Personnel Folder {OPF) and other per-
tinent information {see 527.13). If there is in-
formation available in the OPF .andior other
pertinent information to demonstrate that the
senior bidder meets the requirements of the posi-
uon {see 527.14), the senior bidder is qualified.
Similarly, if there is information available to
demonstrate that the senior bidder does not meet
the requirements of the position, the senior bid-
der is not qualified. H there is insufficient in-
formation available to make this determination.
bidders must be requested 1o address the reguire-
ments of the position in writing,

£27.24 Addressing Requirements

327.241 General. If there is insufficient informa-
tion in the senior bidder’s OPF to determine
gualifications or sufficient doubt about the senior
bidder’s qualifications, offices must use these pro-
cedures.

527242 Procedures. When responsible officials
-have determined the need to use these proce-
dures, the office must identify the five most
senior bidders for the posttion. Personnel officials
must ask each of these bidders 1o address the
reguirements for the position by indicating their
qualifications in writing. (See Handbook EL-303,
134 and 132 for further instructions on address-
ing regquirements.) (Note: If any of the five senior
bidders are currenuly qualified in accordance with
provisions of the National Agreement, such bid-
ders must not be requested o address the re-
gquirements in writing. See alsa 527.13d.) Form
991, Application for Promosion or Assignmeni,
rdy be wsed for the purpose of addressing re-
guirements. A supervisory evaluation must not be
requested. A copy of the gualification standard
fand the B-element questions, if applicable) must
be provided to these bidders for this purpose, If
the position does not have a gualification stan-
dard. a copy of the posting indicating the require-
ments  must be provided to the five senior
bidders. Offices must allow bidders not fess than
3 days o respond, If a w8t 8 required, and if the
test is normatly given afier close of the posting, a

minimum of five most serior bidders are sched-
uied to take the test, unless currently gualified on
that test. If there are fewer than five bidders for &

position, these procedures apply to all those who
bid.

327.243 Obligations of Bidders. Bidders must
demonsirate that they meet the requirements of
the position through their written statements (see
527.14). Bidders must address all of the require-
ments of the position as given on the qualifica-
tion standard or on thg posting (sce 527.14),
Bidders must return these written statements to
the designated office by the deadline,

527.25 Evaluating Qualifications

527.251 Evaluater. An appropriate supervisor or
manager from Human Resources {e.g., Supervi-
sor, Employment and Placement) is responsible
far the evaluation, although prefiminary work
may be done by an appropriste staff person,
Exception: In zssociate offices, the postmaster or
a designated 'manager is responsible for the evalu-
ation. A functional area supervisor or manager
may participate in the evaluation process.

527.252 Procedures. The evaluation must take
place after all applicable 1est scores have been
obtained. The evaluator considers first the senior
bidder’s qualifications in comparison o the re-
quirements for the position. The evaluator may
review the employee’s OPF and other official
USPS records containing pertinent information. If
wrilten  statements have been obtained, the
evaluator’ must consider these statements at this
stage. Evaluators who wish to clarify specific in-
formation contained in written statements, or oth-
er documentation, may contact the bidder for an
interview or an appropriate supervisor andior
manager to obtain clarification .of, or additional
information about, the specific items. H written
statements have been obtained, evajuators must
complete Form 1796-A on the senior bidder to
document the evaluation.

Note: See Seleciion, 527.27. Form 1796-A is com-
pleted on the senior bidder first, and only the
senior bidder. Only i the senior bidder is found
o be net gualified will the newt senior bidder be
evaluated and Form 1796-A complewed v tha
next senior bidder. If the senior bidder is guall-
fied on the basis of the written statements, do not
evaluate the qualifications of the other bidders.
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§27.253 Interviews. For senior qualified positions,
interviews must be used only to supplement the
written record with regard to establishing whether
or not a bidder meess specific requirements. If an
office chooses to interview for a sentor gqualified
position, the use of the interviews must be consis-
‘tent with procedures for filling senior gualified
positions. Interviews for senior qualified positions
must not be used to rank or selectively choose
among bidders.

527.26 Use of Form 1796.A

527.261 Purpose. The purpose of Form 1796-A

is to document the determination of whether or =~

not the senjor bidder's qualifications meet all of
the requirements of the position {see §27.14}.
Evaluators are not required to complete this form
if the senior bidder is determined 10 be qualified
from the OPF review (527.23). However, if the
five most senior bidders have been requested to
address their gqualifications in  writing, the
evaluator must compiete Form 1796-A to docu-
ment the evaluation of the senior bidder (see
Note, 527.252). Specific instructions are contained
on the form.

527.262 Column A, Identification of Reguirements.
In this column of the form, the evaluator lists all
of the requirements for the position inciuding
examination requirements, the knowledge, skills,
and abilities (which may be written in B-element
format - see 134 of Handbook EL-303) and any
other requirements.

527.263 Colwmmn B, Demeonstration. For senior
qualified positions, the evaluator must decide only
whether or not the seniur bidder has demon-
strated each requirement based on the informa-
tion avatlable.

Mote: If the bidder failed a required examination,
the bidder is not gualified. There is no need W
complete this section for other requirements.
Alse, s bidder who does not have a required
license (ie., OF-348, U5, Government Mowr Ve-
hicle Operator’s Identification Cardj at the time
of the eviluation may still be considered further
and awarded the position pending obtaining the
government license for the appropriate type of
vehicle.

537264 Columen C, Measurements Used,  'the
evaluator musi indicate briefty for each require-
ment how the determination was made. The pur-
pose of this column is 1o provide enough

information to enable the evaluator to recall the
facts which led to the decision. These statements
need not include all facts considered. (This col-
umn need not be completed for examination re-
quirements.)

527.265 Section 3, Finding. 1f the bidder
demonstrated every requirement, the bidder is
qualified. If the bidder did not demonstrate every
requirement {i.e., the evaluator checked No in
column B for one or more requirements), the
pidder is not qualified. (See 527.14 regarding dif-
ferent sequences for meeting some requirements.)

§27.37 Selection. After the evaluation has been
completed, the senior bidder is selected if quali-
fied. Only if the senior bidder is found not gaali-
jed . will the evaluator consider the next senior
bidder’s qualifications, No comparison of quali-
fications among bidders for a position s
permitted. Appropriate documentation, including
Forms 1796-A (if completed), Forms 1717, the
posting, and written statements {if obtained) must
pe maintained with employee bidding records {see
Ttem #20 of the ELM appendix).

521.3 Best Qualified Positions

§27.31 General. Qualifications determine the rel-
ative standing for selection of career employees
who are eligible to apply for such positions based
on the .collective bargaining-unit agreements. Of
those applicants who meet all of the require-
ments, the applicant who is found to be the best
quatified on the basis of total qualifications wil
he selected. This determination is made on the
hasis of a comparison of total qualifications
among applicants for the position.

§27.32 Documentation. Form 1796-B, Qualifica-
tions Rating Sheet for Besi Qualified Positions, is
used as documentation for the initial determina-
tion of gqualifications. (See Exhibit 527.32) {it
does not documment the entire selection process.)
The review committee or, in the absence of a
review committee, the selecting official wust
compleie one form for each applicant. More in-
formation on this form s covered in 527.36. Any
potes made by individual review committee mem-
bers to assist in evaiuating applicants are consid-
ered the members’ own property and not records
of the USPS. Such nowes may be discussed only
among other comminee members; they must not
be circulated, nor are they o be included in the
vacancy file
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527.33 Selecting Official. For filling best guali-
fied positions, the selecting official is normally
the supervisor or manager with the vacancy.
Bargaining-unit employees serving as acting su-
pervisors must not serve as selecting officials. The
selecting official has a number of options with
regard to the review commitiee and interviews.
These options are expiained in the following sec-
tions. If recommendations are made to the select-
ing official from a review committee, the
selecting official may have access to all informa-
tion used by the review committee, including
completed Forms 1796-B. This does not include
personal notes made by individual review com-
mittee members 10 assist in evaluating candidates.

52734 Evaluating Qualifications

527341 Procedures. Applicanis are required to
describe their gqualifications in writing (see Hand-
book EL-303, 152.2). Form 991 may be used for
this purpose. The insialiation head may set a
policy on whether to obtain sapervisory evalu-
ations on Form 991. The policy shouid pertain
equatly to all best qualified positions in the in-
stallation. The qualifications of all applicams are
compared 1o the requirements of the position as
stated on the vacancy announcement, At a mini-
mum, review committees and selecting officials
st review the employees’ written statements of
qualifications. The employees’ OPFs and other
official USPS records may be reviewed. It is rec-
ommended that the selecting official review the
OPF of the person 1o be seiected before finaliz-
ing the selection. All information used in making
decisions regarding applicanis must be pertinent
to the vacant position.

327,342 Obligations of Applicants. Applicants for
best gualified positions must demonstrate that
they meet or exceed the requirements of the
position through their written statements. Ap-
phicants must address each of the reguirements
listed on the gualification standard or posting. If
the posting indicates that there are desirable
gualifications for the position, applicants should
also address these in their written statements.
Applicants must turn their written statements into
the designated office by the posted deadline.

527.342 Use of Eeview Commitice. The selecting
official can choose whether O not 1o use a review
commitiee, Mormally, this decision ocught o be
based on the number of applicants and the tme
avaiiable 1 the zelecting official o review the

applications. The selecting official may aiso
choose 1o have the review committee make the
determination of the best gqualified applicant. In
this case, the review comimittee does not make
recommendations to the sclecting official. '

527.344 Review Committee Functions. The func-
tion of the review committee is to evaluate the
applicants’ qualifications. Review committees may
also inmterview applicants (see 527.35). Normally,
the review committee will make recommendations
1o the selecting official on the best qualified ap-
plicants. If the review committee wishes to clarnify
specific information contained in written state-
ments, the committee may contact the applicant,
or an appropriaté manager Or supervisor, to ob-
tain clarification of the specific items.

527.345 Review Commiitee Structure. The instualla-
tion head is responsible for designating review
committee members. This responsibility may be
detegated to the Muman Resources function, All
committee members must be nosbargaining em-
ployees, In large field offices, the review commit-
tee will normally consist of two nonbargaining
empioyees from the functional area of the va-
cancy and one from outside the functional area.
{Note: This may not be possible in small field
offices or headquarters’ facilities) At least one of
the committee members must be a minority or
fernale. The Division Field Director, Human Re-
sources {or corresponding person for the head-
guarters’ facilities), may authorize exceptions to
this rule in individual cases if the installation
head is unable to locate a minority or female
employee to serve on the committee, If the re-
view committee i§ 1o make recommendations 1o
the selecting official, this official must not be a
member of the review committee. However, if the
selecting official has chosen to have the review
commitiee determine the best qualified applicant,
the selecting official may also choose to be a
member of the committee, In this case, the in-
staliation head, vor Human Besources designee, is
still responsible for designating the other twe
members of the commitiee. The review commitl-
tee must elect a chairperson who is responsible
for completing Forms 1796-B and performing
any other necessary administrative duties,

527.346 Review Cowynimes FProcedures. Review
committes procedures follow the principles of
mdependent  work  followsd by consensus
decision-making. Specific steps are as follows:




POSTAL BULLETIN

21770, 8~23-90, Page 45

o Each committee member should indepen-
dently determine if the applicants have demon-
strated each requirement.

b.  Membrrs should discuss their decisions
and arrive at a consensus for each requirement
for each applicant.

¢. The committee chairperson must complete
Form 1796-B through column B based on this
consensus for each applicant. Applicants found
not gualified at this stage are removed from fur-
ther consideration for this vacancy. For those
applicants who are not qualified, the chairperson
completes column I and section 5, and obtains
signatures for section 6 of Form 1796-B.

d For those applicants who are qualified,
review committee members shouid then indepen-
dently determine the level of demonstration of
each requirement by each applicant.

e, Members should discuss their decisions
and, again, arrive at a consensus on the level of
demonstration of each requirement by cach ap-
plicant. :

f. The chairperson completes, and ali mem-
bers sign, Form 1796-B on each applicant.

g If the review committee conducts
interviews, it will select applicants based on the
highest point totals on Form 1796-B. (There is no
set minimum or maximum number to interview.}
Applicants who are tied in point totals must be
treated the same; either they are all interviewed
or none of them are. Note: Applicants found not
qualified must not be interviewed.

k. If the review committee makes recommen-
dations to the selecting official, but does not
interview, approximately three to five applicants
{there is no set minimum or maximum number)
will be recommended based on the highest point
totals on Form 1796-B. Applicants who are tied
in point totals must be treated the same; either
they are all recommended or none of them are.
The . review committes must prepare a signed
memorandurn to the selecting official indicating,
in aiphabetical order, the names of the recom-
mended applicants.

i If the review committee interviews and
makes recommendations 1o the selecting official,
approximately three 1o five applicanis (there is no
st mintmum or maximum number) will ba rec-
ommended. There is no formal method for incor-
porating the resulis of the intzrview {ges 527.35).
The review commitiee must recommend only

those applicants who best meet the requirements
of the position based on the point totals from
Form 1796-B, the interview, and any other per-
tinent information reviewed during the evalua-
tion, The review commitlee must prepare a
signed memorandum to the selecting official in-
dicating, in alphabetical order, the names of the
recommended applicants.

j. If the selecting official wishes the review
committee to determing who is the best qualified
applicant, then there are no recommendations to
the seleciing official, In this case, the review com-
mittee must interview. The review committee de-
termines who is the best qualified applicant based
on the point totals from Form 1796-B, the inter-
view, any other pertinent information reviewed
during the evaluation, and consideration of desir-
able gualifications, if any. The review committee
must prepare a signed memorandum to the Di-
rector of Human Resources (or corresponding
person in headquarters’ facilities) indicating the
names of the best qualified applicant and fwo
alternates {in rank order).

£77.35 Interviews. The purpose of the interview
is to provide a further basis for comparing the
gualifications of applicants. Either the selecting
official or the review committee must conduct
interviews; but both may conduct interviews.
Whoever conducls interviews must do so after
Form 1796-B has been completed. No documen-
tation is required. The review committee must
reach consensus on how the autcome of the inter-
view will be combined with the point totals from
Form 1796-B and with other pertinent informa-
ton reviewed to reach final recommendations ar
final determination of the best qualified applicant.

Note: Postal Data Center officials are reminded
that the collective bargaining-unit agreement for
the data centers contains language concerning the
use of interviews.

527.36 Use of Form 1796-B

527367 Gemeral. Form L796-B scrves twe pur
poses: first, to document if the applicants dem-
onstrated that they meet all of the requirements
of the position; and second, for those who did,
document the level of their gualifications. Form
1706.8 does not serve as documentation for the
interview. See Exhibit 527361, Flow Chart of
Best (ualifiad Seleciion Process.
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527.362 Column A, ldentification of Requirements.
In this column, the review commitiee or selecting
official lists all of the requirements for the posi-
tion. On the form, the requirements are divided
into three areas:

4. Examination requirements,
b. Physical and driving requirements.

¢  Knowledge, skills, and abilitles (some of
which ‘may be in B-element format), experience,
and other requirements, Note: If desirable guali-
fications are hlsted on the qualification standard,
do not list these as requirements. {See 52737 for
instructions related 1o desirable qualifications.)

527.363 Column B, Demonstration. In order 1o
complete this column, the review commitiee de-
termines whether or not the applicant has dem-
onstrated each requirement. The materials used as
a basis for evaluating all requirements are those
found in the applicant’s OPF or other official
LISPS records, including the descriptian of the
appheant’s qualifications, i an applicant does not
meet all of the requirements (i.e., if the evaluator
checked Ne under Demonstrated for any require-
ment}, the applicant is not qualified. In this case,
it is not necessary to complete column C,

Note: If applicams fail a required examination,
they are not qualified; therefore, it 18 not neces-
sary to evaluate other requirements for them.
Applicants who do not have a required license
(6., OF-1486) at the time of the evaluation may
still be considered further and awarded the posi-
tion pending obtaining the government license for
the appropriate type of vehicle.

527364 Column €, Points. Complete this column
for those applicants only who meet all of the
position requirements (as established by column
Bl In this column, the review committee or se-
lecting official assigns points to indicate the level
at which the applicant has demonstrated posses-
sion of the necessary qualifications. No points are
assigned for driving or physical requirements,

527365 Lolume D, Measurements Used, For each
requirement, the review comunitiee or selecting
official must indicate briefly how the decision was

made. These siatements need not include all facts
considered.

527.366 Section 4, Score Calculation. lIastructions
on the fonm indicate how to determine the total
points. The points in columnn C are totalled,
then averaged, and multiplied by 20. The maxi-
mum points that can be earned from the evaiu-
ation is 100, The examination score (if any) is
then added to this to obtain the grand total of
points.

527.367 Section 5, Finding. This section summa-
rizes the results of the evaluation of the ap-
plicant’s gualifications.

£27.37 Desirable Qualifications. If desirabie
quaiifications are identified on the qualification
standard, the seiecting official, or review commii-
tee (if it makes the selection), will consider them

~ in the final phase of the selection process follow-

ing completion of Form 1796-B. Desirable gquali-
fications may be addressed in the interview. If the
review commitiee is making recommendations, it
must not consider desirable qgualifications when
determining whom to recommend to the selecting
official,

527.38 Selection. Selection for the position will
be based on total qualifications considering the
point wwrals on Forms 1796-B, the results of the
interview, desirable qualifications (if any), and
any other pertinent information reviewed during
the evaluation. The personnel office must main-
tain in the vacancy file full documentation sup-
porting the decision. This includes a copy of the
posting, the qualification standard, appiications,
Forms 1706-B, & Hst of review committee mem-
bers, and the name of the selecting official.

5274 Selection Oversight The installation head
is responsible for ensuring that commitiee mem-
bers and selecting officials for best gualified posi-
tions, and evaluators for _senior qualified
positions, know their responsibiiities and the
principles of selection. It s recommended thai
large field offices place a Human Resources
nonbargaining person ‘on the review committee
for best qualified positions to ¢nsure that proper
procedures and principles of selection are fol-
towed.
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1 Qualifications Rating Sheet -
= for Senior Qualified Positions (Instructions on page 4)
SRR .

Empioyee's Name Bresen: Positon and Level | Bid Position and Level

. (A} (8) {C}

Identificetion of Aequirements Demon- Messurements Used

As found on Qualification Standard andler siration Te determine Demonstration (B)
Job Posting / Vacansy Announcemant Yoo Mo

ngligible

B Form 1795-A, Apdl 1980 (Page tol 4

Fxhibit 527.22, Form 1796-A, Qualifications Rating Sheet for Senior Qualified Positions {p.1)
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Prosent Position and Level | Bid Position and Level

Employee’s Nane
{A) {8} {C)
identitication of Requirsments Demon- Messursmenis Usad
As found on Qualiication Standard and/or siration To determing Demonstration (B)
Job Posting / Vatancy Arnouniement Yas No

PS Form 17868, Apd! 4180 {Page 2 o

Exhibit 527,22, Form 1796-A, Dualifications Rating Sheet for Senior Qualified Positions (p.2)
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Employec's Name Prusent Fositon and Level | Bid Posiion and Lavel
) (A} {B} {¢)
ldeniitication of Requirsmenta Damon- Messurerrants Ussd
As found on Qualiication Slandard andfor Yo delermine Demonstration (B)

Job Posting / Yacancy Arnouncoment

Hame (Printed or Typed}

BIDDER I8 QUALFIED Titke

E} BIXOEH 1S NOY QUALIFIED
Slgnmure Bena

P§ Form 1796, Apst 1080 {Page 357 4

Huhibit 527.22, Form 179%-4, Qualifications Rating Sheet for Senior Qualified Postiions (p.%y
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POSTAL BULLETIN

INSTRUCTIONS

COLUMN A - idantification o Requirements

Requremanis for positons ame found on a quaiification
standard {see £L-303, Qualification Siandards—Barpaining
Undt Positons], aodor on 8 b pOSENG OF VAaNCy
announcemerd.

P

L 1f the position has examinalion requiréments, emsr the
1e51 number It Section 1. Note whather he DioUers ex-
amination setre Is rated as eligible of ineligivie and check
the appropriate part headed “Eligitle” or “inaligitia,”

a. if the bigders score 5 rated s eligible, alse place 3
checkmark In the *Yes” part of Column B
{"Demonstration),

b. I the bidders score is rated as ineligitie, aiso place
a checkmark in the “No® part of Column B
{("Demonstration”). Proceed to Section 3 {Findingjon
pape 3 and theck the box "Bidder s not quaibed”
Then compiete the fomm by flling out Section 4
{Evaluam ).

5. Enter In Secion 2 the mquitements trom the quatificaton
standard (Knawledge, skilis, abiiies, and other regquire-
mants, inciuding exparience and physical requirements
i appiicable}. If the position does not have a qualification
standard, emer ihe requirements as given on the job
posting or vacangy announcement,

Nota: Ses Handbook EL-303, 143, regarding physical
examinations for Inservics SMDIOYees.

3. Raview the job posting or vecancy announcement i see
whather any fyping, driving, or spadial requirements wer
added 8% locs! options. #f B0, those requirements must
ne entered In the appropriss section. (Typing require-
ment goas in Section 1; driving end special Tepiremenis,
Saction &}

COLUMN B — Demonstration [“Yes" or “No"}

1, Review ai pertinent infarmation available regarding the
bidgar, {Seu both Handbook £1-303, 152, and Handbook
Et-3%1, Parsonne! Operations, 527.1E and 527.25)

2. For the requirements isted in Section 2 of Column A,
detarring whethar e bidder has gemonsizaed that he
o she meals eadch regquirement. Meeting a reguirement
may be demonstrated by any combination of baining,
edhucation, and expenencs. The libwing definitions apphy:

$5 Form 17064, Apdl 1900 (Page 4 of &}

Demonsyation {"YesT)
Thert is pergnent ormation avadlable to indkats
that the bidder Meuls The requirement,

Demonsiration {"Na"}
mssmmnmmmmmmmmn
that e Dicdor meets Tw requirament, QR there
kpemmnimmmaﬂmnm:ammm
goRs PO Mest the regulremmnl.

3. Hamamhmw&y&a&epaﬂ&%mﬂ

tor gach requargrnent

COLUMN € — Weasursmenis Used

"y

.czsemwkwmmusMwmmmudéw‘s
gemonstration of sach requirerment in Colwmn 8, Gen-
erally, e evaiiator woukl use one or mare of the ol
bwirgmsuppenamﬁm(mmmmmwmmrsmay
ne used in Colume © mther han writing ot the words).

+. Work experience {ncuding volunteer wark)
{a} Divect ling of work
by Retated ine of work
2. Educaton and tralhing
{2) Academic courses
{b} Vacational tr lechrical courses
(&) USPS frafning
{d) PEDG oostress
3. Ofner avidere
Spocily, 6.g., awards, letters of commendatian,
medical axaminations, discipiinary actions, ¢io.

SECTION 3 — Findding

1. I the bicder has demonstated every requirement, chack
tha box *Bidder |y gualified.”

2. #f the bidder has not demonstrated any one or wTe o
the requirements finduding an examination), dheek tha
box “Bidger is not qualiied.”

SECTION § — Evalu#ton
Ahet the reting has besn compisted, the evailiaio! frisstpant

or Iype his or her name and lite hefsre signing snd dating
tha form.

Exhibit §27.22, Form 1796-A, Qualifications Rating Sheet for Senior Qualified Positions (p.4)
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Qualitications Rating Sheet

- for Best Qualified Positions  {instructions on page 4)
AEEIRR .
Applcant's Neme Presont Position and Lavet | Position Applled for anxd Lavel
{A) {B) <) (D)
identification ef Asquiremanis Demon-| Points Measursments Used
Ag found on Qualification Sundard andior istration] 1,2,3. | To determine Detmonstration (B)
Job Posting / Vacancy Anhouncerment Yos Noj 4,008 and Poirds (C)

Tast Nurmber Efginle | insligiie [Yes| No V

£ Foon 1706-8, Apel 1090 [Page 1 of 4

Exhibit 527.32, Form 1796-B, Qualifications Rating Sheet for Best Qualified Positions {p.1}
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Page 52, 8-23-90, 21770

Appicants Kane Present Position and Level | Position Apglied for avnl | evel
{A) (8} | () (D)
identification of Requirements Demon-] Points Mausurements Used
As found on Qualification Standard and/or stration] 1,23, | Yo determine Demonstration {B}
Job Pesting / Vasancy Anrcuncement ves Nol| 4.0r5 and Points {C)

P8 Foom 1 T96-8, April 1000 {Pege 2 of &}

Fxhihit 527.32, Form 1796-B, Qualifications Rating Sheet for Best Gualified Positions (8.2}
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Appicant's Narme

Presant Position andd Level | Position Appiied for and Lavel

(A}
Mentification ¢! Requirsmanis

Job Posting / Vacancy Announcement

Az found on Qualiication Standard andior Istration] 1,22 | To dewrmine Demonstration (B)

{8} | (C) D}
Demon-| Points Measuremsnts Used

Yos Nol 4.or5 2 Points (C}

Totsl the number of peinia v Colnn © *

Count Yhe ber of y s

q

dpointa in Section 3 +

Divide the tofal of poinis by the e of

% 16 aasipned poinis |+
1o fiedd the spplicant’s point sverege =

Multiply that sverage by 20 x20

Adhf the spplicant’ s sxeeninalion scoce, it mny {+}

‘fo merive st ihe spplicant's GRAND TOTAL OF POINTS § =

Namis and Tile (Panted of Typed)  Sipnatuse Date
i .
t APPLICANT i QUALINED Narma and Thie {Prinsd o Typed) Signature Baie
[ } APPLESANT 8 NOT QUALISED
Mame and Tile (Printed or Typad] Signaiure Dae

PE Fom 17968, Apdl 1060 (Page 3 of 4)

Exhibit 527.32, Form 1796-B, Qualifications Rating Sheet for Best Duolified Positions (p.3)
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POSTAL BULLETIN

INSTRUCTIONS

COLIMN A — idaniificstion of Reguirsments

Requiremants ko7 the poskions sm fourd on & qualficelion sta-
mtmwa-mmmw
Link Poadiveny, sncion on & job posting y IV i

1. ¥ e posilion has sasminaion raquirenenis, entes the el
WhLHST Hear' :

mamber [ Section 1, Nola

Oty ik y ot tha experl % tha poshion 10 be

filind, braackh of the sp e ok jon of Knowdiedg

palnad o :

Seqie: Eor Bosial D Cenker premotions, the collective bz
concetning the wesiution of

ammwmm@muh%
chrd's scorewilth din Section 4. Ph ¢ aryd ciriving re-

Quirarmars (Saction 2 are ot @vkisied And T for pokis. The

tha mpp 3

mﬂmmmw@ummmwm
fom, o points 29 40 b ardatied i Colurne G Tor Sections t shd 2

Coutiny B ["Dermornmaiont 1.
Sectionb PFndng’t on page 3 s chack the b "Applcant
I 1ot quaRied, " Then compiete the form Gy fiting out Section
& {"Rviow Comnities Merbiars'y.

2. Hihapositionbas physical srddriving racui enter those
raquinsreras inSection 2. {Swe Handuook EL-303, 143, regardirg
hsical orss for § A M \
ale) 80 b

3 Enter In Section 3 the Anowledgs, eidis, abilities, axpetience,

ard sihet requirements 5 Givan on the qualiication siandard, #ihe

posiion dook ol have s qualfication sandard, et tha
¥ Tihe job pORiNg ¥ /AW

¥

s ¥

A, Faviewthe ok posting ¥ TG Sk whath
mymdmw,wmlumimwnwuwop-
torw. H 60, thobs Fequizaeweres must be erierad i the
uoﬁmgmm raquiremant good In Bootion 1; driving require
e, Z; weed spechal racuiraments, Section 3.)

COLUMM B - Dempnsirstion {“Yes" or “Ho™)
1. Faview ak Intormation available regarding the appd-
! Op

cant. (Ses Hardbook EL-3t1, Py Jor, 527483
2. For the 1oy 4 betod in Soctions 2 &nd 3 of Column A,
ina whether the applicant hiss Semor & that b of ho
mests sach tecs Moating 3 recui Tt may be Gemnon-
mm;‘";‘w dﬂhi! of training, sducstion, and expe-
rRancs. lowhg ions apply:
Damonetration ("Yes™)
Thers & pertinent ind T Ava 10 incicale Hp the
applicant moots the raqui nt
Demorstration {Ne*)
“Thae i o patinsnt ink E liabie 10 indicate that the

£y % rrvits The reg (H there i peninert infor-
mation o indicats hat the appiicart does not meet Bhe re-
it

1 pokt = The sppICRNCS NcoT o A
Sl 18 rrirkcral o], People 2 this
y ki Bypert s italty with
o i roquirsieHL.
2 pointe = The sgpiicant's racord o

ap

of this requirement al an adaguate level, Peopie st
This Jeved oUKE ganmeally parform acCaptably with
ragard 10 thin reguiramet.

3 points = This sppICAnt's record o & io
of this tequiremect sk & proficient level. Fuople &t
i vl i Qlnralty pitarrn wall with
0 this PeRHTeL.

# points = The applicai’s o o ap s
of this raquisment &1 2 high level. Paopls al this
Yot woUKE generally padon vary well wich ragard
1o this Tecquirement,

swn--mmmmmm.w
of thit Iequirement &% BN KA OF SUPeror level.
Poople al tis bevel wouki genersly pedom
outxtandngly with regard to this recriement.

COLUMN D -~ Messursmnis Usad

1 cizathespecﬁicmuudwduumm

demanettaiien of sach reduissment in Column § and the points

Wﬁ&th,Mﬂ&.MnﬁamMmmu

tnore of the Toliowing to suppan & rating:
experience fnciuding volurtaer work)

e} USHS imining
) PEDG courses
3. Othwr widence
Spacily, 8.4, awards, hetlars of commandation,
mudical sxstinations, dsciplnary sctions, .

Totaithi pokite eamed InCoiurnC. Divicha truat ot iy the pTiked

3. Place & checkark inthe apmrop part o Golymn 8 for sach
requikeent, SECTION &~ Score Calcuintion
4, Bthe ! o o i s ot nyin“ i

ColumnC. I the apphcart has rol & atad any G Of MGTe
mwmmammmamqmmmmmpmm
W-Cohmmo,mmpmmdwsmmswﬁanpagsa.
gnummmmmucumcmsmum
apphicant is nol gqualiied.)

Hode: Al the tirvis of the evalualion. applicanis who do nat have the
raquived govemment driver's boense (DF-348, LS. Governmen
Motor Vehiok Cperator's denificationsC s may sillbe corskised
funhet and awarded the postianperding obiaining th nmer
criver's Soarme ¢ the appropriate type of vehicls,

COLUMHE € — Polnis

1. The sppiicars'sdemonsiraions of the knowiedge, skils, abiilles,
wxpasionos, sndoth it rés {Secth 3parp aach e v
andt ratedton A point system of 1,2, 3, 4, or 5. with § as the highest
M.mmw&anmnmﬁmhwahm,mmmﬁﬁy&
thal exper K0T Thassthe kngih ol that sxperiends,
P8 Form tT96-B, Aprl 1000 Page £ of §f

of rex 3 16 detarmion The Xeerapes numbter of
pairds sarnad iry the applicant. Multiply the ramulting fignrs by 20 I
order W rve & 8 * mcome based on 100, Add the
examination score {if &y} or & grand ol

SECTION 5 — Finding

1. ¥the apphcart has et avery # i, chisti the
box “Apcheam s quakified.”
2. B the apph has pot o k o of thom of the

recaiirements {retuding & waridiaon), chach the e *Appiicart
I not guakitied.”

SECTION § - Frview Comis Rl Wi

Attar the avaluation has bean complsted, sach review ki
mmmnwhhmwmw&h,&mummmh
tha date_ ¥ thees W 0o ra . Han sl g offical prirts
s or her nams and tite before signing and datiog the torm.

Exhibit §27.32, Form 1796-B, Qualifications Rating Sheet for Best Qualified Positions (p4)
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Does the appticant
demonstrate
the reguirementis?

Applicant
Qualifications

Position
Reguirements

Applicant meets requirermnents Applicant does not meet requirements

Qualified Not qualified

How was the
requiremant
measured?

Detarming level
of demonstration

Applicant
Cuialifications

How was the
requirament
measured?

Total points
demonstrated

Interview and
evaluation of desirable
aualification factors

Determination
of best qualified
appliicant -

Exhibit 527361, Flow Chart of Best Quslified Selection Frocess










