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Additional Material:

References to additional material concerning the subject matter in
some sections of this chapter are indicated in boxed sections
identified as “Reference Notes.”

310 General Provisions

311

3111

311.11

311.12

311.13

ELM 14, June 1999

Functional Responsibilities

Basic Principles

Best Qualified Personnel

Employment and placement functions are designed to ensure that the
recruitment, assignment, promotion, motivation, training, development, and
retention procedures result in the best qualified personnel to carry out the
mission of the Postal Service with maximum productivity and economy of
operations.

Prohibition of Discrimination

The recruitment, assignment, promotion, and training functions of the Postal
Service may not discriminate for any nonmerit reason such as race, color,
religion, sex, age (40+), union or political affiliations, marital status, or
physical or mental handicap with respect to any position which may be
efficiently performed by a person with the mental or physical impairment.
Equal opportunity is afforded to all employees. Position changes and
advancement may be based solely on merit, applicable experience,
knowledge, skills, abilities, and the physical requirements specified for the
vacancy being filled.

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 USPS.
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Administration

Vice President of Human Resources

Develops policies, methods, and procedures for recruiting, selecting,
appointing, assigning, reassigning and promoting employees.

Area Human Resources Manager

Directs the review and continued long-term improvement of all employee and
labor relations programs, including collective bargaining, grievance
processing, arbitrations, contract interpretation, contract analysis,
recruitment, compensation, organizational design, staffing, training, EEO,
safety, and PCES administration.

Employee Classifications

Nonbargaining Unit Employees

Employee classifications for nonbargaining unit employees are covered in
432.112.

Bargaining Unit Employees

Employee classifications for bargaining unit employees are covered in
432.111.

Qualification Standards

General

All candidates must meet the appropriate qualification standards for
positions. The statements of knowledge, skills, and abilities establish the
minimum requirements which all candidates must meet. Qualifications of all
eligible applicants must be fully and fairly assessed without regard to race,
color, religion, sex, age (40+), physical or mental handicap, marital status,
national origin, or political affiliation.

Sources

Nonbargaining Unit Positions

Qualification standards for U.S. Postal Service nonbargaining unit positions
are available in an electronic form on the Postal IntraNet under the Human
Resources home page and on the Organization Management Staffing
System (OMSS). These do not include qualification standards for executive
positions.
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Handbook EL-303, Bargaining Unit Positions

Reference Note:

For additional material concerning the subject matter found in 312.22,

refer to:

= Manager, Selection, Evaluation, and Recognition,
Memorandum dated February 20, 1998, concerning online
availability of Bargaining Unit Qualification Standards.

Handbook EL-303, Qualification Standards — Bargaining Unit Positions,
contains qualification standards for use in entrance and inservice placement
actions for U.S. Postal Service bargaining unit positions. The application of
these standards must be consistent with the applicable provisions of the
appropriate collective-bargaining agreement.

Collection, Use and Disclosure of Personnel
Information Under the Privacy Act

Privacy Act Requirements

The Privacy Act guidelines presented in this part only highlight the application
of privacy to employment and placement record-keeping activities. Complete
requirements and guidelines appear in the Administrative Support Manual
(ASM 353).

Under the Privacy Act of 1974, the Postal Service must;

a. Upon specific request, permit individuals to (1) know whether the Postal
Service has records filed or cross-indexed under their names, (2) gain
access to and have copies made of most such records pertaining to
themselves, (3) request amendment or correction of those records, and
(4) know the purposes for and most disclosures made of those records.

b. Comply with certain requirements regarding the collection, use,
disclosure, and safeguarding of information about individuals.

C. Publicly announce, in advance of implementation, any proposal to
establish, modify, or alter the uses of any Privacy Act system of records
containing information about individuals.

Responsibilities of Records Custodian

Compliance With Laws and Regulations

The head of a postal installation in the field or of a group or department at
Headquatrters is the official custodian of all the records in the custody of that
installation, group, or department. The Records Custodian is responsible for
ensuring compliance with all laws and Postal Service regulations and
instructions pertaining to such records. (Office of Personnel Management
instructions regarding the Privacy Act do not apply to the Postal Service.)
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Safeguarding Information

Appropriate safeguards, such as record controls, restrictions on access, and
lockable cabinets must be provided to ensure the security and confidentiality
of records that contain information about individuals.

Records containing information about individuals must be burned or
shredded when their retention or other disposition is not appropriate.

Employees who have access to records containing information about
individuals must be instructed in the local procedures for safeguarding such
information and advised of the penalties provided by the Privacy Act.

Penalties

The Privacy Act provides criminal penalties, including fines up to $5,000, for
any officer or employee of a federal agency, including the Postal Service,
who:

a. Knowing that disclosure of specific material is prohibited, willfully
discloses information about an individual to any person or agency not
entitled to receive it.

b.  Willfully maintains a system of records containing information about
individuals without giving appropriate notice in the Federal Register.

The Privacy Act also provides criminal penalties, including fines up to $5,000,
for any person who knowingly and willfully requests or obtains any record
concerning another individual under false pretenses.

Authorized Systems of Records

Individual Records

A Privacy Act system of records means any group of records under the
control of the Postal Service, including mailing lists, from which information is
retrieved by the name of an individual or by some identifying number or
symbol assigned to the individual, such as a Social Security number.
(Individual in this context does not include proprietorships, businesses, or
corporations, which are not covered by the Privacy Act.)

Record Systems Currently Authorized

Required public notice has been published by the Postal Service regarding all
the systems of records authorized in the Postal Bulletins, handbooks,
publications, and other official directives. Those currently authorized
personnel records systems which are generally maintained in the field are:

Blood Donor Records System.
Employee Accident Records.

Employee Job Bidding Records.

a
b
C. Grievance and Appeals Records for Nonbargaining Unit Employees.
d
e Employee Suggestion Control Records.

f.

General Personnel Folders (Related Official Personnel Folders and
Records).
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g. Medical Records.

h. Performance Awards Records.

i. Preemployment Investigation Records.

Personnel Research and Test Validation Records.

[e—

K. Postmaster Selection Program Records.

Employee Assistance Program (EAP) Records.
Recruiting, Examining, Training, and Placement Records.
Skills Bank (Human Resources) Records.

Supervisors’ Personnel Records.

Vehicle Maintenance and Operator Records.

Payroll System Records.

-~ L2 T o0 5 3

Employee Travel Records.
Uniform Allowance Program Records.

-~ on

EEO Discrimination Complaint Investigation Records.

c

Office of Workers’ Compensation Program (OWCP) Record Copies.

Prohibited Record Keeping

Unauthorized Records

No Postal Service officer or employee may collect or maintain information to
be retrieved by the individual’s name or identifying symbol except as a part of
one of the authorized systems of records, and then only in an authorized
manner relevant to the purpose of the system.

Notes:

a.  The complete list of authorized record systems appears in the Appendix
of the ASM.

b. See ELM 314.5 for an explanation of the purpose and use of
supervisor’s personnel records and personal notes.

Minority Code Records

The USPS is required to collect and maintain minority designation code data
on all employees, and submit such reports as may by required by the Office
of Personnel Management (OPM). The collection, maintenance, and
reporting of minority designation code data must be accomplished in
accordance with procedures specified in 670. Except for the specific
conditions or approved exceptions authorized in writing by the vice president
of Human Resources, and certain requirements of the formal EEO complaint
investigation process, the linking of an individual employee’s name or Social
Security account number with a minority designation code is strictly
prohibited.

Lists of Bond and Charity Program Participants

No postal facility or postal employee may maintain a listing of participants or
nonparticipants in the U.S. Savings Bond Program, the Combined Federal
Campaign, or other similar voluntary programs. Upon request, PDCs send
postal managers only statistical reports concerning installation participation.
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Obtaining Authorization for New Record-Keeping Practices

Postal Service officers and employees who are interested in expanding the
uses of personnel records, modifying the structure of personnel record
keeping systems, or creating new types of personnel records must obtain
approval to do so. Further guidance for obtaining approval is covered in the
ASM.

Disclosure of Information About an Employee to Others

To the Public

The name, job title, grade, salary, duty status, and dates of postal
employment of any current or former individual postal employee is available
to the public and may be disclosed to any person. No accounting of such
disclosures is required.

For Credit References

Credit bureaus, federal credit unions, banks, and other commercial firms from
which an employee is seeking credit may be given public information and
“yes” or “no” responses to verify specific information about an employee. No
accounting of these disclosures is necessary. However, if a firm requests
additional information, it must submit a release form signed by the individual,
and an accounting of the disclosure must be kept (list of employees’ names
may not be released without approval of the field office managing counsel).

For Job References

A prospective employer may be furnished public information listed in 313.51,
in addition to the date and reason for separation. The reason for separation
must be limited to one of the following terms: retired, resigned, or separated.
Other terms or variations of these terms (e.qg., retired-disability) may not be
used. If additional information is desired, the requester must submit the
written consent of the employee, and an accounting must be kept.

Third-Party Disclosures

Information which may be made available to employees about their own
records (see 313.6) may be disclosed to another person, including their
spouses, only under one of the following conditions:

a. The person has a signed statement of permission from the individual to
obtain the information.

b.  The person is invited by the individual to be present when the individual
is reviewing his own records, and submits a written statement
authorizing the disclosure of information in that person’s presence.

c.  The person shows compelling evidence that the health or safety of the
individual to whom the record pertains is affected, and notification is
sent to the individual’s last known address.

Freedom of Information Act Requests

For guidelines regarding the processing and denial of requests under the
Freedom of Information Act, see Chapter 3 of the ASM.
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Information for Postal Uses

Personnel information required in the performance of postal duties may be
given to any postal employee, or employee of a contractor operating a Postal
Service system of records. No accounting of the disclosure is required for
such internal uses.

Restrictions on Other Disclosures

Custodians must keep an accurate accounting of every other disclosure of
information pertaining to an employee. The accounting of disclosures is
described in Chapter 3 of the ASM.

Requests Made by an Employee Regarding Information
Pertaining to Self

For Personnel Information

Individuals may review and have copies of any information pertaining to
themselves that is contained in a record filed or cross-indexed under their
names or other identifiers, except the following:

a.  The name or information identifying an individual who has expressly
requested and been promised anonymity in providing information to the
Postal Service. This exception applies only to Preemployment
Investigation Records; Recruiting, Examining, Training, and Placement
Records; Postmaster Selection Records; and records originated by the
Postal Inspection Service. (The information which cannot be disclosed
must be excised from a copy of the record before it can be reviewed or
copied by the individual.)

b. Records compiled in reasonable anticipation of civil action or
proceeding.

C. Records of the disclosure of information to law enforcement agencies
for civil or criminal law enforcement purposes.

d. Information within records that might compromise testing or
examination materials.

e. Registers for positions to be filled. (Upon written request an individual
may be told: (1) the number of eligibles expected to be employed
during a specific time frame; and (2) whether prospects for employment
consideration are good, fair or unfavorable.)

f. Medical or psychological records, including those received from the
Veterans Administration, Public Health Service, Office of Workers’
Compensation, which in the opinion of a medical doctor should not be
made directly available to the individual. Such records may be made
available to a physician designated in writing by the individual, in which
case a disclosure accounting must be filed. (See Handbook EL-806,
Health and Medical Service.)

g. Information pertaining to individuals in the form of uncirculated personal
notes kept by Postal Service employees, supervisors, counselors,
investigators, etc. (See 314.5.) This exception does not apply to official,
signed supervisory evaluations or appraisals of an employee, which
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must be made available to the employee to whom they pertain upon
request.

h. Results (other than annotated SF 85A, National Agency Check — Data
for Nonsensitive or Noncritical-Sensitive Position, and SF 86, Security
Investigation Data for Sensitive Position ) of national agency check and
written inquiry investigations (NACI) conducted by the Office of
Personnel Management. (See 314.2.) Individuals requesting NACI
records should be advised to send their requests to
FEDERAL INVESTIGATIONS PROCESSING CENTER
OFFICE OF PERSONNEL MANAGEMENT
PO BOX 618
BOYERS PA 16018-0618.

Requests to Amend a Record

An employee may request the correction or amendment of a Postal Service
record pertaining to him. Policy is covered in the ASM.

Requests for Records of Disclosures

Employees may request that they be notified of any disclosures of specific
personal records to any person, organization, or agency outside of the Postal
Service. Such requests must be made to the facility where the record is
located and must clearly identify the system of records. Procedures are
covered in Chapter 3 of the ASM.

Fees

No fee is charged an individual for the process of retrieving, reviewing, or
amending a record pertaining to that individual. A fee of 15 cents per page
may be charged for duplicating any paper or micrographic record or
publication or computer report, except that the first 100 pages furnished in
response to a particular request are furnished without charge. Copying fees
collected as a result of Privacy Act requests are deposited in Account
Identifier Code (AIC) 127. Further guidance regarding fees is covered in
Chapter 3 of the Administrative Support Manual (ASM).

Processing Requests for Personnel Information

Requests for Local Records

Requests to review or copy a record must be made to the installation where
the record is kept, except in the case of retired Official Personnel Records
(see 313.72).

Records are made available for inspection and copying during normal
business hours at the facility where the record is to be reviewed.

Postal employees who wish to review or copy any of their own records must
do so on their own time, except as provided for under current
collective-bargaining agreements.
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314.121

Requests for Retired Official Personnel Folders

A request to review an Official Personnel Folder which has been retired to the
National Personnel Records Center may be made at any postal installation.
The requester should specify the installation at which review is desired. The
request must be immediately forwarded to that installation for processing, if
other than the installation initially receiving the request. If the requester meets
the criteria in 313.5 or 313.6, the installation where review is to take place
sends an SF 127, Request for Official Personnel Folder (Separated
Employee), to the

CIVILIAN PERSONNEL RECORDS

NATIONAL PERSONNEL RECORDS CENTER

NATL ARCHIVES AND RECORDS ADMIN

111 WINNEBAGO ST

ST LOUIS MO 63118-4126.

Upon receiving the folder, the installation notifies the requester that it is
available for review. After the review, the installation retains the folder for
30 days and then, if there is no further need for its retention, returns it by
registered mail to the National Personnel Records Center.

Maintaining Personnel Records and Files

Official Personnel Folders (OPFs)

Establishment

A single official personnel folder is established and maintained by the
appropriate appointing or personnel officer for each employee of the Postal
Service, regardless of appointment type or duration.

Note: See Handbook EL-301, Guidelines for Processing Personnel Actions.
The OPF contains documents that reflect or have a bearing on the official
status, salary, benefits, service, or work performance of the employee, and
those with significance in the employee’s career history. Separate files must
be established for investigative reports, medical records and reports,
occupational injury and illness compensation claims, performance evaluation
forms, and for certain disciplinary records. Also, separate files containing
relevant records may be temporarily established incident to completion of a
current case such as a grievance action. The retention of such case files
must be in accordance with the established records retention schedules (see
Appendix A). Photographs of the employee may not be placed in an
employee’s OPF. OPFs are maintained by the Postal Service within the
privacy system of records identified as USPS 120.070.

Laws Governing Use of Information

Privacy Act

Officers of the Postal Service are responsible for compliance with regulations
of the Privacy Act concerning the collection, use, disclosure and safeguarding
of information pertaining to employees, and permitting employees to gain
access to and to correct or amend records containing such information. This
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applies to all records maintained in the OPF. (See 313 for these
requirements.)

Freedom of Information Act

The records in the OPF are exempt in most cases from mandatory public
disclosure under the Freedom of Information Act, except for certain public
information which may be disclosed under the provisions of 313.51. For
guidelines regarding the processing and denial of requests under the
Freedom of Information Act, see Chapter 3 of the ASM.

Security of Folders

The OPF is the basic source of official data on the employee. The integrity of
the OPF is essential to postal officials in discharging their responsibilities, and
employees depend on the completeness of these records for assurance of
their rights and benefits. Furthermore, the records in the OPF contain
information which, if improperly disclosed, could cause substantial harm,
embarrassment, inconvenience, or unfairness to the employee.
Consequently, it is required by law that the custodian establish appropriate
administrative, technical, and physical safeguards to ensure the security and
confidentiality of the OPFs and to protect against any threat to their integrity.
See 313.2 and 313.3 regarding responsibilities of the custodian to safeguard
personnel records, and on penalties provided by the Privacy Act for
unauthorized collection or disclosure of information about an individual.
Handbook EL-301, Guidelines for Processing Personnel Actions, outlines
procedures related to the protection of OPFs.

Access to Folders

Official Uses

Postal officials and personnel office employees who require personnel
information in the performance of postal duties must so state before being
given access to OPFs. No Privacy Act accounting is required for such
disclosures.

Employee Review

With no exceptions, individuals may review and have copies made of any
information contained in their OPF. Such review must be conducted in the
presence of an official or employee who has custody of the folder. Records
are made available for inspection and copying during normal business hours
at the facility where the record is to be reviewed. Employees wishing to
review or copy records pertaining to them must do so on their own time
except as provided for under current collective-bargaining agreements.
Information to which an employee is not entitled access is listed in 313.61a
through h; however, none of the items of information listed there may ever be
kept in the OPF. For further information on requests made by employees
regarding information pertaining to themselves see 313.6.

All Others

See 313.5 for instructions regarding the disclosure of personnel information
to others.
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Detailed Instructions

Detailed instructions governing the establishment, content, maintenance and
disposition of OPFs are contained in Handbook EL-301, Guidelines for
Processing Personnel Actions, scheduled for publication in the near future.

Personnel Investigation Records

Reference Note:

For additional material concerning the subject matter found in 314.2,

refer to:

= Vice President, Human Resources, Memorandum dated
November 9, 1995, concerning Implementation Procedures
for Office of Personnel Management’'s Expanded Special
Agency Checks.

n Manager, Employment and Placement, Memorandum dated
September 15, 1987, concerning Office of Personnel
Management Special Agency Check.

314.21
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314.23

314.24
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Responsibility

Postal officials with appointing authority are responsible for the security and
disposition of personnel investigation records in their possession or in the
possession of their subordinates. Personnel investigation records are
normally maintained by the same official who is responsible for maintaining
OPFs, although access is more restricted.

Purpose

Personnel investigation records are developed and maintained for the
purpose of determining suitability of employment, and for security purposes
as authorized by 39 U.S.C. 410(b) and 1001.

Location of Record System

To comply with the Privacy Act and to prevent unauthorized access to
sensitive investigative information, personnel investigation records on
employees and applicants for employment must be stored in locked file
cabinets accessible only to those with the appropriate authorization and the
need to know. Investigative records must not be filed in the OPF, nor may
they be stored in the same file cabinets as the OPFs except in those small
offices where access to both record systems is restricted to the same one or
two individuals.

Content

Personnel investigation records include such items as character references,
former employee references, police records, drug abuse reports, investigative
reports, accountings of disclosures for law enforcement purposes, and such
other material as may be generated in any of four ways. Due to the differing
disposal requirements for each of the four types of records, it is advisable to
keep each type segregated within the same alphabetical file. Employees may
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therefore have up to four folders filed under their names in the personnel
investigations files. The four types of investigative records are:

a.  Those resulting from local preemployment background investigations
performed by appointing officers in compliance with Part 310 of
Handbook EL-311. Preemployment investigation records are
maintained by the Postal Service within the privacy system of records
identified as USPS 120.110.

b. Information returned to the appointing officer, either directly or through
the Postal Inspection Service, as a result of the National Agency Check
and Inquiries (NACI) investigation. (Form 85 Nonsensitive Security
Clearance, or SF 86 Security Investigation Data for Sensitive Position,
on which background data is submitted to OPM and on which notations
may be made showing that investigative requirements have been met,
are filed as permanent records in the OPF.)

C. Investigative memorandums on employees generated by the Postal
Inspection Service. Whether or not these memorandums become the
basis for disciplinary action, they must never be placed in the OPF.
Written letters of decision regarding disciplinary action based on
investigative memorandums are filed in the OPF as permanent
documents immediately below the Form 50 which effects the action.
The case number on the investigative memorandum is noted in the
remarks section of this Form 50. Investigative memorandums are
maintained by the Postal Service within the privacy system of records
identified as USPS 080.010.

d. Records of all disclosures of any personal information maintained by
the Postal Service to a federal, state, or local government agency for
civil or criminal law enforcement purposes.

Disclosure to Employee Concerned

Local Preemployment Background Investigations Records

Employees may review and have copies of any information pertaining to
themselves in these records, except the name or information identifying an
individual who has expressly requested and been promised anonymity in
providing information to the Postal Service. The fact that such a request or
promise has been made must be clearly reported in the record by the
responsible appointing official. The information must be excised from a copy
of the record before it can be reviewed or copied by the individual.

Investigative Material Developed by the Office of Personnel Management
During NACI Investigation
Individuals requesting NACI records are advised to send their requests to the

FEDERAL INVESTIGATIONS PROCESSING CENTER
OFFICE OF PERSONNEL MANAGEMENT

PO BOX 618

BOYERS PA 16018-0618.
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Investigative Memorandums Generated by the Postal Inspection Service
Requests for access to such records are forwarded to

CHIEF POSTAL INSPECTOR
US POSTAL SERVICE

475 UENFANT PLZ SW
WASHINGTON DC 20260-2100.
Disclosure Accounting Records

When a disclosure has been made for civil or criminal law enforcement
purposes, the accounting of that disclosure is not to be provided to the
individual.

Note: Accountings must be provided to the individual when information has
been disclosed to a law enforcement agent during a suitability for
employment investigation.

Retention and Disposal

See Item 16 in the Appendix A for personnel investigation records retention
and disposal instructions.

Medical Records

Program Administration

See Chapter 8 for instructions on the administration of the medical program.

Confidentiality

All medical records and information are to be considered confidential. Such
records must be kept under lock when left unattended.

Maintenance

Restricted medical records are not to be maintained in the OPF. They must
be maintained separate from all other employee records as the Privacy Act
System USPS 120.090. See Chapter 2 of Handbook EL-806, Health and
Medical Services, for definition of medical records.

Retention and Disposal Upon Employee Reassignment,
Separation, or Transfer

See Item 49 in the Appendix A for records retention and disposal instructions.

Injury Compensation Case Files

Responsibility

The handling of injury compensation cases and maintenance of case files is
the responsibility of the designated injury compensation control point or
office, which may be the medical or health unit, the safety office, or an
appropriate level supervisor. See 540 for complete instructions on
administration of the Injury Compensation Program.
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Purpose

Injury compensation case files are maintained to monitor the administration of
benefits under the Federal Employees’ Compensation Act (FECA), as
amended, which covers all officers and employees of the Postal Service.
Injury compensation records are maintained by the Postal Service within the
privacy system of records identified as 120.098.

Content

Injury compensation case files are established for each employee who
submits a claim to the U.S. Department of Labor, Office of Workers’
Compensation Programs (OWCP). The case file contains:

a. CA-1 (copy), Federal Employee’s Notice of Traumatic Injury and Claim
for Continuation of Pay/Compensation.

b. CA-2 (copy), Notice of Occupational Disease and Claim for
Compensation.

C. Form CA-17, Duty Status Report, completed by the employee’s
attending physician as often as the control office or control point deems
necessary during the period of disability.

d. Form 2533 (copy), Limited Duty Assignment, if used.
e.  Any other forms or correspondence which pertain to the case.

Confidentiality

Injury compensation case files are to be treated as confidential and given the
same measure of security as other personnel records systems; i.e., storage
in a locked desk or file cabinet and access restricted to those with the need to
know.

Disclosure to the Individual Concerned

Individuals may review and have copies of any information pertaining to
themselves that is contained in the injury compensation files. If the case files
contain medical information, the medical officer must approve the direct
disclosure of this information to the employee.

Retention and Disposal

If an employee with an injury compensation case file is reassigned to another
unit within the Postal Service, the case file is sent by certified mail to the
injury compensation control point at the employee’s new location. For
separation cases, see Item 55 in the Appendix for records retention and
disposal instructions.

Supervisor’s Personnel Records and Personal Notes

General

Supervisors establish an adequate personal filing system for the performance
of their daily responsibilities and to maintain compliance with the provisions of
the Privacy Act. Supervisor’s Personnel Records are maintained by the
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Postal Service within the privacy system of records identified as USPS
120.190.

Levels of Information

In order to meet the requirements of the Privacy Act, the Postal Service has
defined three levels of personnel information for general use:

a. Level 1 — General Purpose Record Systems are those official systems
necessary to support employee staffing, benefits, payroll, and other
employment-related functions, e.g., the OPF.

b. Level 2— Supervisor’s Personnel Records of discussions, letters of
warning, the supervisor’s copy of any official records maintained in
Level 1, and any other relevant official records being maintained at the
supervisor’s discretion for the purpose of enabling effective
management of personnel.

C. Level 3— Personal notes and documents maintained by a supervisor
and never circulated to another person. These are considered to be
unofficial, nonpostal documents until such time as at least one other
person (besides the subject employee) withesses their contents. For
purposes of the Privacy Act, another person’s witness of the contents of
such documents legally converts them to Level 2, Supervisor’s
Personnel Records category.

Maintenance

Level 1 and 2 records are subject to the provisions of the Privacy Act. For a
list of the currently authorized Level 1 personnel records systems being
maintained, see 313.42 of this manual. Appendix B of the ASM describes the
nature of these systems and includes disclosure and retention information.
Level 2 records are described as Privacy Act system of records 120.190 in
Appendix B of the ASM.

Supervisor’s Personnel Records (Level 2 Records)

Contents

Supervisor’s personnel files may include such employee records as:
discussions; letters of warning and other disciplinary records; copies of
records filed in the OPF; copies of training and placement records;
attendance records; travel records; skills bank information; estimates of
potential; merit evaluations; vehicle operator’s and safe driver awards
records; letters of commendation; customer correspondence; and other
information at the supervisor’s discretion.

Privacy Act Requirements

These records are personal and must be provided the same level of security
as OPFs; i.e., storage in a locked desk or file cabinet and access restricted to
those with the need to know. At installations where some employees
frequently work for more than one supervisor, a separate, central file for
disciplinary and/or other supervisor’s personnel records may be maintained
under this privacy system. Supervisor’s personnel files are a recognized
system under the Privacy Act, and are therefore subject to all its provisions,
including the right of the employee to review and have copies of any records
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maintained therein. Copies of investigative memorandums prepared by the
Inspection Service may not be maintained as a supervisor’s personnel
record, but rather as a personnel investigative record as defined under 314.2.

Disclosure

Upon request, from the subject employee, Supervisor’s Personnel Records
(Level 2) about that employee must be shown to him or her. In addition, Level
2 records are to be disclosed to persons who have the written consent of the
subject employee. Level 2 records may be disclosed without the subject’s
consent to Postal Service officials only when needed in the course of official
business; to collective-bargaining agents when relevant to a grievance; to
EEO investigators when relevant to a formal EEO complaint; or for other
reasons specifically authorized by the Privacy Act, including routine uses
published in Appendix B of the ASM. A record must be maintained of each
disclosure to anyone other than the employee or a postal official. Disclosure
from an employee OPF to the subject employee or to a postal official should
be accounted for using Form 6100-A or 6100-B as appropriate. This
“disclosure accounting” record should be kept in the employee’s OPF. (See
ASM 353.3 for details.)

Note: Informal EEO complaints — EEO counselors need to review Level 2
records in order to satisfactorily perform their function. Review is permitted
provided the counselor demonstrates that the information desired is relevant
to resolution of the question(s) involved. Counselors are not to have access
to Supervisor’s Personnel Records, but only to relevant records from which
they may make notes of the information needed. If most of a record is
relevant, it may be photocopied with the nonrelevant portions excised.

Retention and Disposal

Level 2 records are generally retained as long as the employee-supervisor
working relationship remains in effect. When an employee is transferred or
promoted and has a new “primary” supervisor or an entirely new set of
supervisors, Level 2 records, except disciplinary records, are to be destroyed
on the effective date of the personnel action. All disciplinary records are
transferred to the new supervisor, provided their retention period has not
expired. Disciplinary records are transferred and retained in accordance with
established retention periods (see system USPS 120.190 in Appendix B of
ASM). When an employee separates from the Postal Service, all Level 2
records are to be destroyed within 30 days.

Note: Collective bargaining grievance case files should always be
maintained separate and apart from Level 2 records.

Supervisors’' Personal Notes

Although by definition a supervisor’s personal notes are not Postal Service
records, any use of them that is inconsistent with their purely personal
character may cause them to be treated as if they were Postal Service
records. Inconsistent use would include disclosure of details or circulation of
the notes to other Postal Service employees, including other supervisors, or
discussion of the notes’ details with anyone other than the subject employee.
If disclosure of details does occur, the notes, even though entirely personal in
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origin, should be treated as Postal Service records to which Level 2
instructions apply.

Note: Notes do not become Level 2 records when a supervisor merely
informs another supervisor informally that she or he has had, for example, an
attendance problem with an employee. They become Level 2 records, and
subject to disclosure to the employee, only when specific information from the
notes is disclosed or discussed. Any supervisor who maintains personal
notes at work as a matter of convenience should ensure that other persons
do not have access to them. If there is any doubt as to whether particular
notes may have been seen by or discussed with anyone other than the
subject employee, the doubt should be resolved in favor of treating them as
official Level 2 records.

Merit Evaluation Records

Contents

These records consist of audit sheets, performance ratings, self-appraisal
statements of goals and objectives, and related correspondence.

Maintenance

These records are maintained by the Postal Service within the privacy
system of records identified as USPS 120.153.

Retention and Disposal

See Item 27 of the Appendix for retention and disposal instructions.
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321

321.1

321.11

321.12

321.2

321.3

3214

3215

321.6

General Provisions for Recruiting

Establishing a Need for Recruitment

Administration

The installation head is responsible for forecasting the recruitment
requirements in the installation in sufficient time to assure that qualified
persons are available for appointment. In so doing, the installation head must
consider the number of anticipated vacancies, the size of the available
register, and the status of the suitability determinations of eligibles.

Equal Employment Opportunity (EEO) Program

The installation head implements an equal employment opportunity program
which includes affirmative recruitment, selection, and placement. The
installation head assures that all eligibles are considered.

Obtaining Recruiting Materials and Publicizing Job
Opportunities

Recruiting materials are available from the National Test Administration
Center (NTAC). District managers and installation heads must ensure that job
opportunities are given widespread publicity within the area from which they
are expected to recruit employees. See Handbook EL-311, subchapter 220
for details.

Administering Entrance Examinations

Complete details for administering written and rated examinations can be
found in subchapters 420 and 440 of Handbook EL-311.

Reopening Entrance Registers

Since registers for a particular installation are usually maintained at the
district to which the installation reports, information about the adequacy of the
register is available only at the district. Appointing officials must maintain
adequate registers to meet predictable needs in the job areas for which they
normally hire. Procedures for reopening examinations and requesting
examination announcement materials from NTAC can be found in Chapters 2
and 4 of Handbook EL-311.

Review of Rating
A competitor is allowed to request reviews of a rating in accordance with
established postal policy. See Handbook EL-311, subchapter 426.

Register Preference Factors

Veteran preference is granted for employment in the Postal Service. Specific
procedural guidelines are contained in Handbook EL-311, subchapter 240.
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Registers

The appointing officer or district is responsible for the maintenance of
registers for positions to be filled in the installation or group of installations.
This section is concerned primarily with positions which are filled through
entrance examinations. There is a separate register for each examination.
Specific procedures for establishing, maintaining, and utilizing registers are
contained in Handbook EL-311, subchapter 250.

Special Employment Programs (Employment of
Individuals With Disabilities)

See Handbook EL-311, 261.34.

Reference Note:

For additional material concerning the subject matter found in 322,

refer to:

L Assistant Postmaster General Memorandum, dated
December 15, 1987, concerning Special Recruitment —
Severely Handicapped.

Accessions

Definition

An accession is a personnel action which adds an employee to the rolls of
the Postal Service. Movement of an employee between postal installations
without a break in service is not an accession.

Career Accessions

Career Appointment

Authority

Career appointments are made under authority of Title 39 U.S.C. (Postal
Reorganization Act) Section 1001, dated Aug. 12, 1970.

Definition

A career appointment is an appointment to the postal career service without
time limitation. Included are:

a. Full-time employees, part-time regular employees, and part-time
flexible employees.

b. Exempt, nonexempt, and part-time salaried employees. Excluded are:
(1) Casual and Temporary Employees.
(2) Substitute Rural Carriers.
(3) Auxiliary Rural Carriers.
(4) Rural Carrier Reliefs (RCRs).
(5) Rural Carrier Associates (RCAS).
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Offer of Appointment

When an eligible is selected the appointing officer makes an offer of
appointment which includes:

a. Full particulars regarding the position, including title, duties, level,
salary, location of employment, nature and duration of appointment,
and information that a preemployment interview is required. See
Handbook EL-311, 264.8 and 265.

b. Instructions for submitting any forms required before entrance on duty
concerning veteran preference, medical examination, etc.

C. Any conditions the appointee is required to fulfill after entrance on duty,
e.g., serving a probationary period and being subject to investigation.

Transfer

From Other Federal Agencies

Transfer is the movement of a career or career-conditional employee from
another agency to the Postal Service without a break in service.

Status After Transfer

An employee transferring to the Postal Service from another agency is given
a career appointment whether the employee was career or career-conditional
with the former agency. See Handbook EL-301, Processing Personnel
Actions.

Effective Date

In making a transfer, the appointing officer arranges with the losing agency to
set a mutual agreeable effective date which will not result in a break in
service of 1 workday or more.

Reinstatement

Definition

Reinstatement is the noncompetitive employment of a former federal career
or postal career employee subject to certain time limits after separation and a
new probationary period. The employee must meet the qualification
standards, including any required written examination, which may be
administered noncompetitively. Reinstatement of a former federal or postal

employee is at the discretion of the appointing official. See Handbook EL-311,
313.

Applicants Separated for Cause

Prior approval of the district Human Resources manager, area Human
Resources manager, or the vice president of Human Resources, must be
obtained before employing any such former postal or federal employee who
was removed from the Postal Service or from other federal employment for
cause or who resigned after being notified that charges proposing removal
would be, or had been, issued. See Handbook EL-311, 313.

Time Limits on Reinstatement
Refer to Handbook EL-311, 261.313.

ELM 14, June 1999



ELM 14 Contents Summary of Changes

Employment and Placement

Recruitment and Hiring

323.24

323.3

323.31

323.32

323.321

323.322

ELM 14, June 1999

323.322

Positions Restricted to Preference Eligibles

Certain positions are restricted to preference eligible veterans under the
Veterans’ Preference Act of 1944. This restriction applies only to competition
in examinations for entrance into the Postal Service. See Handbook EL-311,
262.

Reemployment of Former Postal Employees

After Military Duty

For reemployment upon return from active military service or training duty in
the Armed Forces of the United States, see 365.23.

After Transfer to Other Federal Agencies, Commissions, or
International Organizations

Eligibility

Reemployment rights are granted only for transfer of career employees who
have completed their probationary periods, when authorized by the district
Human Resources manager. The authorization is valid for only 1 year and
reemployment rights granted under the authorization automatically expire
after 2 years, unless sooner forfeited or exercised. For employees who serve
outside the continental limits of the United States, the expiration date is
extended an additional 3 months to permit travel.

Exercise or Forfeiture of Reemployment Rights

a. Exercise of Reemployment Rights. Employees must apply to the Postal
Service in writing within 30 calendar days immediately preceding the
date of expiration of their reemployment rights. (If the employee has
received the consent of the other agency, or an advance notice to
report to active military duty, a copy of the notice must accompany the
application.) The employee must apply at an earlier date under the
following circumstances:

(1) Wwithin 30 calendar days after receipt of notice of involuntary
separation; or

(2) Within 30 calendar days after date of voluntary separation,
provided the employee has the written consent of the other
agency to resign; or

(3) Atleast 30 calendar days in advance of the employee’s
scheduled entry to active military duty. (Employees who thus
exercise reemployment rights are eligible for return to their postal
position after military duty.)

b. Forfeiture of Reemployment Rights. Employees forfeit reemployment
rights granted under the authorization if they:

(1) Fail to apply for reemployment in the Postal Service within the
time limits stated in 323.322; or

(2) Resign, without the written consent of the other agency, more
than 30 calendar days prior to the expiration date of their
reemployment rights.
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C. Termination of Rights After Declination of Offer. The employees’
reemployment rights are terminated if they:

(1) Fail to accept within 10 calendar days a proper offer of
reemployment by the Postal Service.

(2) Refuse to accept a proper offer of reemployment in a position in
accordance with their rights after applying for reemployment.

(3) Fail to make a timely appeal when they believe the postal official
is not giving them the full benefit of their reemployment rights.

Effecting the Reemployment

The postal official places the employee on duty as promptly as possible, and
no later than 30 calendar days after receipt of the employee’s application for
reemployment. If there is no available position, the case is referred to the
area Human Resources manager.

Refusal to Reemploy

The postal official may refuse to take action to place an employee on duty,
who has reemployment rights, only if the applicant was separated from the
other agency for serious cause evidencing his or her unsuitability for
reemployment. If the employee is refused reemployment rights, the postal
official must: (a) notify the employee in writing and (b) include a paragraph
informing the applicant of her or his right to appeal the decision.

Reemployment of Retired Annuitants

Definition

Reemployed annuitant means an employee whose annuity under the Civil
Service Retirement System or the Federal Employees’ Retirement System
was continued on reemployment in an appointive position on or after
October 1, 1956. Prior approval must be obtained before reemploying a
retired postal or federal employee receiving an annuity as follows:

a. District Human Resources manager for the district.
b. Area Human Resources manager.

C. Vice president of Human Resources for Headquarters and
Headquarters-related units. Request for approval must be submitted
through appropriate management channels.

Eligibility

Annuitants receiving annuities are not, because of retired status, barred from

employment in any position for which they are qualified. Retirees under

another retirement law may be reemployed only as provided by the particular
act under which they retired. Annuitants are employed under the regulations
governing the particular type of action (Career or Temporary Appointments)
and must meet the regular physical and other requirements for the position.
Annuitants may be given career or temporary appointments.
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323.333 Annuitants Who Remain Annuitants After Reemployment

a.

Annuities continued. Annuitants who retired under the following
circumstances continue to receive their retirement annuities after
reemployment:

(1) Voluntary separation. (Optional Retirement)
(2) Separation for misconduct or delinquency. (Optional Retirement)
(3) Retirement based on age. (Mandatory Retirement)

(4) Retirement based on disability, age 60 or more. (Disability
Retirement)

(5) Retirement based on disability, under age 60, not found
recovered or restored to earning capacity and reemployed under
a temporary appointment of less than 1 year’s duration. (Disability
Retirement)

(6) Involuntary separation, if reappointed to a noncareer position
(Discontinued Service Retirement).

Hiring annuitants. Prior to accepting annuitants for postal employment,
appointing officials advise annuitants that the rates at which their
annuities are paid are deducted from the rate of the salary normally
paid for the position in which they are reemployed. For additional
information and references to OPM resource material, see 566.5 and
586.6.

323.334 Annuitants Who Cease to Be Annuitants After Reemployment

ELM 14, June 1999

a.

Annuities Discontinued. Annuities of employees who retired under
these circumstances are discontinued upon reemployment:

(1) Retirement based on disability, under age 60, and upon
presentation of Form BRI 46-10, Notice of Recovery from
Disability, showing the OPM has found the annuitant to be
recovered or restored to earning capacity. (Disability Retirement)

(2) Involuntary separation, if appointed to a position subject to the
Retirement Act. (Discontinued Service Retirement)

Hiring Annuitants. Prior to accepting annuitants for employment, the
appointing official advises them that their annuity will be discontinued.
Immediately on reemployment (or in advance, if possible) of an
individual under these conditions, the appointing official must also notify
the

EMPLOYEE SERVICE AND RECORDS CENTER

OFFICE OF PERSONNEL MANAGEMENT

PO BOX 45

BOYERS PA 16017-0045

of the annuitant's name, date of birth, retirement claim number (if
known), and whether retirement deductions will be made from
annuitant’s salary in the position in which reemployed. For additional
information and references to OPM resource material, see 566.5 and
586.6.
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Special Requirements for Reemployment of Disability Annuitants

a.

Disability annuitants under age 60 whose annuities have been, or within
1 year will be, discontinued because of recovery may be given any type
of appointment for which they meet the regular eligibility requirements.
The OPM'’s notice to annuitants on Form BRI 46-10 is sufficient
evidence of their recovery. If this notice is not presented, the appointing
officer, by letter, requests the OPM regional director to determine
whether the annuitant has recovered prior to effecting any
reemployment, except as authorized in 323.335 b and c. On advice
from a physician, the letter includes a statement of the appointing
officer’s opinion as to whether the annuitants are physically qualified to
perform the duties of the positions for which they are being considered.
It may be accompanied by a medical examination report if an
examination can be obtained from a federal medical facility or activity,
without incurring any expense to the annuitant, the USPS, or the OPM.
The OPM'’s notices to annuitants that they have been restored to an
earning capacity is evidence only of their reemployment eligibility. On
advice from a physician, appointing officers must determine that
annuitants are physically qualified to perform the duties of positions for
which they are being considered. (The physician may be a Postal
Medical Officer or a private physician designated by the USPS.)

Disability annuitants under age 60, may be reemployed under
temporary appointments of less than 1 year’s duration without prior
medical approval by the OPM.

Disability annuitants age 60 or over, may be reemployed in any position
for which they are qualified without prior medical approval of the OPM.

Annuitants, appointed on or after October 1, 1956, whose annuities
continue after appointment may be separated at the will of the
appointing officer.

Temporary and Casual Appointments

Temporary Appointment

Definition

Temporary appointment is a noncareer limited appointment up to, but not
exceeding, 1 year in a position requiring the performance of duties assigned
to nonbargaining unit positions.

Use of Temporary Appointments

Temporary appointments may be made to meet administrative needs for
temporary employment. The following types of positions or circumstances are
filled by temporary limited appointments:

a.
b.

Positions not expected to last more than 1 year.

Part-time and intermittent positions that are not clearly of a continuing
nature.

Continuing positions, when temporarily vacated for periods of less than
1 year.
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d. Emergency situations such as fire, flood, earthquake, high winds, or
unforeseeable circumstances which cause a severe curtailment of
available manpower, e.g., epidemics, accidents involving an unusual
number of employees, etc.

Casual Appointment

A noncareer limited term appointment to positions used as a supplemental
work force as described in the National Agreement or in similar provisions in
other Postal Service collective-bargaining agreements, requiring the
performance of duties otherwise assigned to employees in the bargaining
units.

Former Postal or Federal Employees

Reference Note:

For additional material concerning the subject matter found in 323.43,

refer to:

= Manager, Employment and Placement, Memorandum, dated
October 10, 1997, concerning Guidelines for Federal
Employees and Annuitants Applying for Temporary or
Noncareer Postal Positions.

For those hired as temporary or casual employees after having previously
served in a position in the Postal Service or other federal agencies, wherein
they were covered by Civil Service retirement, health benefits, or life
insurance, such persons must have at least a 4-day break between such
service and their appointment as a temporary employee.

Rural Carrier Positions

Normally, regular rural carrier positions and rural carrier relief/leave
replacement positions are filled in accordance with any applicable
collective-bargaining agreement.

Dual Employment or Dual Compensation

Within the Postal Service

General Explanation

Under certain circumstances, as described in this chapter, 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/leave replacement service on rural routes and postmaster
relief/leave replacements (noncareer) to gain further employment and to
minimize unemployment compensation expense. Substitute rural carriers
(72-0 and 73-0) may be given a dual appointment to a career part-time
position or noncareer position. Rural carrier relief (RCRs), Rural Carrier
Associates (RCAs) and Postmaster relief/leave replacements cannot be
given a dual appointment to a career position. Dual appointments also enable
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the Postal Service to utilize available experienced employees instead of new
hires.

Prerequisite

All dual appointments must be cost effective and in the best interest of the
Postal Service. Before deciding to make dual appointments, installation
heads should consider the following factors:

a. Determine the estimated daily workload requirement (hour by hour) in
each craft.

b. Determine if this workload can be covered by increasing the hours of
part-time flexibles currently on the rolls, by the judicious use of overtime
hours.

C. Determine if this workload can be covered by using employees from
another craft, in accordance with applicable provisions in
collective-bargaining agreements.

d. Determine if it would be more feasible to use the services of part-time
employees from other nearby post offices.

e. Determine if the installation will have enough flexibility to make
necessary leave replacements if dual appointments are made.

f. Determine what the average weekly workhours are for each employee
on the rolls and ascertain whether a dual appointment would reduce the
Postal Service’s liability for State Unemployment Compensation
benefits.

g. When itis proposed to offer a substitute rural carrier a dual
appointment as a part-time employee in another craft, determine if the
advantages justify the additional expense for fringe benefits. Substitute
rural carriers are not eligible for retirement, life insurance, military
leave, or health benefits. However, they become eligible for these
benefits upon being appointed to a career part-time position. Normally,
installation heads can obtain information on benefit and unemployment
costs from the district Finance manager.

h. Determine whether the combined hours of the dual appointment will
total more than 8 hours a day or 40 hours a week.

Authority to Appoint

Authority to make dual appointments must be obtained from the district

manager (or designee) as appropriate.

Appointment Requirements

Employees considered for dual appointments must meet all qualification
requirements for both positions, including examination requirements, if any.
Likewise, substitute rural carrier employees may be appointed to entry level
career positions noncompetitively. All other procedures for conducting
examinations, maintenance of registers, and selections and promotions are
included in Handbook EL-311, Personnel Operations.

Compensation, Benefits, and Other Rights

An employee serving under a dual appointment is compensated for the work
performed in a particular position at the appropriate rate for that position.
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Where one of the positions of a dual appointment carries with it the right to
fringe benefits, the employee accrues the rights immediately upon
appointment to that position and retains the rights even while working in
another position that does not have such fringe benefit rights. Other rights
which accrue to a position under the terms of a collective-bargaining
agreement are accorded to the employee.

Change to Full-Time Status

An employee’s change to full-time status in either of the two positions
necessarily requires the termination of the residual appointment.

Between USPS and Other Federal Agencies

An employee may serve and receive pay concurrently as an employee of the
Postal Service (other than as a member of the Board of Governors or of the
Postal R