- THE POSTIAASTER GENERAL .

. \Washingion, DC 20260
.. 2pril 6, 1979 .
MEMORAXDUNM TO: RPegional Postmasters General

District llanagers A
¥anag--ent Sectional Center Managers
Bulk Mail Center Managers '

SUBJECT: " Reguests for Voluntary
Transfer/Reassignment

'8ince becoming Postmester General,.I'have received con-
sigderakle ccrrespondence from field employees seexing
2ssistance in cbtaining transfers to other ofiices withi
‘#he Postal Service. Some of these employees had been deried
transfers for sound reasons; however, an egual number hzd
received Genials by field managers-apparcntly only because
it was not their "policy" to consider filling vacant positic
by transier. :

-
.

There is much to be cained by considering the voluntary
transfer of gualified, skilled and experienced Postal peopis
in lieu of hiring new employees. The appzoval of transier
reguests can improve morale and performance, and can b2
helpful in controlling the accession rate.

-~ .In fight of the pote:ﬁial'bénefits that can be realizea'frc:

granting transiers, short of instituting mancatory pelicy

- instructions which weculd impose restrictions on loczl hirin
autonomy, I cxpect 2ll managers to acdhera to the basic

. guidelines set forth below concerning voluntary transfer .
reguests. : ’
T am not unzware of the impact that these basic guidelines
may imSose on scke managers), especiaily in the "Sun Belt"
offices which are currently receiving hundreds of transfer
reguests annually. I 2nm also sensitive to field managers
‘ho are reluciant to grant reassignments because of local

. ecenomic consitions, uncmployment rates, and an uncertainty
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formance of transfercecs. Managomen”
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+ion on transfers, or to img. .e
s cn transfers.

. Phese guidelines are to be followed within: the

context of any richts and obligations establishead
by aprliczble collective bargaining agreenents &nd
existing regulations concerning the transiexr/
reassigmment of non-bargaining unit employees.

Instzlla+ion hezds may continuve to £ill authorized
vacancies through premotion, internal reassignment
and change to lower level, transier €rom other
agencies, etc., consistent with existing regulations.

Prior to hiring from entrance registers, installa- -

tion heads will afiord furil consicderation’ to. 211

transfer. reguectis from within the Postal Service.
Such recuests frxom cuzlified empleoyees will not.be
unreassnably €enied. Sound judgment must be .
exercised by all emploving managers. Local economic
and unsmployment conditions, as wall as EEO )
factors are valid concerns, however, they must not
be used merely as an excuse in denying a transier
request. Whan hirirg from entrance registers is
justificd based cn these local conditions, an
attempt should be made to fill vacancies from both
sources. Under these circumstances, if there are
sufficient qualified applicants for transfer, = -
normally at least one out oi every five entry

jevel craft vzcancies shoulé be filled by the
granting of a transfer reguest. - .. '

Responses to transier reguests gsuch as "It is not
my policy to accept transfers" are inconsistent
with cood employees relations and will not be
acceptable. there vacancies exist and consideraticn
for reassignment is afforded an employee, both the
gaining and losing installation head must be fair .

‘in their evaluations. 'A manager can only feel

confident in making a reassignment decision if he-

or she can expects an accurate picture of an
employcc's work record. Evaluations must be valid
and to the point, with unsatisfactery work records
accuratcly documented. Nanagement at the losing
i{nstallation has the responsibility to deal with

poor perfermance through normzl corrective measures,
including discipling where appr criate, and must

not vicw voluniary transfers ac a means for avoit 3.

- this responsibility. .
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Similarly, caining installation managers -
must not deny deserving and gualificé enplcyees
opportunities for reassignment because of un-
founded reservetions concerning rerformance.
Prior disciplinary recorés rmust be reviewed
carefully ané objectively, taking into account
the nature, seriousness, and frequency of the
offense as well a- the employee's performance
record subsccuent to the resulting discipline,
before making a reassignment decisicn.

Responsible manazgers must respond timely to
reguests, granting the transfer where appropriate,
or giving specific reascas for denial. Denials
must be based on reasonable cavse, such as cocu-
mented pocr perforinance, recent disciplinary
action, excessive absenteeism, local employmant
conditions, etc. Similarly, employees must be
notified promptly if no suitable vacancies exist
or are expected in the near. future. '
Upon granting an employee's reguest for reassign- .
ment, the installation head will contact the
employee's current installation heaé to arrange
for mutually agreearble reassignment and reporting
dates. A minimum of two wecks' notice to the

‘losing oifice will normally be afforded. . -

For barcaining unit employees, when reassignments
are granted to 'a position in the same grade, em-
ployees will be reassigned at the same grace and-
step. - Step increase anniversaries will be main~ -
tained. Vhere voluntary reassignments are to a
position 2% a lower level, emplcyees will be

~assigned to the step in the lower gracde consistent

with Par:t 753.323 of the Postal Manual (soon to be
issued as Chepter 420 of the Employce and Labor
Relations Manual). ' )

Salary adjustments for non-bargaining employces
must be in accord with Chapter 410, Employee and

Full-time regular barcaining unit employecs re-
assigned under these gvidelincs are not normally
reassigned to full-time positicrs in the new
instaliation if carcer Part-Tinme Flexible employces
are available for conversion at the new installatic
In such cases reassigned employces will be reassicr
as Part-Tize Flexibles in the new installation.
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. Full-time non-barcaining unit employees will be

rezssigned into full-time positions unless the

- reassignment is to a vacant bargaining unit
position. . .
211 emrlovees reassigned to positions in the
barczinirg vnit will have their seniority esta-
blished in accordance with applicable colleciive
barcaining agreements. :

I. Relocation expenses will not be paid by the Pestal

.. © Bervice incident %o voluntary reassignment. Such
expenses, as vwell as any resulting intcrview -
expenses, must be borne by employees.

.
.

J. Under ro circumstances will employees be reguested
or required to resign, and then be reinstated in
: order to circvmvent these pay provisions, or to
' provide for an additional probationary period.

Our employees are our most important resources, and
deserve the uimost cozciderztion in those areas which
directly relate to their jobs and perZormance.

I will expect each of you to ensure that all ofiices -
afford incivicdval and fair corsideration to employees
reguesting rezssignment, in keeping with the intent of
this memorandum, and to manage reassignments in such a
-. way as to make ths Postal Service a better place to o

work for =211 of us.
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