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Transmittal Letter

A. Explanation. Issue 2 of the Employment and Placement Handbook incorporates
EL-312 published December 1999. This EL-312 obsoletes Chapter 1, remainder of
Chapter 2, Chapters 3, 4, and 5 of Handbook EL-311, Personnel Operations. Handbook
EL-311 is now obsolete in its entirety.

B. Availability

1. Online copy. The EL-312 is located on the Postal Service Intranet
(http://blue.usps.gov) and Internet (http://www.usps.com). On the Intranet, find In-
formation, click on either Policies and Procedures, or References, then look for the
EL-312 under Handbooks. On the Internet, click on info, Postal Periodicals and
Publications, then look for the EL-312 under Handbooks. The online EL-312 is up-
dated immediately following published EL-312 changes in the Postal Bulletin. On-
line incremental updates of EL-312 will be designated as EL-312 2.1, 2.2, etc.

2. Hard Copy. The hard copy of EL-312 may be obtained within the Postal Service by
submitting Form 7380, MDC Supply Requisition, to this address:
MATERIAL DISTRIBUTION CENTER
ATTN SUPPLY REQUISITION

500 SW GARY ORMSBY DR
TOPEKA KS 66624-9602

All others should call MDC Customer Service at 1-800-332-0317 for information on price and
ordering instructions.

The hard copy will be updated and reissued annually to incorporate changes published in the
Postal Bulletin and already included in the online EL-312.

Users of the EL-312 in hard copy need to ensure that it is maintained to include the changes
published in the Postal Bulletin. The Postal Bulletin is distributed internally to postal facilities,
available online on the Intranet Policies and Procedures homepage, and may be ordered by the
public from the U.S. Government Printing Office by calling 202-512-1800.



C. Comments and Questions. Send comments and questions to:

MGR SELECTION, EVALUATION, & RECOGNITION
EMPLOYEE RESOURCE MANAGEMENT

US POSTAL SERVICE

475 PENFANT PLAZA SW

WASHINGTON DC 20260-4250

.

Gr——

Dewitt O. Harris
Vice President
Employee Resource Management



Handbook EL-312
Summary of Changes

Background

Handbook EL-312, Employment and Placement, is a full revision of Handbook EL-311, Personnel
Operations. The previous edition of EL-312 has been incorporated into this EL-312.

Overall Revisions

Language has been added, changed, and/or rearranged to promote clarity in some instances, and in
others, has been deleted as not applicable to the specific subject. Revisions made strictly to correct
grammatical and reference errors or changes are not listed in this summary, except where deemed
necessary for clarification. Substantive changes are listed in the tables below.

Specific Revisions

Specific revisions for each chapter are shown in a table that compares each new EL-312 section with the
corresponding EL-311 section or other source document. The following symbols are found at the end of
the section number in the EL-311 column to indicate the exact source document:

P Handbook EL-312 published in the 12-16-99 Postal Bulletin.
ELM 16

q Bgnet material for Bargaining Qualification Standards

[1] Portion of the section as indicated.

Note: Where symbols are not used in the EL-311 column, the section number refers to a section in the
April 1990 Handbook EL-311.



Chapter 1

All organizational references and job titles have been changed to conform with the 1992 restructure, i.e.,
regions and divisions to areas and districts, and Field Division General Manager/Postmaster to district
manager. Associate office and management sectional center references have been deleted. References
to examination specialist have been changed to examiner.

EL-312 EL-311
1 General -

11 Overview 11

111 Scope 111
112 Review and Approval 112

Rewritten to show that review and approval authority rests with
area and district Human Resources managers. Chart of approvals
(Exhibit 112) eliminated since higher level approvals were

abolished.

113 Conditions on Use of Policy 113
114 Prohibition of Political Recommendations 217.1
114.1 Exceptions 217.2
114.2 Penalties 217.3

12 Responsibility -

121 Vice President, Employee Resource Management -

121.1 Selection, Evaluation, and Recognition 121.1
121.2 Manager, National Test Administration Center 123
122 Diversity Development -
123 District Managers 122.1
124 District Manager, Human Resources 122.2
125 District Examination Administrators 126
126 Postal Inspection Service 128

Renamed from Postal Service Inspectors.

13 Multicomponent Employment and Placement Process -

Obsolete 121.2,122.3,124.1 and 124.2, 125, and 127




Chapter 2

EL-312 EL-311
2 Recruitment -

21 Planning and Coordination -

211 Recruitment Strategies -
211.1 Forecasting 21111
211.2 EEO and Affirmative Action Considerations 211.12
211.3 Evaluating Vacancies 211.13
212 Recruitment Options -
212.1 Noncompetitive Hiring Options 212
212.11 Employee Participation 215.3
212.12 Noncompetitive Selection 215.4
212.13 Promotion to Entrance Level Positions 216
212.2 Competitive Hiring Options -
212.21 Selections From Inservice Registers 214.1

212.22 Selections From Entrance Registers

215.1 and 215.2

22 Conducting Recruitment Activities

221 Labor Market Analysis

222 Recruitment Materials

222.1 Nationally Developed Tools

222.2 Locally Developed Tools 221.2
223 Publicizing Job Opportunities -

223.1 Advertising Techniques 222.1]a]
223.11 Internal Advertising -
223.12 External Advertising 222.1]b]
223.2 Paid Advertisements 222.2
23 Sources of Recruitment -

231 Applicability of These Instructions 241.1P
232 Policy 241.2P
232.1 Nondiscrimination in Hiring 241.21P
232.2 Management Responsibility for Filling Vacancies 241.22P
232.3 Definitions Applicable to Recruitment 241.23P
232.4 Internal Recruitment and Placement 241.24P

232.41 General Provisions

241.241P and 431.2[a]

232.42 Bargaining Vacancies 241.242P
232.43 Initial Level and Other Nonbargaining Vacancies 241.243P
232.5 External Recruitment 241.25P
232.51 Use of External Recruitment 241.251P
232.52 Positions Restricted to Applicants Eligible for Veterans’ 241.252P
Preference

New material in second from last paragraph is from Delegated

Examining Operations Handbook, A Guide for Federal Agency

Examining Offices, dated October 1999.

232.6 Reimbursement of Travel and Relocation Expenses 241.26P
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233 Career Recruitment 241.3P
233.1 Internal Placement of Bargaining Employees 241.31P
233.11 Examination Requirements 241.311P
Substitution for 911 Custodial examination no longer in effect.

233.12 Senior Qualified and Best Qualified Position 241.312P
Requirements

233.13 Medical Qualifications 241.313P
233.14 Maintenance Selection System Requirements 241.314P
233.2 Internal Placement of Nonbargaining Employees 241.32P
233.3 External Recruitment Sources 241.33P
233.31 Competitive Appointment From a Register of Eligibles 241.33aP

233.32 Reinstatement

241.33bP, 243[b], and 272.2

233.33 Transfer From Another Federal Agency

241.33cP

233.34 Dual Employment

233.341 Between the Postal Service and the Private Sector

241.33d(1)P

233.342 Between the Postal Service and Other Federal
Organizations

241.33d(2)P

233.35 Noncompetitive Appointment of Veteran With 30 Percent | 241.33eP
or More Disability

233.36 Noncompetitive Appointment of Veterans’ Readjustment | 241.33fP
Appointment Eligibles

233.37 Reemployment of Annuitants 241.33gP
233.38 Employment of People With Disabilities 241.33hP
234 Noncareer Recruitment 241.4P
234.1 General Provisions 241.41P
234.2 Specific Rules 241.42P
234.21 Veterans’ Preference Rules 241.421P
234.22 Collective Bargaining Agreement Limitations 241.422P
234.23 Dual Employment 241.43kP
234.231 Between the Postal Service and Other Federal Agencies | 241.43k(1)P
234.232 During Applicant’s Terminal or Transitional Leave From 241.43k(2)P
Military

234.233 Between Different Postal Installations 241.43k(3)P
234.3 Noncareer Employee Recruitment Sources 241.43P
234.4 Skilled and Technical Positions 241.423p
234.5 Rural Carrier Associate 241.43gP
234.6 Casual Positions -

234.61 Former Postal or Federal Employees With Reinstatement | 241.43aP
Eligibility

234.62 Former Casual Special Recruitment Authority 241.43bP
234.63 Casual General Application File System 241.43cP
234.64 General Application File 241.43dP
234.65 Student Program 241.43eP
234.66 State Employment Service 241.43fP
234.67 Register of Eligibles 241.43IP
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234.68 Employment of People With Disabilities 241.43mp
234.7 Temporary Relief Carrier and Postmaster Relief/Leave -
Replacement

234.71 Temporary Relief Carrier General Application File 241.43hP
234.72 Postmaster Relief/Leave Replacement 241.43iP
234.73 Reemployment of Postal Service Annuitants as 241.43jP
Temporary Relief Carrier and Postmaster Relief/Leave

Replacement

235 Employment of People With Disabilities -

235.1 Policy 261.51
235.2 Reasonable Accommodation 261.52
235.21 General 261.521
235.22 Performance, Attendance, and Conduct Standards 261.522
235.23 Deaf or Hard of Hearing Applicants and Employees 261.523
235.3 Competitive Hiring of Persons With Severe Disabilities 261.53
235.31 Recruitment 261.531
235.32 Outside Organizations 261.532
235.33 Reasonable Accommodation in Testing 261.533
235.4 Noncompetitive Career Hiring of Persons With Severe 261.54
Disabilities

235.41 Other Agencies 261.541
235.42 Potential Applicants 261.542
235.43 Job Information for Rehabilitation Counselors 261.543
235.44 Initiating the Hiring Process 261.544
235.45 Probationary Period 261.545

Obsolete

213, 214.21 and 214.22

Obsolete, replaced by 77 Employment Restoration After Military

Service.

218.1, 218.11 and 218.12, 218.121-218.124,
218.13, 218.131-218.133, and 218.2

Obsolete

221.1, 231 and 232, 262.2, and 241.44P




Chapter 3

EL-312 EL-311
3 Examinations -

31 General -

311 Entrance Examinations -

311.1 Written Examinations 411.41
311.2 Rated Application 411.42
311.3 Performance Test 411.43
311.4 Noncompetitive Entrance Examination 412.232
312 Inservice Examinations 412.1
312.1 Qualifying Examinations 412.21
312.2 Competitive Examinations 412.22
312.3 Noncompetitive Inservice Examinations 412.231
313 Duration of Results 412.3
314 Examination Locations 421.11
314.1 Examination Center 421.121
314.2 Examination Installation 421.122
314.3 Examination Site -

315 Examination Personnel 421.21
315.1 Examination Administrator -

315.2 Examiners 421.22
315.3 Monitors 421.23

315.4 Reporting Relationships

421.241 and 421.242

315.5 Number of Examiners and Monitors 421.27
315.6 Training -
315.61 Examiner Training 421.281
315.62 Monitor Training 421.282
315.63 Automotive Mechanic Performance Test Examiner -
Training

315.7 Selection and Certification 421.25
315.8 Availability of Examiners and Monitors 421.29

315.9 Restrictions on Use of Examinations Personnel

421.26 and 431.34

316 Examination Administrator Responsibilities

316.1 Accepting Applications

316.2 Maintaining Supplies 421.53
316.3 Before Scheduling Applicants for Examinations 421.84[a]
316.4 Administering Examinations 423.112
317 Examination Materials -

317.1 Obtaining Materials 421.92
317.2 Ordering Materials 421.54
317.3 Verifying Materials 421.522
317.4 Stocking Materials 421.551
317.5 Test Series New
317.51 Rotating Test Series 421.931




EL-312 EL-311
317.52 Administering Multiple Test Series 421.932
318 Security -

318.1 Restricted Materials 421.621
318.2 Securing Restricted Materials 421.623
318.3 Maintaining and Using Duplicate Keys 421.624
318.4 Maintaining Local Inventory Control 421.625
318.5 Loss of Restricted Test Materials 421.622
318.6 Emergency Conditions -
318.61 Handling an Emergency Evacuation 423.81
318.62 Securing Test Materials 423.811
318.63 Returning to Examination Room and Rescheduling 423.812
Applicants

32 Entrance Examination Process -

321 Advanced Planning -

322 Announcement and Application Process -

322.1 Competitive Nature of Entrance Examinations 411.12
322.2 Procedure for Opening Examinations -
322.21 Announcing Examinations 421.41
322.22 Announcement Period 421.42
322.3 Authorization to Administer Examinations 421.3
322.4 Processing Applications -
322.41 Where to Apply 421.71
322.42 Accepting Applications 421.72
322.43 Canceling Multiple Applications 421.73
322.5 Eligibility for Examinations 411.11
322.51 Applicants Not Yet Age 18 312.122
322.52 Applicants Likely to Gain Permanent Resident -
Status During the Period of Eligibility

322.6 Participation of Career Postal Employees 411.13
322.7 Delayed and Reopened Examinations -
322.71 Delayed Application -
322.711 Persons Unable to Apply During an Open 272.31
Examination Because of Military Service

322.712 Persons Filing Early Applications Before Military 272.33
Discharge

322.713 Reservists Filing Applications While on Active Duty | 272.4
322.714 Postmaster Relief/Leave Replacement -
322.715 Additional Delayed Applications -
322.72 Reopened Application 272.11
322.73 Verifying Entitlement -
322.731 Accepting and Determining Eligibility 272.5

322.732 Presenting Proof of Entitlement

272.34 and 272.35

322.74 Limitations on Filing

272.13 and 272.8

322.75 Scheduling for Examination

421.83
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323 Final Preparation for Examination -

323.1 Condition of Facilities 421.911
323.2 Additional Site Considerations 421.912
323.3 Before Scheduling Applicants -

324 Scheduling Process -

324.1 Overscheduling Applicants 421.84[b]
324.2 Examination Center or Location 421.82

324.3 Telling Applicants What to Expect

421.851 and 421.852

324.4 Applicants With Disabilities

421.87

325 Admission to Examination Room

325.1 Verbal Notice to Applicants — What to Expect 422.1
325.2 Authority for Admission 422.2
325.3 Items Required for Admission 422.5
325.4 Applicant Identification Procedures -
325.41 Checking Identification 422.71
325.42 Deterring Impersonation 422.72
325.5 Applicants Without Proper Authorization -
325.51 Admitting Applicants by Available Space 422.31
325.52 Admitting Applicants Scheduled for a Different Day 422.32
or Time

325.53 Misplaced Admission Document 422.33
325.6 Late Reporting Applicants -
325.61 Conditions for Admission 422.41
325.62 Considerations and Instructions 422.42

326 Test Administration Process

326.1 Using Directions for Conducting Examinations

421.95 and 423.61

326.2 Uniform and Courteous Administration

423.2

326.3 Items Allowed in the Examination Room

326.31 Authorized Items 423.731

326.32 Items and Behaviors Not Permitted 423.732

326.4 Starting on Schedule 423.71

326.5 Handling Examination Materials -

326.51 Handling Answer Sheets 423.63[a]

326.52 Incorrect Gridding of Answer Sheets 423.63[b]

326.53 Collecting Forms 423.72

326.54 Distributing Test Booklets 423.411 and 423.412
326.55 Distributing One Test Booklet per Applicant 423.741

326.56 Discovering Insufficient Test Materials

423.421 and 423.422

326.57 Discovering Errors in Test Materials

423.43

326.6 Timing Examinations

326.61 Timing Accuracy 423.761
326.62 Timing Procedures 423.762
326.63 Completing Time Record Sheets 423.771
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326.7 Providing Correct Assistance to Applicants 423.3
326.8 Correct Gridding of Answers 423.632
326.9 Handling Exceptional Situations -
326.91 When Applicants Abandon Examinations 423.78
326.92 Applicants Who Leave the Examination Room 423.75
327 Ending Examinations -
327.1 Ending the Examination 424.12
327.2 Collecting Test Material From Applicants 424.11
327.3 Prohibiting Applicant Review of Completed Tests 423.743
327.4 Reviewing Answer Sheets After Examination 423.633
327.5 Verifying Inventory After Examination Has Concluded | 424.21
327.6 Returning Materials to NTAC 424.24
327.7 Disposition of Materials at Examination Center -
327.71 Returning Unused and Reusable Test Materials 424.41
327.72 Destroying Job or Office Choice Sheets 424.42
328 Processing Examination Results -
328.1 Scoring Answer Sheets -
328.11 NTAC Scoring 425.11
328.12 NTAC Ratings 425.12
328.13 Data for the Hiring and Testing Subsystem 425.13
328.2 Transmittal of Register Records and Notices of Rating | —
328.21 Arranging Ratings on Registers 425.21
328.22 Arranging Notices of Rating and Alphabetical 425.22
Records

33 Inservice Examination Process -

331 Announcement and Application Process -
331.1 Authorization to Administer Inservice Examinations -
331.11 National Examinations 432.11
331.12 Local Examinations 432.12
331.2 Announcement and Closing Dates 431.11
331.3 Examination Opened at Two or More Installations 431.2[b]
331.4 Examiner Requirements -
331.41 Identifying Examiners 431.31
331.42 Number of Required Examination Personnel 431.33
332 Examination Scheduling Process 4315
332.1 Scheduling Applicants 431.51
332.2 Scheduling Makeup Dates 431.52
333 Examination Facility Requirements 431.4
334 Examination Admission Process -
334.1 Preparing for Examinations 432.31
334.2 Admitting Applicants 432.32

335 Conducting Examinations Properly

432.331-432.333 and 433.3

336 Examination Submission Process
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337 Examination Results Processing -

337.1 Scoring Answer Sheets 432.4
337.2 Transmittal of Register Records and Notices of Rating | 432.5
34 Special Examinations -

341 Scheduling Special Examinations 421.861
342 Acceptable Reasons for Scheduling Special 421.862
Examinations

343 Unacceptable Reasons for Scheduling Special 421.863
Examinations

344 Time Limit 421.864
35 Rated Applications -

351 Description 441.1
352 Purpose 441.2
353 Administering Rated Application Examinations 442.1
353.1 Procedures -
353.11 Requesting Examination Announcements 442.21
353.12 Providing Knowledge, Skills, and Abilities -
Information

353.13 Accepting and Forwarding Applications 442.23
353.14 Scoring Applications 442.24
353.15 Returning Material to Examination Center 442.25
353.2 Mailing Notices of Rating 442.3
353.3 Registers 442.5
36 Performance Tests -

361 Authorization 451.2
362 Administering Performance Tests -

362.1 Time of Administration 452.1
362.2 Administering the Tests -
362.21 Personnel Administering the Test 452.21
362.22 Rating Examinees 452.22
362.3 General Instructions for Examiners -
362.31 Reading Instructions Before Giving Performance 452.31
Tests

362.32 Prior Preparation 452.32
362.33 Recording Time 452.33
362.4 Examination Results -
362.41 Notifying Examinees of Performance Test Results 452.41
362.42 Processing Test Results 452.42
362.5 Stenography Tests -
362.51 Test Administration 453.11
362.52 Dictation Materials and Equipment -
362.521 Taking Dictation Notes 453.221
362.522 Using Cassette Tapes 453.222

362.53 Additional Procedural Guidance
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362.531 Cassette Tapes Procedures 453.231
362.532 Interruptions During Tests 453.232
362.533 Cassette Player Malfunctions 453.233
363 Computer-Based Tests -

37 Review of Rating Requests -

371 Right of Review 426.1
372 Forwarding Requests to NTAC 426.2[a]
373 Review of Rating — Time Limitation 426.2[b]
374 Review of Rating — Not Accepted From Applicants -

375 Review of Rating — Additional Qualifications 442.4

Obsolete

272.12,272.14, 272.32, 272.36, 272.6 and 272.7,
411.2 and 411.3, 421.51 and 421.52, 421.521,
421.523, 421.552-421.555, 421.61, 421.74, 421.81,
421.94, 422.34, 422.6, 422.73, 423.111,
423.121-423.124, 423.5, 423.62, 423.631, 423.733,
423.742, 423.77, 423.772, 424.22 and 424.23,
424.31 and 424.32, 425.31 and 425.32,
425.41-425.44, 425.5, 431.12, 431.32, 432.13,
432.2,432.34, 432.6 and 432.7, 433.1 and 433.2,
433.4, 442.22, 451.1, 452.34 and 452.35, 453.121
and 453.122, 453.21, 461, 461.1, 461.21-461.24,
461.31-461.34, 462 and 463, 464.1, 464.21-464.23,
465.1-465.5, 465.61 and 465.62, 466.1, 466.21 and
466.22




Chapter 4

EL-312

EL-311

4 Registers

41 Introduction

411 Definition

412 Responsibility

2511

413 Restricted Records

251.21

414 Arrangement of Applicants

414.1 General

252.1

414.2 Basic Order for Organizing a Register

414.21 Group 1, Compensable Disability Eligibles

252.21

414.22 Group 2, All Other Eligibles in Order

252.22

414.3 Order for Registers Established for Jobs Restricted to
Preference Eligibles

252.3

414.4 Breaking Ties

252.4

414.5 Order for EAS Positions Level 17 and Higher

415 Information Given to Applicants

415.1 Specific Information Given to Applicants

251.22

415.2 Information About Future Job and Examination
Opportunities

251.23

42 Merging New Scores With Existing Ratings

421 Time Sensitivity

422 Merge Process

422.1 Validating Questionable Data

422.2 Recompeting in a New Open Examination

422.3 Resolving Duplicate Ratings

423 Delayed and Reopened Process

423.1 Explanation of Benefits of Process

423.2 Designation of Primary Register for Processing

423.3 Processing of Eligible Ratings

43 Usage and Duration

431 Duration of Applicant Eligibility

431.1 Basic Eligibility and Extension

252.81

431.2 Impact of Unsuitability Reversal or Pending Criminal
Conviction

252.82 and 313.36b

431.3 Impact on Eligibility of Active Military Duty

252.83

431.4 Extension of Eligibility for Register Applicants

252.84

432 Retention of Registers

432.1 Retention of Inactive Register Schedule

251.31 and 251.32

432.2 Annual Purging of Inactive Register 251.33
433 When Registers Are Terminated 252.85
44 Transfer of Eligibility and Canvassing 253.1
441 Definitions -
441.1 Transfer of Eligibility 253.21

441.2 Canvass

253.22
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442 Canvass Procedure 253.3
443 Procedure — Applicant Initiated -
443.1 Application for Transfer 253.41
443.2 Accepting the Application 253.43
443.3 Action by Losing Office 253.44
443.4 Action by Receiving Office 253.45
443.5 Impact on Current Eligibility 253.48
45 Other Applicant Processes -

451 Change in Name, Address, or Availability 252.5
452 Change in Job or Office Choice 255.13
453 Failure to Respond 315.23
454 Restoration of Eligibility Following Return From Military | —
Service

454.1 Inactivation and Restoration 242.1
454.11 Request Within 90 Days After Discharge 242.1a
454.12 Service Must Not Exceed 4 Years 242.1b
454.13 Honorable Separation From the Armed Forces 242.1c
454.2 Term of Eligibility After Restoration 242.2
454.3 Eligible Selected for Career Employment With a -
Lower Score

From 5 CFR 332.322.

455 Lost Consideration 243[a]
455.1 Procedure 244.2
455.2 Terminated Register 244.3
455.3 Existing Hiring Worksheet -
455.31 Consideration While a Hiring Worksheet Is Still Open | 244.41
455.32 Not Disturbing Selections of Other Applicants 244.42
456 Request for Reactivation -
456.1 Applicants Who Are Separated Former Career Postal | —
Employees

456.2 Applicants Who Are Now Eligible and Suitable for 264.72
Employment

456.3 Applicants Who Were Unavailable to Be Contacted -

for Employment

456.4 Applicants Who Previously Declined Consideration -

46 Change to Register Configuration -

461 Definitions 254.1
462 Considerations -
462.1 Dividing Territory Into Multiple Registers 254.21
462.2 Other Factors in Constructing Registers 254.22
462.3 Establishment -
462.31 Current Registers 254.31
462.32 Announcements 254.32

462.33 Notifying Current Eligibles
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462.331 Communicating Change and Options to Applicants | 254.331
462.332 Documenting Applicant Notification 254.332
462.4 Approval -
462.41 Submitting Request 254.41
462.42 Notification of Approval 254.42
462.5 Changes to AER or Mega Registers -
462.51 Authority 254.61
462.52 When Offices Should Be Removed 254.62
462.53 Canvassing 254.63
462.6 Selection of Three Office Choices -
462.61 Identity Numbers 255.11
462.62 Designation of Choices 255.12
462.63 Changing Choices -

462.7 Restored or Extended Eligibility Following Active 255.3
Military Service

47 General Application File 261.44
From previous version of EL-311.

48 Veterans' Preference -

481 Requirement 2411
482 Authority of Appointing Official 241.2
483 Kinds of Veterans’ Preference -

483.1 5-Point Preference 241.31
483.2 10-Point Preference -
483.21 Disabled Veterans 241.321
483.22 Spouses of Disabled Veterans 241.322
483.23 Widows or Widowers of Veterans 241.323
483.24 Mothers of Veterans 241.324
484 Proof of Preference Claimed 241.41
485 Adjudicating Claims for 5-Point Preference -

486 Adjudicating Claims for 10-Point Preference -

486.1 Nature of Discharge 24151
486.2 Documentation 241.54
486.3 Claims for Spouse or Mother Preference 241.55
486.4 Claims for Widow and Widower Preference 241.56
487 Noting Adjudicated Preference on Application and -
Register

487.1 Claimed Preference Proven and Allowed 241.61
487.2 Claimed Preference Adjustments 241.621
487.3 Changes on Hiring Worksheet When Veterans’ -
Preference Is Adjusted

487.4 Notification to Applicant When Preference Claimed Is | 241.64
Not Allowed

487.5 Return of Documents Presented for Proof 241.7
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488 Appointment at Lesser Preference Level 241.8

Obsolete 241.325, 241.33, 241.42-241.44, 241.52 and
241.53, 241.622, 241.9, 243, 251.41 and 251.42,
252.7, 253.42, 253.46 and 253.47, 254.5, 255.14,
255.2-255.6, 255.4 and 255.5, 263.1 and 263.2,
271.11, 271.121 and 271.122, and 271.2-271.4




Chapter 5

EL-312

EL-311

5 Suitability

51 Employment Eligibility and Suitability

511 Policy and Applicability

511.1 Policy

511.11 Rights to Workplace Safety and Mail Security

Policy contained in 311.1 reworded to emphasize importance
of suitability and eligibility screening.

311.1[a]

511.12 Nondiscrimination in Hiring

311.1[b]

511.13 Policy for Residence Requirements

312.4

511.2 Applicability of These Instructions

311.611[b]

512 Screening Process Philosophy

512.1 Personal Qualifications

512.11 Conscientiousness

512.12 Adaptability

512.13 Cooperation

512.14 Communication

512.2 Sequence of Screening Activities

Introduces suitability highlighting preferred sequence of
screening activities.

311.3

512.21 Preemployment Orientation

311.21[a]

512.22 Prescreening

311.613

512.221 Authorization and Release

311.612

512.222 Applicant Identification

311.22

512.223 Adjudicating Veterans’ Preference

New. Early verification and adjudication of veteran preference
claims in screening process.

512.224 Reviewing the Employment Application

Expands upon the importance of Form 2591, Application for
Employment, as the foundation of the suitability screening
process.

311.21[b]

512.225 Initiating Inquiries

311.611[a] and 311.614

512.226 Applicants for Positions That Require a Commercial
Driver’s License

512.227 Reviewing Replies

512.228 Initiating Qualifying Tests

512.229 Evaluating and Determining Applicant Suitability

512.23 Interview

512.24 Selection and Extension of Job Offer

512.25 Post-Job Offer Activities

512.26 Components

512.27 Veterans’ Preference Adjudication

512.271 Policy of Early Verification

512.272 Documents Review

512.273 Verification of Entitlement to Preference Claimed
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513 Eligibility Requirements

513.1 Application Review

513.2 Minimum and Maximum Age Requirements

312.11, 312.121, 312.13 and 312.14

513.3 Relatives

513.31 Policy

312.312, 312.331, and 312.332[a]

513.32 Applicable Definitions

513.32a. Manager 312.321
513.32h. Nonbargaining employee 312.322
513.32c. Relative 312.323

513.33 Conditions for Elevating Selection and Appointing
Authority

312.334a and 312.334b

513.34 Where Selection Restrictions Do Not Apply

513.34a. Competitive External Hiring 312.341
513.34b. Senior Qualified 312.344
513.34c. Postmaster Relief/Leave Replacement 312.343
513.34d. Emergencies 312.342
513.35 Improper Recommendation From a Nonbargaining 312.332[b]
Employee

513.36 Consequences of Violations 312.333

513.4 Selective Service System Registration Requirements
Supersedes memorandum, Selective Service Registration,
issued July 24, 1998, by Manager, Selection, Evaluation and
Recognition.

513.41 Eligibility Requirements and Verification

312.51 and 312.522

513.42 Determination of Eligibility 312.521
513.43 Eligibility Determinations for Unregistered Applicants -
513.43a. Applicants under 26 and not registered 312.531
513.43b. Applicants 26 or over and not registered 312.532
513.43c. Other unregistered applicants -
513.44 Determination Whether to Reverse Ineligibility 312.533
513.45 Processing Applicants Under Age 18 -
513.46 Persons Exempt From SSS Registration -

513.5 Citizenship Policy 312.21
514 Application for Employment -

514.1 Evaluating Employment History 326.3
514.11 Handling Removals From Postal Service or Other 313.53

Federal Employment

514.12 Consideration of Other Unsatisfactory Service

313.51, 313.521 and 313.522

514.13 Debarment

514.2 Assessing Military Service History

311.62 and 313.8

514.3 Assessing Criminal Conviction History

514.31 Policy

313.31 and 313.32

514.32 Restrictions on Inquiries

313.331

514.33 Obtaining Police Records




EL-312

EL-311

514.331 Situations When Applicant Must Provide Criminal
Records

514.332 Use of Sample Letter of Inquiry

514.34 Verifying Criminal Record Information

313.37

514.35 Using Arrest Records

313.332, 313.342, 313.333 and 313.334

514.36 Evaluating Conviction Records

313.341

514.37 Evaluating Employability of Applicants With Criminal 313.343
Convictions

514.38 Additional Considerations -
514.38a. Probation or parole 313.35
514.38b. Pending charges 313.36a
514.38c. Time since conviction 313.344
514.39 Post-Hire Policy 313.38
515 Drug Abuse History -

515.1 Policy -

515.2 Inquiries -

516 Driving History -

516.1 Policy 311.63

516.2 Form 2480, Driving Record — For Positions That
Require Driving

516.3 Driving Abstracts

516.4 Table of Disqualifications
Updated Table of Disqualifications, Exhibit 516.4.

516.5 Ineligibility Factors

516.51 General Disqualifying Factors

516.511 Less Than 2 Years Experience

516.512 License Suspension

516.513 License Revocation

516.52 Specific Disqualifying Factors

516.521 Violations

516.522 Substance Abuse Driving Offenses

516.523 Other Traffic Violations

516.524 At-Fault Accidents

516.525 Hit-and-Run Offenses

516.526 Determining Disqualifying Violations

516.53 Review of Driver’s License

517 Qualifying Tests

517.1 General

517.2 Computerized Keyboard Tests

517.3 Automotive Mechanic Bench Test

517.4 Qualification Review — Candidate Supplemental
Application

517.5 Driver’s License Review

518 Drug Screening
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518.1 Scheduling

518.2 Considering Ineligible Applicants in the Future

52 Determining Eligibility and Suitability

521 Suitability Determination With Information Not From
Application

315.11-315.13

522 Deciding Eligibility and Suitability

313.2 and 314.1c

523 Negative Eligibility or Suitability Decision

315.21 and 315.22

524 Applicant Request for Reconsideration

315.3

525 Applicant Request for Reactivation

526 Reversing Unfavorable Suitability Decision

3155

527 Certifying the Suitability Decision

311.51

53 Other Suitability Issues

531 Questionable Suitability Cases

317

532 Other Suitability Questions

3131

54 Preemployment Interview

541 Training and Preparation of Interviewers

542 Conducting the Interview

543 Assessing English Competence

265.122

544 Selection and Extension of Job Offer

New. Provides referral to 626 Selection Decision, for selection
and extension of job offer.

545 Right to Review for CPS Veterans

55 Eligibility to Work in the Postal Service

Incorporates and supersedes memoranda, Form 2591—
Citizenship Verification issued January 26, 1999, and May 25,
1999, by Manager, Selection, Evaluation and Recognition.

551 Determining Eligibility

552 Using the OMB Form -9

312.22

56 Special Agency Check

561 Elements

311.64 and 311.65

562 Processing OPM-IS Form 86C

Incorporates and supersedes Memorandum of Policy,
Implementation Procedures for Office of Personnel
Management's Expanded Agency Checks, issued November
9, 1995, by Vice President Gail G. Sonnenberg.

563 OPM Results

57 Medical Suitability

571 Policy 322.12
572 Purpose 322.11
Only the portion of medical suitability determination that rests

with the appointing official is included.

572a.Conversion/promotion/ 322.21

reassignment/transfer

572b. Reappointment

322.131 and 322.132

573 Process Overview

573.1 When to Initiate

322.41
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573.2 Required Documents

323.11, 324.21, and 324.22

573.3 Obtaining Medical Records

324.31

574 Appointment Decisions

325.4 and 326.11

574.1 Nonveterans and Veterans With Less Than 30 Percent
Disability

327.111, 327.112, 327.12, and 326.12

574.2 Veterans with 30 Percent or More Disability

327.211, 327.212, 327.221, and 327.222

574.3 District Human Resources Manager

327.231, 327.232, and 327.233

574.4 OPM Decision

327.241 and 327.242

574.5 Final Action

327.25

575 Disposition of Records

326.13 and 327.16

58 Post Hire Suitability

581 Appointment Affidavit

581.1 Completing Form 61

581.2 Administering the Oath of Office

New material clarifies proper completion of the appointment
affidavit and administration of the oath of office. Supersedes
memorandum, Oath of Office, issued July 24, 1999, by
Manager, Selection, Evaluation, and Recognition.

582 Review of Official Personnel Folders

Discussion of official documents pertaining to prior postal or
federal employment. Supersedes memorandum, Prior Postal
Employment Verification, issued May 1, 1991, by Assistant
Postmaster General Joel Trosch.

583 Security Investigations

583.1 Nonsensitive Positions 316.21
583.2 Inspection Service Screening Process -
Supersedes memorandum, Nonsensitive Security Clearances

for Newly Hired Postal Employees, issued January 26, 1993,

by Manager, Selection, Evaluation, and Recognition.

583.3 Sensitive Positions 316.1
Rewritten just to include basics.

584 Employee Evaluation -

584.1 Significance of Probationary Period -

584.2 Outlining Expectations -
Incorporates and supersedes memorandum, Employee

Evaluation and/or Probationary Report, issued August 24,

1994, by Vice President Suzanne J. Henry.

584.3 Length of Probationary Periods 377.1s
584.31 Career Appointment to Bargaining Position 377.1as
584.32 Career Appointment to Nonbargaining Position 377.1bs
584.33 Position Change During Probationary Period 377.1cs
584.34 Noncareer Appointment 377.1ds
584.35 Reinstatement 377.1es
584.4 Counting Probationary Service 377.2s
584.41 Periods of Absence 377.21s
584.42 Periods of Military Service 377.22s
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584.43 Periods of Noncareer Service 377.23s

584.44 Reassignment During Probation 377.24s

584.45 Position Changes During Probation 377.25s

584.5 Bargaining Employees 378s

584.51 Performance Evaluation Intervals 378.11s and 378.12s
584.52 Formal Evaluations at Other Intervals 378.13s

584.53 Evaluation After the Probationary Period 378.2s

584.6 Nonbargaining Employees

Obsolete

311.52, 312.311, 312.313, 312.324, and 312.335

Obsolete — 5 USC 3319 repealed by Civil Service Reform Act
of 1978

312.35

Obsolete

312.523, 313.4, 313.7, 313.61 and 313.62, 313.91
and 313.92, 313.931 and 313.932, 313.94,
313.951-313.953, 313.96-313.98, 314.2, 315.4,
316.22 and 316.23, 321.1, 321.211-321.215,
321.221-321.224, 321.231-321.233, 321.24,
322.14, 322.31 and 322.32, 322.42, 323.12 and
323.13, 323.2 and 323.3, 324.11 and 324.12,
324.321-324.323, 324.33 and 324.34, 325.1,
325.21 and 325.22, 325.3, 325.5, 326.21 and
326.22, 327.13-327.15, 33, 332.1 and 332.2,
332.31-332.33, 332.4 and 332.5, 333.1-333.4,
333.51 and 333.52, 334, 341, 341.1 and 341.2,
342, 342.1-342.4, 342.51 and 342.52, 343, 343.1
and 343.2, 343.31, 343.321 and 343.322, 343.33
and 343.34, 343.41 and 343.42, 343.51-343.53,
344, 312.334c, 314.1a and 314.1b, 378.1s
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6 Selection -

61 Selection Preparations 264
611 Responsibility 264.1
612 Maintenance of Records 264.3
613 Updating Registers 244.1
614 Number of Jobs to Be Filled -
614.1 Vacancies 264.41
614.2 Eligibles 264.42
615 Preparing Hiring Worksheets -
615.1 Sequence 264.51
615.2 Validity 264.52
615.3 Processing Requests for Hiring Worksheets 255.72
615.4 When a Register Is Used for More Than One Position | 264.54
615.5 Special Order of Certification of Applicants -
Includes new material from Delegated Examining

Operations Handbook, A Guide for Federal Agency

Examining Offices, dated October 1999.

615.6 Issuing Hiring Worksheets 255.71
616 Recording Hiring Worksheet Details on Register 264.6
617 Contacting Eligibles -
617.1 Preparation of Interview Notice 264.71
617.2 Maintaining Copies of Interview Notices 264.73
618 Checking the Status of Suitability Checks 264.8
62 Selection Procedures -

621 Preemployment Interview -
621.1 Interview Requirements 265.11
621.2 Evaluation of Eligibles -
621.21 Appointing Officials’ Role in Evaluating Applicants 265.121
621.22 Evaluating Basic Competence in Speaking and -
Understanding English

See EL-312, 543 for EL-311 reference.

622 Applicants Excluded From Selection Process -
622.1 Applicants Not Available For Consideration -
622.11 Applicants to Be Inactivated 265.831
622.12 Other Applicants Not Considered 264.22
622.13 Postal Employees Who Are Preference Eligibles 264.23
622.14 Changes on Hiring Worksheet When Veterans’ 241.63
Preference Is Adjusted

622.2 Failure to Meet Eligibility, Suitability, or Job -
Requirement

622.21 Removal From Consideration 265.61
622.22 Applicants Without Satisfactory Driving Record 265.62
622.23 Applicants With Pending Criminal Charges 265.63
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622.24 Eligibility Period for Disqualified Applicants 265.64
622.25 Unsuitable Applicants Not Selected 265.123
623 Selection From Three Highest Ranked Eligibles 264.21
624 Applying the Rule of Three in Selection 265.2
625 Selection Sequence 265.5
626 Selection Decision 265.4
627 Objection to or Pass Over of Preference Eligible -

627.1 Preference Eligibles Except CPS 265.71
627.11 Preparation 265.711
627.12 Review and Concurrence 265.712
627.13 Reasons for Objection or Pass Over 265.713
627.14 Procedure 265.714
627.2 Veterans With 30 Percent or More Compensable -
Disability

627.21 General 265.721
627.22 Action by Installation 265.722
627.23 Action by District 265.723
627.24 Action by OPM 265.724
628 Updating Records -

628.1 Codes to Be Used on Hiring Worksheet 265.821
628.2 Retention on Register -
628.21 Applicants to Be Inactivated -
EL-311 reference is 265.831, which is also used for EL-312,

622.11.

628.22 Other Inactivation Rule 265.832
628.3 Processing Applicant Records 265.85
63 Auditing Selection Actions 266

631 General 266.1
632 Worksheet Audits 255.74 and 266.2
633 Return of Hiring Worksheets Without Selection 255.73

Obsolete

264.53, 265.31-265.33, 265.811-265.814,
265.822-265.824, and 265.84




Chapter 7

The following represents a more detailed explanation of the changes to chapter 7 than for other chapters
of Handbook EL-312. This allows readers to understand how the changes relate to the policies and
procedures authorizing them, such as articles in Postal Bulletin, memorandums of policy, and handbooks
other than the Handbook EL-311.

a. Textis changed throughout to delete the word unit when referring to bargaining and nonbargaining
positions. Rewriting does not change the meaning or intent of the previous 510 and 520 document
(now 71 and 72), as published in Postal Bulletin 21770 dated August 23, 1990.

b.  Text has been updated, where appropriate, to reflect organizational changes, i.e., division field
directors, Human Resources, are changed to district managers of Human Resources, et.al.

C. 717.32 contains new material from Interim Guidelines for the Employment Restoration of Individuals
Who Served in the Uniformed Services issued by Manager, Selection, Evaluation, and Recognition,
memorandum on February 17, 1998. New part 77 reflects permanent policy.

d. 73, Initial Level Supervisor Positions, incorporates and supersedes Part VII, Page 7, EAS Selection
Policies transmitted by memorandum, EAS Selection Policies Update, issued January 20, 1995, by
the Deputy Postmaster General.

e. Initial Level Supervisor Selection, Postal Bulletin 21808 dated February 6, 1992, and Form 5945-A,
Application for Initial Level Supervisor, Postal Bulletin 21812 dated April 2, 1992, are obsolete.

f. The document is rearranged to put noncompetitive procedures ahead of competitive procedures,
consistent with the arrangement of the other parts of Chapter 5, and in conformance with postal
policy to provide first opportunity to current supervisors.

g. Chapter 54, Nonbargaining Unit Positions, contained in Handbook EL-311 dated April 1990, is
retitled 74, EAS Selection Policies and Procedures, and is rewritten in its entirety. It incorporates
and supersedes the following material:

(1) Memorandum Interim EAS Selection Procedures issued July 27, 1993, by Vice President
William J. Henderson.

(2) Memorandum EAS Selection Policies Update issued January 20, 1995, by Deputy Postmaster
General Michael S. Coughlin, transmitting document dated January 19, 1995, entitled EAS
Selection Policies.

(3) Memorandum EAS Selection Policy Change issued May 11, 1995, by Vice President Gail
Sonnenberg.

(4) Memorandum EAS Selection Policies issued September 14, 1995, by Vice President Galil
Sonnenberg.

(5) Announcements and EAS Applicant Notification issued March 18, 1997, by Vice President
Yvonne Maguire.

(6) Memorandum EAS Selection Review Committees issued November 20, 1998, by Vice
President Yvonne Maguire.

(7) Change and Clarification, Employee and Labor Relations Manual, Section 353.344 issued
June 1, 2000, by manager Susan M. LaChance.

h.  The document described in Item 6b above, EAS Selection Policies Update dated January 19, 1995,
has been renumbered to conform to EL-312 format. Secondary headings and subparagraphs have
been numbered as well to provide for easy reference.

i. 75 contains new material that discusses the Associate Supervisor Program, that is used in place of
the Initial Level Supervisor Program (73). This material is based on Part 5, Selection Guidelines,
Program Coordinator’s Guide TD-41A, Associate Supervisor Program, August 1998.



76 contains material not formerly included in EL-311. It replaces Chapters 1 and 2, EL-303,
Bargaining Unit Qualification Standards, through Transmittal Letter 3 dated December 31, 1990,
with all subsequent updates. The remainder of EL-303 (qualification standards, appendixes, and
indexes) is available only in electronic form on Bgnet.

k. All references to Handbook EL-303, Qualification Standards — Bargaining Unit, have been
corrected to show that Chapters 1 and 2 of this handbook are now contained in 76, and the
remainder of the handbook (indexes, appendixes, and the qualifications standards themselves) is
available in electronic form on Bgnet, Bargaining Qualifications on the Net,

77 contains Postal Service policy on USERRA. Interim policy contained in memo issued February
17, 1998 and as an exhibit in ELM 16 is obsolete with the publication of the permanent policy in this
handbook.
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7 Assignment, Reassignment, and Promotion -

71 Introduction -

711 Organization 511.1
Reformatted to include new 75, 76, and 77.

712 Equal Employment Opportunity and Affirmative Action 511.21 and 511.22
Policy

Rewritten to combine EL-311 511.21 and 511.22 in one
narrative.

713 Exclusions and Limitations 511.32 and 511.33

Revised to highlight types of positions that are not covered
by the provisions of Chapter 7.

714 Selection Definitions and Philosophy -

714.1 Definitions Applicable to Selection 511.4 and 511.41-511.48

714.2 Selection Philosophy 511.5 and 511.6

715 Use of Penalty Mail for Applications -

From Postal Bulletin article Nonbusiness Use of Penalty
Mail Prohibited dated 10-17-85.

716 Positions Filled Temporarily 511.81 and 511.82
716.1 Temporary Assignments 513.1
716.11 Temporary Bargaining Assignments 513.2

716.12 Temporary Assignments to Nonbargaining Positions | 513.311, 513.312, 513.314, 513.321, and 513.322

716.13 Temporary Assignment to Higher Level — -
Bargaining

716.14 Temporary Assignment to Higher Level — -
Nonbargaining

716.141 Necessity 513.331

716.142 Higher Management Level Approval for 513.332
Assignments of 30 Calendar Days

716.143 Higher Level Assignments Limited to 90 Calendar 513.333
Days Unless Extended

716.144 120-Day Time Limit 513.334

716.2 Temporary Promotion 514.41

716.21 Selection Procedures 514.42

716.22 Appointment Duration 514.43[a)], 514.44, and 514.45

716.23 Preappointment Statement 514.43[b]
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717 Positions Filled Permanently -
717.1 Reassignment 512.1
717.1a. Reassignment to Bargaining Positions 512.2

717.1b. Reassignment to Nonbargaining Positions

512.31 and 512.32

717.1c. Mutual Exchanges

512.4

717.2 Unassigned Employees 512.33
717.3 Promotion 514.1 and 514.32
717.3a. Promotion to Bargaining Positions 514.2
717.3b. Promotion to Nonbargaining Positions 514.31
717.31 Competitive Procedures 514.36
717.32 Exceptions to Competitive Procedures 514.37
717.4 Absent Employees -
717.41 Not on Active Military Duty 514.33
717.42 On Active Military Duty -
717.421 Bidding on Positions -
717.422 EAS Positions -

718 Vacancy File 514.5

72 Bargaining Positions

721 Filling Positions

521.1 and 521.2

722 Conversion to Full-Time Status 522
723 Area of Consideration 523
Rewritten as narrative.

724 Position Requirements 524
Updated to include reference to Bgnet.

725 Special Requirements -

725.1 Identification, Justification, and Documentation 525.1
725.2 Appropriate Special Requirements 525.21
725.3 Inappropriate Special Requirements 525.22
726 Posting Requirements 526.1
726.1 Entry Positions in PS-5 and Below 526.2
726.2 Senior Qualified Positions 526.3
726.3 Best Qualified Positions 526.4
727 Bargaining Selection Procedures 527.11
727.1 Qualification Standards 527.121
Contains new references to Bgnet and 76.

727.2 No Qualification Standards 527.122
727.3 When to Evaluate Qualifications 527.13
727.3a. Bidding for a Change in Schedule 527.13c
727.3b. Bidding to Return to a Position Previously Held 527.13d
727.4 Timing and Sequence of Evaluation 527.14
727.5 Evaluating Qualifications 527.15
727.6 Pertinent Information 527.16

728 Selection Procedures
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728.1 Placement Principles -
728.1a. Senior Qualified Positions 527.171
728.1b. Best Qualified Positions 527.172
728.2 Senior Qualified Positions 527.21
728.21 Documentation of Qualifications 527.22

728.22 Bidding and Qualifications

527.23 and 527.241-527.243

728.23 Evaluating Qualifications

527.251-527.253

728.24 Using Form 1796-A

527.261-527.265

728.25 Selecting the Senior Bidder 527.27[a]
728.26 Vacancy File 527.27[b]
728.3 Best Qualified Positions 527.31
728.31 Selecting Official 527.33
728.32 Documentation of Qualifications 527.32[a]

728.321 Applications and Qualifications

527.341[a] and 527.342

728.322 Evaluating Qualifications

527.341[b] and 527.343[a]

728.33 Review Committees

527.344 and 527.343[b]

728.331 Review Committee Structure

527.345

728.332 Review Committee Procedures 527.346

728.34 Conducting Interviews 527.35

728.35 Using Form 1796-B 527.361-527.367
728.36 Selection of Best Qualified Applicant 527.38[a]

728.37 Selection Oversight 527.4

728.38 Vacancy File

527.38[b] and 527.32[b]

73 Initial Level Supervisor Positions

731 Purpose

Specifies the positions that are covered by ILS, and
references the use of the Associate Supervisor Program
described in part 75.

531.1, 531.21 and 531.22

732 Noncompetitive Procedures

732.1 Reassignment and Voluntary Reduction

536.2

732.2 Noncompetitive Selection for Announced Vacancies

536.31 and 536.321-536.323

733 Competitive Process

532.1-532.4

734 Announcement Procedures

734.1 Vacancy Announcement 534.2
734.2 Application Procedures 534.3
734.3 Advisory Panel Role 534.41
734.31 Advisory Panel Composition 533.52

734.32 Advisory Panel Rating Procedures

533.545 and 534.42-534.44

735 Selection Process

537.1 and 537.21-537.23

736 Vacancy File

538.31

736.1 Vacancy File Contents

538.32 and 538.34

736.2 Vacancy File Retention 538.33
74 EAS Positions -
741 Purpose of Subchapter 74 541.1
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742 Selection Principles

From EAS Selection Policies, Il. Retitled Principles and
adds words "ensure the following principles are observed” to
introductory sentence. Third bullet renamed ¢ and rewritten
to add record-keeping requirement.

743 Selection Process

743.1 Internal Recruitment

743.11 When to Consider Noncompetitive Applications 543.2
Second paragraph in lll.A. not incorporated.

743.12 Competitive Selection 544.111
743.13 Defining the Area of Consideration 544.21
From II.B.1. In paragraph one, district wide is changed to

within the district.

743.14 Determining Eligibility 544,13
From 111.B.2. First sentence not incorporated. In second

sentence, postmasters who have met the one-year service
requirement changed to postmasters who have served in

their current assignment for one continuous year.

743.15 120-Day Time Limit on Higher-Level Temporary 544.822
Assignment

Updated to reflect change in policy effective June 2, 2000. -
743.16 Exceptions to the 120-Day Limit 544.83
Updated to reflect change in policy effective June 2, 2000. -
743.17 Posting a Vacancy Announcement 544.23

First sentence was formerly first sentence of part IV. Second
sentence was first sentence of Ill.B.2. Subparagraph a. was
formerly second sentence of part IV, plus additional text.
Subparagraph b. was formerly the fifth paragraph of 111.B.3,
and subparagraph c. was formerly fourth paragraph of
1.B.3.

743.2 External Recruitment

743.21 Recruiting for Additional Applicants

From part V, paragraphs one and two. Exhibit 743.21,
External Recruitment — EAS Vacancies from Attachment A.

542.31 and 542.311

743.22 Recruiting for A Through E Postmaster Positions

From part V, paragraph 3. Exhibit 743.22 External
Recruitment, Postmasters A E from Attachment B.

542.331

743.3 Internal Applications
From part IV, paragraph 2.

743.4 Assessing Applications

743.41 Using Guidelines
From part VI, paragraph 1.

743.42 Maintaining a Vacancy File and Promotion Report
From part IX.

544.91, 544.921, 544.922,and 544.93

743.5 Roles of the Selecting Official and Review Committee

743.51 Selecting Official
From part VIII, Selecting Manager.

743.52 Review Committee
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743.521 Review Committee Function

544511, 544.513, and 544.531

743.522 Level of Committee Members

544,532

743.523 Restrictions on Setting Up Review Committee

544.533

743.524 Review Committee Duties

544541

743.525 Review Committee Recommendation Memo

544.543

743.53 Applicant Selection

Was previously Part VI, paragraph 2, sentence 4.

544.621

744 Implementing the Selection

744.1 Effective Dates
From part X, paragraph 1.

744.2 Transition
From part X, paragraphs 2 and 3.

744.3 Postmaster Installation
From part X, paragraph 4.

745 Funding

745.1 Relocation Expenses
From part XI.

545.11

745.2 Review Committee Travel Expenses

545.2

746 Requests for Exceptions to Policies
From part XIl.

541.2

747 Responsibilities for Selection

747.1 District and Plant Managers
From part VIII, section 1.

747.2 Selecting Officials
From part VIII, section 2.

747.3 Human Resources Managers
From part VIII, section 3..

541.3

75 Associate Supervisor Positions

751 Purpose

752 Program Overview

753 Internal Recruitment

753.1 Employee Information Seminars

753.2 Internal Recruitment Sources

753.21 Noncompetitive

753.22 Competitive

753.3 Review Committee

753.4 Suitability Information

753.5 Review Committee Process

753.51 Interviewing Applicants

753.52 Determining Suitability

753.6 Register Setup

753.7 Candidate Feedback

753.8 Vacancy File

754 External Recruitment
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754.1 Notifying Management Association Relations -
754.2 External Advertisements -
754.21 Developing the Advertisement -
754.22 Posting Requirements -
754.3 Review Committee -
754.4 Review Committee Process -
754.41 Rating Applicants -
754.42 Interviewing Applicants -
754.5 Establishing the Rating List -
754.6 Selection Process -
754.7 Selection File -

76 Bargaining Position Qualification Standards -

761 Purpose 110q
762 Scope 1219 and 122q
763 Bgnet 161q
763.1 Contents 130q
763.1b. Appendix | 134q
763.1c. Appendix I 135q
763.1d. Occupation Code Index 132.1q
763.1f. Qualification Standard Number Index 133q
763.2 Contents of Qualification Standards -
763.21 Knowledge, Skills, and Abilities Requirements 141q
763.22 Local Options for Typing and Driving Requirements | 142.1q
763.221 Typing Requirements 142.2q
763.221b. Use of CBT 713 142.3q
763.222 Driving Requirements 142.4q and 142.5q
763.23 Physical Requirements 143q
763.24 Examination Requirements 144.1q
763.241 Rated Applications 144.21q, 144.22q, 144.231q, and 144.24q
763.242 Test Development and Use of Results 144.3q
763.243 Substitution of Typing Examinations 144.41q and 144.42q
763.25 Experience Requirements 145q
763.26 Desirable Qualifications 146q
764 Using Qualification Standards to Fill Vacancies 151q
765 Selection Decisions -
765.1 Senior Qualified Positions 152.3q
765.2 Best Qualified Positions 152.2q
766 Waiver of Qualification Requirements -
766.1 Actions Prior to Requests for Waivers 210q
766.2 Approving Authority and Procedures 220q
766.3 Documentation 230q

77 Employment Restoration After Military Service

771 Policy
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771.1 Eligibility

771.2 Duration of Uniformed Service

771.3 Character of Service

771.4 Effects of Performance and Conduct on Restoration

771.5 Advance Notification of Entering the Uniformed
Services

772 Management — Supervisor Action

772.1 Notification of the Employee’s Rights and Obligations

772.1a. Bargaining positions

772.1b. Nonbargaining Positions

772.2 Audit Trail

772.3 Personnel Action

773 Return to Work

774 Documentation to Return to Work

775 Reemployment Positions

775.1 Length of Service

775.2 Returnees With a Service-Connected Disability

775.3 Reasonable Effort to Qualify — Reasonable
Accommodation

776 Other Rights

776.1 Employee Benefits

776.2 Use of Accrued Leave During Military Service

776.3 Employment Protection and Military Service Credit

777 Enforcement of USERRA

777.1 Filing Complaints

777.2 Dealing with VETS

Obsolete

511.31, 511.7, 513.313, 513.335 and 513.336,
514.34 and 514.35, 527.13a and 527.13b, 527.37,
530, 531.3-531.8, 532.51 and 532.52, 532.531 and
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1 General

11 Overview

11 Scope

This handbook provides recruitment, examination, and selection policy and
procedures for the United States Postal Service. These instructions apply to
employment, placement, and assignment of career and noncareer field
employees and promotion of career employees in districts and areas. This
handbook has limited application to Postal Career Executive Service (PCES)
and Headquarters employees.

12 Review and Approval

The establishment of recruitment, examination, and selection policy and
procedures is under the authority of the vice president of Employee Resource
Management. Approval authority for actions described in this handbook rests
with area and district Human Resources managers. The exceptions are that
districts must have the approval of the National Test Administration Center
(NTAC) in order to:

a. Establish or change an area eligibility register or mega register.
b. Make other changes to registers according to published instructions.

C. Allow for newly selected examiners to give examinations. NTAC
provides certificates for this purpose.

13 Conditions on Use of Policy

The Employee and Labor Relations Manual (ELM) and appropriate collective
bargaining agreements also provide policy and guidance in employment and
placement. District and area employees should not follow procedures
described in this handbook if they conflict with the provisions of current or
future collective bargaining agreements.

114 Prohibition of Political Recommendations

The law (39 U.S.C. 1002) prohibits political and certain other
recommendations for appointments, promotions, assignments, transfers, or
designations of persons in the Postal Service.
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114.1

1141

114.2

General

Exceptions

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

a. Requested by the Postal Service and consists solely of an evaluation of
the work performance, ability, aptitude, and general qualifications of an
individual.

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

Penalties

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

12 Responsibility

121

121.1

121.2

Vice President, Employee Resource Management

Selection, Evaluation, and Recognition

This Headquarters unit develops policies and procedures for recruitment,
examination, selection, appointment, and promotion of employees. Selection,
Evaluation, and Recognition is also responsible for the following activities:

a. Developing instructions to guide the selection and designation of
examiners to administer examinations, and to operate NTAC.

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

C. Disseminating instructions, assistance, and technical guidance to area
and district human resources personnel to administer policies and
programs related to employment and placement.

Manager, National Test Administration Center
The manager of NTAC is responsible for the following activities:

a. Stocking examination materials and distributing examination supplies to
districts.

b. Scoring examinations and generating results.

C. Maintaining electronic files and other appropriate records of
examination results.

d. Reporting possible loss or compromise of examination materials to the
manager of Selection, Evaluation, and Recognition, or designated
representative.

e. Certifying examiners and providing functional instruction to examiners.
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123

124

124

Diversity Development

To help ensure that recruitment, retention, and promotion practices draw
upon and support the communities served by the Postal Service, Diversity
Development implements special emphasis programs and other affirmative
employment plans to capture the unique contributions that applicants and
employees have to offer. To enhance and improve workforce management,
Diversity Development is responsible for the following activities:

a. Developing and implementing recruitment and hiring strategies for
increasing the employability of underrepresented groups, including
women, minorities, and people with disabilities.

b. Establishing retention initiatives to reduce diverse workforce turnover.

C. Establishing methods to increase the participation of underrepresented
groups in development and promotion activities.

d. Identifying and eradicating employment barriers for minority and female
applicants.

District Managers

District managers implement national policy and procedures within their
districts. They may withdraw or restrict for cause the appointing authority of
postmasters and other installation heads. As required, district managers
assist managers within their jurisdictions to develop specialized recruitment
and selection methods and institute necessary corrective action based on
evidence of discrepancy. The district manager approves expansion of the
area of consideration for EAS positions involving the payment of relocation
benefits, if the district manager is in the next level of management above the
vacancy. District managers ensure that special emphasis employment
programs are administered appropriately.

District Manager, Human Resources

The district manager of Human Resources is responsible for:

a.  Assisting selecting officials in determining appropriate areas of
consideration and setting up review committees for providing
meaningful promotional opportunities.

b. Ensuring that appointments and promotions comply with requirements
and restrictions, both statutory and regulatory.

C. Planning and conducting appropriate ongoing recruitment efforts to
meet local needs.

d. Planning, opening, announcing, and publicizing examinations for
recruitment to meet staffing needs of the district.

e. Providing facilities and personnel required for administration of
examinations.

f. Providing resources for fair and reasonable evaluations of applicants to
ensure that they are personally and medically suitable for employment.



125 General

125 District Examination Administrators

Examination administrators are responsible for the following activities:

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

b.  Administering examinations according to the directions provided by
NTAC.

C. Ordering and storing adequate supplies of examination materials and
providing for their security.

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

e. Ensuring that any employee placed in charge of an examination as an
examiner is qualified, properly trained, and certified by NTAC.

f. Making provisions for special scoring of entrance examinations, when
directed by NTAC.

g. Replying to inquiries concerning the functions of the examination
center, and preparing and submitting reports as required.

h. Maintaining registers and issuing Hiring Worksheets, as required.

126 Postal Inspection Service

Postal inspectors may investigate any area related to recruitment,
examinations, and selections including, but not limited to:

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

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

13 Multicomponent Employment and Placement
Process

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

Component Covered in:
Recruitment process
Examinations process
Registers Chapter 4
Determination of eligibility/qualification requirements
Application review
Realistic job preview
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13

Component

Covered in:

Drug Screening

Interview

Selection

Job offer

Special Agency Checks

Medical suitability assessment
Reasonable accommodation, if applicable

hapter 5
Chapter 6
hapter 6
hapter 6
hapter 5

[el|[e]li[ell[e] @)
>
D
S
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Chapter 5|and
Handbook EL-307

New Employee Orientation Chapter 5
Probationary Period Chapter 5
Assignment, Reassignment, and Promotion Chapter 7
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2 Recruitment

21 Planning and Coordination

211 Recruitment Strategies

Recruitment is the development and maintenance of sufficient human
resources. Recruitment involves attracting a diverse pool of qualified persons
for potential Postal Service employment.

Effective recruitment strategies are the foundation of the hiring process. This
process involves establishing hiring goals in advance of recruiting efforts.
Interaction with Operations and review of hiring plans must be completed
before a recruitment strategy can be developed. Local management must
also fully evaluate its need to hire before implementing recruitment efforts.
This process involves, but is not limited to, coordinating recruiting strategies
with diversity development specialists, forecasting future hiring needs,
assessing existing applicant pools, considering other hiring options, and
reviewing upcoming organizational changes and complement reports.

How, when, and where recruitment activities take place are also important
decisions in the planning process. The methods and techniques that are used
help determine how successful the recruitment effort will be in attracting
sufficient numbers of qualified applicants.

2111 Forecasting

The installation head is responsible for forecasting the recruitment
requirements in the installation in sufficient time to assure that there are
qualified persons available for appointment. In so doing, consideration must
be given to the:

a. Number of anticipated vacancies.
b. Special and/or technical skills requirements and pay.

C. Inclusiveness and representation of all groups of the prospective
applicant pool.

d. Available internal labor market (internal advancement options).
e. Recruitment budget and projected costs.

f. Available external labor market (size, age, and applicant response rate
of existing hiring register).
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Recruitment

g. Suitability determinations of existing applicants.
h. Organizational and/or operational changes.
i. Projected loss of current employees.

While the installation head is responsible for forecasting recruitment needs,
local management from all organizational functions must work together in
assessing how changing operational needs will affect recruitment needs.

Proper use of the installation hiring plan is essential to quality decisions about
bringing new employees into the workforce. If an insufficient number of
qualified eligibles exists, arrangements must be made to open the
examination. When making arrangements to open an entrance examination,
diversity development personnel must be alerted to provide lead time for
affirmative employment efforts. Whenever possible, this notification should be
made at least 60 days in advance of the examination opening.

EEO and Affirmative Action Considerations

Recruitment efforts must reflect the Postal Service’s commitment to
affirmative recruitment and to fair and equitable examination and hiring
procedures, and they must respond to changing demographics (population
characteristics). These efforts must also be tailored to the policies,
procedures, and needs of the Postal Service. All executives, managers, and
supervisors share in responsibility for the successful implementation and
management of an equal employment opportunity program that includes
affirmative action recruitment, selection, and placement. Upon notification of
a request to open an entrance examination, appropriate steps must be taken
to employ strategies that promote fairness and opportunities to maintain an
inclusive workforce.

Evaluating Vacancies

When a vacancy is anticipated, the installation head must determine if a
continuing need exists for the position. Consideration must be given to
whether the personnel complement can be adjusted downward by one vacant
position through the elimination of the position. If a decision is made to
eliminate a position, action is taken to revert the position according to the
appropriate provision of the National Agreement.

Recruitment Options

Noncompetitive Hiring Options

Noncompetitive hiring options may include reassignment, a change to lower
level, or a promotion from a lower level, the reinstatement of eligible former
postal or federal employees (see, or the transfer of career or
career-conditional employees from other federal agencies (see.

Additionally, the options exist for the honcompetitive appointment of veterans
with 30 percent or more disabilities, or noncompetitive appointment of
Veterans' Readjustment Appointment (VRA) eligibles (see [233.35and
[233.36). Regardless of the choice of action, the appointee must meet the
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21211

212.12

212.13

212.2

212.21

212.22

212.22

qualification standards of the position, including the examination requirement,
if any. See|Chapter 3| Examinations, for information about noncompetitive
examinations.

Noncompetitive hiring options also include the Postal Service’s program for
employment of persons with severe disabilities. For more information, see
Noncompetitive Career Hiring of Persons with Severe Disabilities, and
Handbook EL-307, Reasonable Accommodation, An Interactive Process.

Employee Participation

Postal career employees and substitute rural carriers (designations 72 and
73 only) may apply to take a postal entrance examination noncompetitively at
their installation and/or examination center. Noncompetitive examinations are
scheduled consistent with operational needs, but must be scheduled no later
than 6 months following the date applications are received.

Noncompetitive Selection

Qualified postal career employees and substitute rural carriers (designations
72 and 73 only) may be selected noncompetitively for entrance-level
positions at the option of the installation head.

Promotion to Entrance Level Positions

The preferred action for filling vacancies in entrance-level positions is the
noncompetitive promotion of lower-level career postal employees or
substitute rural carriers (designations 72 and 73 only) who meet the position
qualification requirements (including any required tests), and who are
performing satisfactorily.

Competitive Hiring Options

Selections From Inservice Registers

Selections are made from an inservice register resulting when one or more
applicants from within the career Postal Service have applied to compete for
promotions or reassignment and have been rated by the NTAC on the basis
of a written or rated application examination. See|Chapter 3, Examinations,
for information about competitive and qualifying examinations.

Selections From Entrance Registers

Entrance examinations are announced when necessary to meet the staffing
needs of the Postal Service. During the period the examination is open,
persons who meet the qualifications stated in the examination announcement
may apply. For age and citizenship eligibility, applicants do not have to meet
these requirements at the time of application if they will become eligible
during the time their ratings are on the register (a list of qualified applicants
arranged in descending numerical order) (see , Eligibility for
Examinations). When the examination announcement is closed, applications
are no longer accepted unless the applications are covered by one of the
exceptions (see, Delayed and Reopened Examinations). Opening and
closing examination announcements is a responsibility of the human
resources office where the register is maintained.



22

Recruitment

Selections are made from a register of eligibles comprised of scores
generated by the NTAC on the basis of a written examination or a rated
application examination. If veterans’ preference is claimed, the basic scores
are increased by 5 or 10 points (see[328.12] NTAC Ratings).

22 Conducting Recruitment Activities

10

221

222

2221

Labor Market Analysis

Postal hiring officials must play an aggressive and strategic role in
successfully attracting qualified applicants for employment 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 recruitment
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, hiring officials should access the Internet to obtain
information from:

a. Chamber of Commerce.

Department of Labor.

Economic Security Commission.

Bureau of Labor Statistics.

State Occupational Employment and Wage Estimates.

-~ ® a0 @C

Web sites of major employers.
City government information.

° @

Library.
Local visitors center.

J- Mayor’s office.
K. Individual employers.

l. Local newspaper business information (e.g., company closings, layoffs,
etc.).

Recruitment Materials

Nationally Developed Tools

The career recruitment brochure, Publication 60, A Great Place to Work, and
Kit 15, A Great Place to Work (used with local inserts), a generic pocket
folder that can be used for any type of recruitment, are available at the
Material Distribution Center (MDC). Locally developed materials can be
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2222

223

223.1

223.11

223.11

included in the kit for recruitment and preemployment sessions. Also
available at the MDC are recruitment materials for skilled maintenance
employees (Kit 15-A, A Great Place to Work for Skilled Maintenance
Workers) and city carriers (Publication 60-B and Kit 15-B, both entitled A
Great Place to Work for City Carriers). As additional tools and products in the
recruitment series are developed, field offices will be notified of availability.

Locally Developed Tools

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

Publicizing Job Opportunities

Advertising Techniques

Installation heads and diversity development personnel 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 opportunities,
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.

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

Internal Advertising
The following suggestions are for internal advertising:

a. Post examination announcements and other recruitment materials in
the lobbies and on employee bulletin boards in postal facilities in the
recruitment area.

b. Place notices in local postal publications.
C. Place ads on the Postal Service Intranet.
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External Advertising

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

a. Post announcements 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 to
other social service agencies, veterans’ organizations, state
employment agencies, and organizations that represent special

emphasis groups (see[223.12h).

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

e. Advertise on the Internet.

f. Partner with appropriate State Employment and Job Service Offices to
promote maximum publicity of recruitment efforts and to increase the
pool of qualified applicants through the employment service network.

g. Conduct and participate in job fairs, open houses, or other recruitment
activities to reach the community.

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 the use of paid
advertisements when:

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

b. Insufficient numbers of qualified applicants have been recruited from
special emphasis groups.

23 Sources of Recruitment

12

231

Applicability of These Instructions

These instructions apply to internal and external recruitment for the Postal
Service but not to contracts for services such as job cleaning, community
post offices, or highway contract routes.
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232 Policy

232.1  Nondiscrimination in Hiring

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 identity.

232.2 Management Responsibility for Filling Vacancies

Forecasting short-term and long-term recruitment requirements is one of
management’s most important responsibilities. Within budgetary restrictions,
a determination must be made as to which vacancies are operationally
essential. Adequate lead time must be provided for internal job postings and
for external recruitment when internal sources do not identify a sufficient
number of eligible, qualified applicants.

232.3 Definitions Applicable to Recruitment
The following definitions apply to the subject of recruitment:

a. Recruitment — the process of attracting suitable applicants for
employment consideration.

b. Selection — the identification of those applicants who best meet the
requirements of the position by reviewing their suitability and
qualifications.

C. Qualification standards — official statements of knowledge, skills, and
abilities (KSAs). These standards establish the minimum requirements
that all applicants for Postal Service positions must meet.

d. Register of eligibles — a list of qualified applicants arranged in
descending order for employment consideration, based on numerical
scores determined by examination ratings, the evaluation of KSAs, or
both, with veterans’ preference points added to the scores of those who
claim them. The scores of those veterans’ preference applicants who
receive compensation for service-connected disabilities of 10 percent or
greater resulting from active military duty are considered ahead of
those for all other eligibles.

e.  Appointing official — the postmaster or other executive and
administrative schedule (EAS) employee who is authorized to make
appointments in the Postal Service.

f. Career appointment — the selection for one of the career positions,
including full-time, part-time regular, and part-time flexible positions —
both FLSA-exempt and nonexempt. Such appointments are without
time limitation. Career employees are eligible for annual and sick leave,
health insurance, life insurance, and retirement benefits (see 233,
Career Recruitment).

g. Noncareer appointment — the selection for one of the noncareer
positions, including, but not limited to, casual, temporary relief carrier
(TRC), and rural carrier associate (RCA) positions. Noncareer
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232.41

232.42

232.43

232.5

23251

Recruitment

employees supplement the regular workforce and their appointments
and reappointments are often subject to time limitations 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’
Compensation Act (FECA) (see[234] Noncareer Recruitment).

h. 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 or
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 other 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 installation 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 rolls of the installation
with the vacancy, secondary consideration must be given to qualified career
applicants from other installations within an expanded geographic area
subject to 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
installations are also governed by the appropriate collective bargaining
agreement.

The primary method for filling residual 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 Recruitment

External recruitment is required when essential residual bargaining vacancies
are anticipated. External recruitment is also used to fill certain nonbargaining
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positions, particularly those that require degrees in specialties such as
engineering or medicine. Nonbargaining positions may be recruited
simultaneously inside and outside the Postal Service, at the discretion of the
appointing official, when it has been determined that no adequate internal
applicant pool exists.

232,52 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
(whether competitive or noncompetitive). The following are restricted
positions in the Postal Service:

Building maintenance custodian.
Custodian laborer.

Elevator operator.

a
b
C. Custodian.
d
e Laborer custodial.
f.

Window cleaner.

Applicants who are not entitled to veterans’ preference may be considered for
positions restricted to preference eligibles only 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 attempted.
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 only.

b.  They may accept applications from both preference eligibles and
nonpreference eligibles, but refer nonpreference eligibles for
employment 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 if 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 contain a statement explaining whether applications
will be accepted from nonpreference eligibles, and if so, that they will not be
considered if preference eligibles are available.

Exception: The rule of restricting positions for applicants eligible for
veterans’ preference does not apply when restricted positions are filled
through internal career placements such as promotion, reassignment, or
change to lower level. The rule does apply, however, when such positions
are filled through reinstatement and transfer from another agency.
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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 successful bidder or applicant.
The appropriate collective bargaining agreements must be observed when

filling bargaining positions. For further information see|Chapter 7,
Assignment, Reassignment, and Promotion.

Examination Requirements

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

a. Obsolete examinations. Examinations 400, 440, 450, and 710 (Markup
Clerk, Automated only) were replaced by the test Battery 470 effective
August 18, 1994. However, a career employee who qualified on an old
examination is permanently qualified for the position covered by that
examination, provided the employee has remained on the rolls in a
career position continuously since August 18, 1994. Career employees
hired after that date must establish their qualifications under test
Battery 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 transferees 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 senior qualified, eligible
bidder. Best qualified positions are those awarded to the applicant whose
total qualifications, rated against the job requirements, best meets the
qualifications for the position as determined by management. Bargaining
qualification standards are available on the Postal Service Intranet.

Medical Qualifications

A medical assessment for internal bidders and applicants is administered
only when the physical requirements for the new position are more
demanding than the physical requirements for the old position. However, no
such assessment is required if an employee is being reassigned from another
installation to the identical position in the new installation.
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233.14

233.2

233.3

233.31

233.32

233.33

233.33

Maintenance Selection System Requirements

The Maintenance Selection System (MSS), which is described in Handbook
EL-304, Maintenance Selection System, is designed to ensure the selection
and promotion of maintenance personnel through a uniform application of
position qualification requirements.

Internal Placement of Nonbargaining Employees

Reserved.

External Recruitment Sources

When vacancies cannot be filled through the internal placement of
employees, appointing officials recruit to establish a register of eligibles. The
register is the primary external recruitment source and is described in.
Appointing officials may also use the other sources listed in[233.32}[233.38)
as appropriate.

Competitive Appointment From a Register of Eligibles

Selection from a register of eligibles is described in Chapter 6. Current career
postal employees, regardless of position or location, are ineligible for
selection from any register of eligibles except Maintenance Selection System
registers (see[233.14} Maintenance Selection System Requirements, and
Handbook EL-304, Maintenance Selection System).

Reinstatement

A former career postal employee or former career or career-conditional
employee of a competitive service executive branch agency (see
, including a separated displaced federal employee (DFE), may be
reinstated to a Postal Service career position. Temporary, casual, and
excepted appointment service does not confer career status. The applicant
must meet the qualification requirements for the position, including any
currently required examinations. Appointing officials may, but are not
obligated to, administer examinations honcompetitively to applicants who
have not met the examination requirement, if they determine that these
applicants are otherwise viable candidates. Reinstatement requires
completion of a new probationary period. Eligibility rules are as follows:

a. 3-Year Limit. An applicant who is not entitled to veterans’ preference or
has not completed 3 years substantially continuous (no break greater
than 3 days) career service may be reinstated only within 3 years
following the date of his or her separation.

b. No Limit. An applicant who is entitled to veterans’ preference or has
completed 3 years substantially continuous career service may be
reinstated without time limitation.

Transfer From Another Federal Agency

An employee serving a career or career-conditional appointment in a

competitive service executive branch agency (see|Exhibit 233.32), including

an employee who has received a notice of reduction in force (RIF), may be
considered for noncompetitive transfer to a career position in the Postal
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Service, provided the employee meets the qualification requirements for the
postal position, including any required examinations. Appointing officials may,
but are not obligated to, administer examinations noncompetitively to
applicants who have not met the examination requirement if they determine
that these applicants are otherwise viable candidates. Such an appointment
requires completion of a probationary period.

Note: Employees of agencies designated as excepted from the list of

competitive service executive branch agencies (see|Exhibit 233.32) may

not be noncompetitively transferred to the Postal Service.
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Exhibit 233.32
Competitive Service and Excepted Service Organizations

Competitive Service and Excepted Service Organizations

Individuals employed by executive branch organizations designated as competitive service organizations
may be eligible for noncompetitive transfer into the Postal Service, provided they were hired competitively
into a career or career-conditional position and are currently serving satisfactorily in such a position.
Individuals employed by executive branch organizations designated as excepted service organizations by
Executive Order, by the Office of Personnel Management, and by statute are not eligible for
noncompetitive transfer to the Postal Service.

An applicant may not be eligible for transfer even though he or she is employed by an agency listed under
competitive service organizations below. For agencies not listed, contact them to determine their status. The
hiring authority information on an applicant’'s Form 50 will aid employing offices in determining
transfer eligibility.

Examples of Competitive Service Organizations
Note: This is a partial listing of competitive service organizations:

Department of Agriculture Department of Housing and Urban Development
Department of the Air Force Department of the Interior

Department of the Army Department of Justice

Department of Commerce Department of Labor

Department of Defense Department of the Navy

Department of Education Department of State

Department of Energy Department of Transportation

Department of Health and Human Services

Examples of Excepted Service Organizations
Note: This is a partial listing of excepted service organizations:

Central Intelligence Agency Merit Systems Protection Board

Department of the Treasury National Aeronautics and Space Administration

Department of Veterans Affairs National Labor Relations Board

Environmental Protection Agency National Science Foundation

Equal Employment Opportunity Commission Occupational Safety and Health Review
Commission

Farm Credit Administration Office of Government Ethics

Federal Communications Commission Office of Personnel Management

Federal Deposit Insurance Corporation Office of Special Counsel

Federal Emergency Management Agency Peace Corps

Federal Labor Relations Authority Postal Rate Commission

Federal Reserve System Securities and Exchange Commission

Federal Retirement Thrift Investment Board Selective Service Commission

Federal Trade Commission Small Business Administration

General Accounting Office Social Security Administration

General Services Administration Tennessee Valley Authority
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Dual Employment

Under certain circumstances, an employee may be appointed to more than
one position in the Postal Service. This is known as a dual appointment. Only
one of the appointments may be to a position in the career workforce. The
primary purpose of dual appointments is to improve the opportunity of
part-time employees (career) and employees who provide relief or leave
replacement service on rural routes and postmaster relief/leave replacements
(noncareer) to gain further employment and to minimize unemployment
compensation expense. Dual appointments also enable the Postal Service to
utilize available experienced employees instead of new hires.

Between the Postal Service and the Private Sector

An applicant working in the private sector may be dually employed as a
career Postal Service employee, provided that the private sector job does not
adversely impact postal operations or represent a conflict of interest. See
ELM section 661.42, Conflicts of Interest — Employment.

Between the Postal Service and Other Federal Organizations

A career employee of another federal agency may be employed as a career
Postal Service employee, provided that the employee is available to work the
hours of the postal position and meets one of the following conditions:

a. Selected competitively from a register (see|233.31)).

b. Eligible for noncompetitive appointment (see|233.3§|, [233.33,[233.35]
[233.36]0r[233.38).

Similarly, an applicant serving in the uniformed services on active military
duty may be hired into a career position, but only if the applicant is on
terminal or transitional leave and if an unofficial or uncertified copy of DD
Form 214, Certificate of Release or Discharge from Active Duty, has been
provided and reviewed. All three military branches provide a separating
service person with an unofficial or uncertified copy of the DD Form 214 when
they depart on terminal leave. This form reflects the character of service.
After the separation date, the veteran receives the final certified copy of the
DD Form 214.

Note: The Army refers to terminal leave as transitional leave, and issues
DA 31, Request and Authority for Leave, to the veteran, that indicates
that the individual is on official leave. The Air Force and Navy do not
provide leave orders for individuals going on terminal leave. See[234.23]
for restrictions on hiring employees of other federal agencies to
noncareer positions in the Postal Service.

Noncompetitive Appointment of Veteran With 30 Percent or More
Disability

A veteran, who has a compensable service-connected disability of 30 percent
or more and who is currently working as a casual or temporary employee,
may be considered for noncompetitive conversion to a career vacancy. The
veteran must have worked in the temporary appointment for at least 60 days
and must meet the qualification requirements of the position, including any
currently required examinations. Appointing officials may, but are not
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obligated to, administer examinations noncompetitively, if it is determined that
applicants are otherwise viable candidates. A prior rating on the appropriate
examination is acceptable.

If necessary, a veteran with 30 percent or more disability can be given a
direct career appointment. This appointment authority is entirely
discretionary. There are no time limits for these appointments.

Note: Veteran and disability status must be verified before appointment
or conversion.

233.36  Noncompetitive Appointment of Veterans’ Readjustment
Appointment Eligibles

A Veterans’ Readjustment Appointment (VRA) eligible who is currently
working as a casual or temporary employee may be considered for
noncompetitive conversion to a career vacancy. The VRA eligible must have
worked in the temporary appointment for at least 60 days and must meet the
qualification requirements of the position, including any currently required
examinations. Appointing officials may, but are not obligated to, administer
examinations noncompetitively, if it is determined that applicants are
otherwise viable candidates. A prior rating on the appropriate examination is
acceptable.

If necessary, a VRA eligible can be given a direct career appointment. This
VRA authority applies to post-Vietnam and Vietnam Era veterans who
received a satisfactory discharge from the Armed Forces and whose eligibility
is defined as follows:

a. Post-Vietham Era veterans are divided into two categories:

(1) Veterans who first entered active duty (full-time duty in the Armed
Forces other than active duty for training) after May 7, 1975, are
VRA eligible if they have served for a period of more than 180
days’ active duty.

(2) The 180-day service requirement does not apply to veterans:

(@) Separated from active duty because of a service-connected
disability.

(b) Ordered to active duty as Reserve and guard members
under 10 United States Code (U.S.C.) 12301(a), (d), or (g),
12302, or 12304 for service during a period of war as
defined in 38 U.S.C. 101(11). Iltem 18 of DD Form 214
should cite one of these sections as the basis for the active
duty.

(c) Served in a campaign or expedition for which a campaign
badge is authorized.

(3) “Period of war” includes World War I, the Korean conflict,
Vietnam Era, the Persian Gulf War, or the period beginning on the
date of any future declaration of war by the Congress and ending
on the date prescribed by presidential proclamation or concurrent
resolution of the Congress.
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Eligible post-Vietham Era veterans qualify for noncompetitive appointment 10
years after the date of their last discharge or release from active duty or until
December 31, 1999, whichever is later.

b.  Vietham Era veterans are those who served on active duty any time
during the period from August 5, 1964, to May 7, 1975. They must have
served for a period of more than 180 days of active duty and have a
satisfactory discharge to be VRA eligible.

C. Eligible Vietnam Era veterans qualify for noncompetitive appointment
10 years after their last discharge or release from active duty, or until
December 31, 1995, whichever is later.

Note: Use of the VRA authority is entirely discretionary and no one is
entitled to a VRA appointment. While all VRA eligibles have served in the
Armed Forces, they do not necessarily meet the eligibility requirements
for veterans’ preference.

Reemployment of Annuitants

Before a retired postal or other federal agency employee receiving an annuity
from the Office of Personnel Management (OPM) under the Civil Service
Retirement System or Federal Employees’ Retirement System may be
reemployed, approval must be obtained from the district Human Resources
manager for a district position, the area Human Resources manager for an
area office position, or the vice president of Employee Resource
Management for headquarters and headquarters-related units.

When an annuitant is reemployed, if the annuity continues, the amount
applicable to the period of reemployment is offset, or reduced, from the
reemployed annuitant’s salary. The full implications of this mandatory offset
should be discussed in detail with the applicant before effecting
reemployment. Seefor restrictions on placing reemployed annuitants
into temporary noncareer positions.

Employment of People With Disabilities

See.

Noncareer Recruitment

General Provisions

All applicants for casual, temporary, and noncareer indefinite positions are
subject to the usual terms and conditions of employment, including personal
and medical suitability screening. In addition, restricting certain positions to
applicants entitled to veteran preference must be observed, as well as
appropriate collective bargaining agreement limitations.

Specific Rules

Veterans’ Preference Rules

Veterans’ preference must be recognized in the rating, ranking, and selecting
of applicants not only for career employment, but also for casual and
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temporary employment. Applicants for temporary appointment to skilled
positions may be hired from appropriate entrance registers where veterans’
preference has already been observed (see, Skilled and Technical
Positions). However, when no examination ranking is used for selection, all
applicants for casual or temporary employment must be considered in priority
group order, as follows:

a. Group 1. Persons entitled to 10-point preference who have a
compensable service-connected disability of 10 percent or more.

b. Group 2. All other persons entitled to preference.
C. Group 3. All other applicants.

234.22 Collective Bargaining Agreement Limitations

Casuals and temporary relief carriers (TRCs) may be hired only within the
limitations outlined in Article 7 of the appropriate collective bargaining
agreement. TRCs are limited to terms not to exceed 359 calendar days and
must have a break in service of at least 6 calendar days between
appointments. Annuitants hired as TRCs have the same terms as
nonannuitant TRCs, except that they may not work more than 180 days
within each calendar year. In addition, there are limitations on the number of
casuals and TRCs who may be employed at the same time.

TRCs may be hired without using or exhausting the rural carrier associate
(RCA) register. However, when the number of bargaining leave replacements
in the district is less than 80 percent, RCAs are the only leave replacement
employees who may be hired. There is no limit on the number of TRCs who
may be employed, providing the number of bargaining leave replacements
(substitute rural carriers, rural carrier associates, and rural carrier reliefs) in
the district equals or is more than 80 percent of the number of regular rural
routes in the district.

234.23 Dual Employment

The following types of dual employment are valid or invalid in the Postal
Service as indicated.

234.231 Between the Postal Service and Other Federal Agencies

An applicant who works for another federal agency and is under either the
Civil Service Retirement System (CSRS) or Federal Employees’ Retirement
System (FERS) may not be hired by the Postal Service for a temporary or
noncareer position unless the applicant is willing to relinquish the other
agency position and have at least a 4-calendar-day break in service before
appointment to the postal position. Applicants who participate in CSRS or
FERS who are unwilling to relinquish the position that entitles them to
participate in one of these retirement systems are ineligible for noncareer
postal employment. This ineligibility includes federal employees under CSRS
or FERS on leave without pay or in a furlough status. An applicant who works
for another federal agency and who is not under CSRS or FERS may be
considered for a temporary or noncareer position, provided that the applicant
is available to work the hours required by the Postal Service.
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During Applicant’s Terminal or Transitional Leave From Military

An applicant who is on active military duty while on terminal or transitional
leave can be hired for a noncareer position as long as an unofficial or
uncertified copy of the DD Form 214 has been provided and reviewed. All
three military branches provide a separating service person with an unofficial
or uncertified copy of the DD Form 214 when they depart on terminal leave.
This form reflects the character of service. After the separation date, the
veteran receives the final certified copy of the DD Form 214.

Note: The Army refers to terminal leave as transitional leave, and issues
DA 31, Request and Authority for Leave, to the veteran, which indicates
that the individual is on official leave. The Air Force and Navy do not
provide leave orders for those individuals going on terminal leave.

Between Different Postal Installations

Dual appointments within the same postal installation or among different
postal installations provide increased local coverage in addition to expanded
work opportunities for noncareer postal employees. For example, a
postmaster relief/leave replacement may hold the same assignment at more
than one post office. A casual, a rural carrier associate or a temporary relief
carrier may be dually employed as a PMR/LR.

Noncareer Employee Recruitment Sources

Casual and temporary positions may be filled as described inwithin the
limitations noted. Where multiple sources are listed, appointing officials
should rely on current local conditions and past recruitment experience in
determining which methods will produce the required results.

Skilled and Technical Positions

When offices are recruiting temporary employees for skilled and technical
positions such as automotive mechanic, tractor-trailer operator, motor vehicle
operator, electronics technician, and maintenance mechanic, they must
consider applicants eligible for reinstatement who are examination-qualified
or query the appropriate entrance register. This is to ensure that applicants
meet the appropriate qualification and screening requirements associated
with the skills needed.

Rural Carrier Associate

A rural carrier associate is the only noncareer employee who may be
reassigned to another installation. A RCA who has completed the
probationary period and then submits a written request for reassignment,
may be reassigned to RCA vacancies at other offices. A regular rural carrier
who wants to relocate because of a spouse’s relocation or because of
personal hardship may be reassigned as a rural carrier associate, provided
there is a leave replacement vacancy in the office where the regular carrier
seeks relocation. The regular carrier must resign the career position and take
at least a 6-calendar-day break in service before appointment as RCA (see
Memorandum of Understanding .10, Appointment of Regular Carrier to RCA
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Upon Relocation, National USPS-NRLCA Agreement). Otherwise, RCAs
must be hired from an entrance register.

234.6 Casual Positions

234.61 Former Postal or Federal Employees With Reinstatement
Eligibility
Under this authority, applicants eligible for career reinstatement can also be
considered for casual positions. For rules, see|233.32} Reinstatement.

234.62 Former Casual Special Recruitment Authority

For this recruitment authority, a former casual is one who at the time of
application had a casual appointment within the current calendar year or
either of the 2 preceding calendar years, had a satisfactory work performance
during the last period of casual employment, and was initially appointed as
the result of a competitive recruitment effort. For example, applications
solicited from the general public or an approved noncompetitive recruitm