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ELM 650 Non-Bargaining Disciplinary, Grievance and Appeal Procedures

Training Overview

• ELM Version (Current Version 55, March 2024)

• NAPS Representation 

• ELM 651 Disciplinary and Emergency Procedures

• ELM 652.4 Other Appealable Actions

•           (Grievances for Specific EAS)

• EAS Grievance Process under ELM 650 

 (Step A, B & Area HR Review)

• EAS Grievance Timelines

• EAS Grievance  Strategies 

• Actual Grievance Case Study



Who does NAPS Represent?

NAPS MEMBERS!

• Unlike postal unions, NAPS does not represent non-

members.

• Sign up newly promoted EAS as soon as possible with 

NAPS Form 1187.

• Disciplinary Defense Fund (DDF) is available 90-days after 

an EAS employees joins NAPS, unless joins within 60-

days from being promoted from craft.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

Emergency Placement in Off–Duty Status

Letters of Warning and Grievances



651.2 Representation

Subject to prohibitions regarding Executive and Administrative Schedule 

(EAS)/Craft representation, employees have free choice of representation. 

Representatives designated by employees, if postal employees and if 

otherwise in a duty status, are granted a reasonable amount of official time 

to respond to notices of proposed disciplinary action, to prepare for and 

represent the employee at a hearing held in accordance with 652.24, 

and/or to represent an employee who has appealed a letter of warning or 

emergency placement in a non-duty status in accordance with 652.4. 

Employees covered under these provisions may request representation 

during investigative questioning if the employee has a reasonable belief 

disciplinary action may ensue.
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ELM 651 Disciplinary and Emergency Procedures



ELM 652.41 Coverage

Employees in EAS-17 and below, regardless of length of service, 

may appeal letters of warning, emergency placement in a nonduty 

status, and other matters not covered by 652.2 (Adverse Action) by 

using the procedures in 652.42 through 652.44. (Step A, B  & 

Review)

PCES Level I, and EAS-18 and above employees have access to 

these procedures only to appeal discipline in the nature of a letter of 

warning and emergency placement in a nonduty status.

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

652.4 Other Appealable Actions

https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453252
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What can lead to a respective EAS 17 or below to file a Grievance 

per ELM 652.4 Other Appealable Actions? “Other Matters”
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652.4 Other Appealable Actions

Violation of USPS Policy, Memo or Management Instructions

• Failure to pay Additional Straight-time Pay (T-Time)

• Involuntary Reassignment

• Instruction to use POV for USPS business

• Annual Leave Requests / EAL / SL / AWOL

• Bullying and Harassment

• Instructions to work outside medical restrictions

• Higher-Level pay denied

• Being “On Call” during Vacation or NSD

• Answering personal phone while on-duty/off-duty or                                   

USPS when off-duty



What can lead to a respective EAS 17 or below to file a Grievance 

per ELM 652.4 Other Appealable Actions?
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652.4 Other Appealable Actions

ELM 665.15 Obedience to Orders

Employees must obey the instructions of their supervisors. If 

an employee has reason to question the propriety of a 

supervisor’s order, the individual must nevertheless carry out 

the order and may immediately file a protest in writing to the 

official in charge of the installation or may appeal through 

official channels.



To File an EAS Grievance  -- Member should:

• Call NAPS representative immediately!

ELM 651.2 Representation

Subject to prohibitions regarding Executive                                 

and Administrative Schedule (EAS)/Craft representation, 

employees have free choice of representation.

• Have facts (dates/times/issue) available for NAPS Representative 

to prepare grievance filing.

• Filing an EAS Grievance should be done within 10 calendar days 

from date of incident or member was made aware USPS 

leadership was violating postal policy, directive, MI, Memos, etc.                                                           

• 10-calendar days includes weekends & holidays!

Understand and Adhere to Filing a Timely Grievance



• Verifies NAPS Membership – DCO or call NAPS HQ

• Gathers NAPS Member’s Information for Grievance

– Name, address; 

– non-postal email; 

– personal phone #; 

– USPS Title/Level and Office of domicile.

• Is aware that grievance is timely

• Have NAPS Member sign “Request for Representation & 

Release Form” 

Employee has free choice of representation 
(Per ELM 651.2 Representation)

Understand and Adhere to Filing a Timely Grievance

Action by NAPS Representative 



NAPS

“Request for 

Representation & Release 

Form”

See NAPS.org

under

Members tab

 Forms & Documents 

Section





Action by NAPS Representative

Prepare a Written Appeal & Evidence Package within 10-Days

• Get copies of respective USPS policies, USPS Directives, Management 

Instructions (MI’s), USPS Memorandums, etc. that member claims USPS 

violated.

• Written witness statements 

• Signed written statement from member

– This is the member’s grievance -                                                       

they need to tell their story.

• Request information from USPS that substantiates member’s grievance 

– TACS Reports, Form 50, PS 3971’s, PS 1260’s, work schedule, etc. 

Member Requests to file an EAS Grievance 





Action by NAPS Representative
Prepare a Written Grievance with Evidence  . . . 

• Only include information pertinent to your case.

• State what postal policy, ELM reference, Management 

Instruction (MI), Directive, Memo, Rule was violated by USPS.

• State the specifications of who, what, where and when the USPS 

violation occurred (dates, names, locations, times, etc.)

• State how the NAPS member was personally, financially or 

administratively “Harmed”.

• State resolve NAPS member is seeking from                                

USPS to resolve violation and what will make                        

member “whole”.
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Emergency Placement in Off–Duty Status

Letters of Warning and Grievances

652.4 Other Appealable Actions

652.41 Coverage

652.42 Step A (Filing an EAS Grievance)

652.43 Step B (Appeal of USPS Grievance Response)

652.44 Review (Appeal of USPS Grievance Response)



ELM 652.41 Coverage

Employees in EAS-17 and below, regardless of length of service, 

may appeal letters of warning, emergency placement in a nonduty 

status, and other matters not covered by 652.2 (Adverse Action) by 

using the procedures in 652.42 through 652.44. (Step A, B  & 

Review)

PCES Level I, and EAS-18 and above employees have access to 

these procedures only to appeal discipline in the nature of a letter of 

warning and emergency placement in a nonduty status.
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652.4 Other Appealable Actions
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652.4 Other Appealable Actions

652.42 Step A
• An employee or representative states the appeal (Grievance) in writing to 

their immediate supervisor (NAPS Member’s Manager) within 10 calendar 

days of learning the grievance. 

• The employee or representative has the opportunity to discuss the grievance 

with the Member’s boss during this grievance period. 

• NAPS Note: Try to resolve at lowest level. 

• The Manager receiving the member’s grievance (Member’s Boss) gives a 

written decision within 10 calendar days after receipt of grievance.

• If member does not receive the STEP A decision within the 10 calendar days 

because of extenuating circumstances, the written decision to the grievance 

must explain the reason(s) for the delay.

• If NAPS member doesn’t agree with written STEP A decision to resolve the 

grievance, member may submit a Step B appeal. 

• NAPS Note: Decision to accept Managers’ decision to resolve the grievance 

is ALWAYS the NAPS member’s choice. 
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652.4 Other Appealable Actions

652.43 Step B
• A field employee or representative may submit a written appeal to the 

installation head within seven (7) calendar days after receipt of the Step A 

decision to the grievance. 

• Step A decision is from immediate supervisor (NAPS Member’s Manager) 

and should state to whom to make the Step B Appeal.

• If the installation head is the immediate supervisor (NAPS Member’s 

Manager) The Step A grievance appeal is made to the next higher level of 

management (Step B) (i.e. Postmaster – next H/L is POOM)

• The Step B appeal must include the employee’s name, title, grade, location, 

nature of appeal, and basis for appeal. 

• Upon receipt of the grievance appeal, the Step B official discusses the 

appeal with the employee or representative and renders a decision in 

writing within 10 calendar days after receipt of the Step B appeal. 

• Usually, the Official’s Step B decision is final. However – One Appeal Left!

650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures



652.4 Other Appealable Actions

652.44 Review
• The employee or representative may request a Review of the Step B 

grievance decision. 

• The request of an employee administratively responsible to the area vice 

president is directed to the area Human Resources manager. 

• The request of a Headquarters, Headquarters field unit, or Inspection 

Service employee is sent to the vice president of Labor Relations, or 

designee, with a copy to the Step B official, who forwards the file to the 

reviewing official. 

• The request is in writing and gives specific reasons why the employee 

believes the Step B decision should be reviewed. 

• The request for review is made within 15 calendar days from receipt of 

the Step B decision. 

• The reviewing official replies in writing and states the disposition of the 

employee’s request within 60 days. This reply is final.
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Example ELM 650 Grievance Appeal

• August 1: Grievance filed by NAPS member (within 10 days when aggrieved. 

• August 11: Member files STEP A grievance to Immediate Manager on 10th day.

• August 21: On 10th day, Immediate Manager provides written STEP A Decision 

Letter to member. Member disagrees with STEP A decision.

• August 28: Member files on 7th day a STEP B appeal to Installation Head (next 

higher-level) (Appeal of STEP A decision related to grievance)

• September 7: On the 10th day, Installation Head (STEP B Official) renders 

written decision to member. Member doesn’t agree with STEP B decision. 

• September 22: On the 15th day, member files for an ELM 650 Review of the 

STEP B Decision to Area Manager Human Resources or USPS HQ vice 

president of Labor Relations, or designee. 

• September 23 to November 21: Reviewing official must reply in writing and 

state the disposition of the employee’s request. This reply is final. Review 

Official has up to 60 days from date of receipt to respond with a final decision.

• Forgoing any agreed upon extensions, it should take no more than 112 days 

from the date grievance was filed to receive a final ELM 650 Review decision. 



January 27, 2000 

USPS Policy for

Additional Straight Time Pay

(T-Time)

File a Grievance per ELM 652.4 Other Appealable Actions





519.7 Nonbargaining Unit Personal Absence

519.71 Definition

Nonbargaining unit employees’ personal absence time is paid time off. It is 

not charged as annual leave, sick leave, or any other paid leave category. 

Only FLSA–exempt employees are eligible for such time off.

519.72 Policy

Nonbargaining unit exempt employees are paid on a salary basis. This 

means that under the FLSA they are not considered to be hourly rate 

employees. Therefore, partial day absences are paid the same as work 

time. While exempt employees are expected to work a full day, they may 

request time off to attend to personal matters during the workday, including 

time off due to conditions covered by FMLA. If approved, the time off is 

“personal absence time” and is not charged to annual leave, sick leave, or 

LWOP.



519.73 Limitations and Exceptions

519.731 Full–Day Absences

Except as provided for in 519.733, personal absence time is not authorized for a full–day 

absence, which must be charged to annual leave, sick leave, or LWOP, as appropriate. An 

exempt employee who plans to be absent from work for more than a half day on a workday 

should apply in advance for a full day of annual leave, sick leave, or LWOP, unless the absence is 

for an FMLA-covered condition.

519.732 Partial–Day Absences

Normally, personal absence time is limited to no more than half an employee’s workday. However, 

when an unanticipated need for time off occurs after the employee reports to work and the 

employee is allowed to leave work but is unable to return, the half–day limit does not apply. For 

example, when an employee gets sick after 2 hours at work and must leave for the remaining 6 

hours of the workday, the entire 6 hours is treated as personal absence time. However, managers 

may disapprove personal leave requests when necessary to carry out their responsibilities to 

control work hours as set forth in 519.75. In this regard, managers may require the use of an 

appropriate leave category, for example, sick leave in the case of partial–day absences for 

FMLA–covered conditions.

https://about.usps.com/manuals/elm/html/elmc5_009.htm#ep446188
https://about.usps.com/manuals/elm/html/elmc5_009.htm#ep446218


April 19, 2007 

Memo referencing EAS 

Additional Straight Time Pay

(T-Time)



April 12, 2012 

USPS Policy for

Additional Straight Time 

Pay (T-Time)



July 24, 2023 

USPS Policy for

Additional Straight Time 

Pay (T-Time)



EAS T-Time

ELM 434.143 Eligible for FLSA–Exempt EAS Additional Pay

FLSA special exempt employees in EAS–18 positions and below are 

eligible for EAS additional pay if authorized to work over 8.5 hours on a 

scheduled day or any hours on a nonscheduled day, even while on a 

temporary assignment such as to an OIC position. When authorized work 

exceeds 8.5 hours on a scheduled day, EAS additional pay is received for 

the first half hour as well as for the authorized work over 8.5 hours. 

Regular FLSA–exempt employees in EAS–23 positions and below 

positions except postmasters and officers–in–charge are eligible during the 

designated Christmas period provided they are authorized to work over 8.5 

hours on a scheduled day or any hours on a nonscheduled day and the 

additional hours are spent directly supervising bargaining unit employees 

in mail processing or delivery functions.



519.7 Nonbargaining Unit Personal Absence

519.71 Definition

Nonbargaining unit employees’ personal absence time is paid time off. It is 

not charged as annual leave, sick leave, or any other paid leave category. 

Only FLSA–exempt employees are eligible for such time off.

519.72 Policy

Nonbargaining unit exempt employees are paid on a salary basis. This 

means that under the FLSA they are not considered to be hourly rate 

employees. Therefore, partial day absences are paid the same as work 

time. While exempt employees are expected to work a full day, they may 

request time off to attend to personal matters during the workday, including 

time off due to conditions covered by FMLA. If approved, the time off is 

“personal absence time” and is not charged to annual leave, sick leave, or 

LWOP.
File a Grievance per ELM 652.4 Other Appealable Actions



August 24, 2012

USPS Policy on Temporary 

Involuntary Reassignments

• Temporary – Not permanent

• Not done weekly or randomly

• Must have an intended purpose, 

like training

• Time limit: 2-weeks - 30 or 90 

days? 

• Sufficient lead time should be 

given of temp assignment

• EAS given opportunity to 

discuss possible modifications.

• NAPS should be advised of 

temp assignment.

• Temp assignment should be in 

writing and PS Form 1723 

completed.

File a Grievance per ELM 652.4 Other Appealable Actions



Updated USPS 

Temporary Involuntary 

Reassignment Memo 

August 31, 2015

• If Involuntary Reassignment 

becomes extended or is made 

permanent, contact NAPS 

representative to file a grievance 

per ELM 652.4 Other Appealable 

Actions 

• Permanent Involuntary 

Reassignments from original EAS 

position MUST be based on 

Operational Needs. (i.e., change in 

carrier start times, expanded retail 

hours, etc.)



Use of Personal Vehicle 

While on USPS Duty

• EAS may not be 

required, directed or 

mandated by USPS 

management to use 

their personally owned 

vehicle (POV) to do 

USPS work.

• Use of POV for USPS 

business is voluntary 

for EAS.

File a Grievance per ELM 652.4 Other Appealable Actions



Use of Personal Vehicle 

While on USPS Duty

• Only if on EAS job 

description/posting 

can employee be 

required to use POV. 

No retroactive to job 

posting to require 

POV use.



Use of Personal Vehicle While on USPS Duty

• NAPS recommendation is that EAS not use POV to do USPS work, 

including the carrying of mail, transport of mail or employees. 

• Always request the USPS provide Admin vehicle to perform USPS 

duties. If only postal vehicle available is carrier LLV or similar postal 

vehicle, for safety reasons, request vehicle/driver’s training before 

operating respective USPS vehicle. 

• If volunteering to use POV, document and submit reimbursement for 

miles driven to perform USPS duties.

• MI EAS Privately Owned Vehicle (POV) Program June 1, 2015 

(Voluntary)



June 24, 2002 

Policy for Approving 

EAS Leave Requests

File a Grievance per ELM 652.4 Other Appealable Actions



ELM 512.62 Nonbargaining Unit Employees Vacation 

Planning states:

Vacation leave is granted to nonbargaining unit employees 

when their services can be best spared.  Postmasters and 

other responsible officials must schedule leave so that:

a. Employees do not forfeit leave; and

b. Postal operations are not impaired.

NOTE:

EAS Annual Leave Carryover - 640 hours 

Annual Leave Exchange (ALE) program - 168 hours max. 

Your EAS Right to Leave Requests

File a Grievance per ELM 652.4 Other Appealable Actions



ELM 417.12 Pay Schedule and Premiums

• The salary of a career employee who is temporarily assigned to 

an EAS position is based on the career EAS schedule. However, 

employees continue to receive pay premiums applicable to their 

permanently assigned positions while temporarily assigned to 

EAS positions.

• An FLSA-exempt employee who has been temporarily assigned 

to perform in an FLSA-nonexempt work position for more than 50 

percent of the work hours for the week may be eligible for FLSA 

overtime for hours actually worked over 40 in that FLSA 

workweek. (See 417.2 for determination of the FLSA status of an 

employee temporarily assigned to an EAS position.)

File a Grievance per ELM 652.4 Other Appealable Actions
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• You are NOT required to use your personal cell phone 

for USPS business.

• You can’t be directed to answer your personal cell 

phone or postal phone on NSD or while on leave.

• There is no “Being On Call” on your NSD or after 

work.

• 120 Day Rule on Higher Level in Vacant EAS position 

still applies. There is an Exception.

• Enterprise Leave Request Application (eLRA) for 

(EAS). Not required to make a 2nd contact to manager 

to report absence. Second notice is a courtesy call. 

Important Other USPS Policies 

and EAS Rights to Know

File a Grievance per ELM 652.4 Other Appealable Actions



ELM 650 Non-Bargaining Disciplinary, Grievance and Appeal Procedures

Example: EAL Grievance & Appeal

Case: Disapproved Emergency Annual Leave (EAL)

652.4 Other Appealable Actions

• 652.42 Step A (Filing an EAS Grievance)

• 652.43 Step B (Appeal of USPS Grievance Response)

• 652.44 Review (Appeal of USPS Grievance Response)









































STEP A Submitted in 10 days to Issuing Official
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STEP B 
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NAPS 

STEP B 

Appeal

NAPS Flowchart of ELM 650 – 652.4 Other Appealable Actions
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Review File
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NAPS 

STEP B 
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NAPS 
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Appeal

NAPS 
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STEP A 
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NAPS 

Written 
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Emergency Placement in Off–Duty Status

Letters of Warning and Grievances

Supreme Court 

652.44 650 Review

U.S Court of Appeals

652.43 Step B Appeal
District Court

652.42 Step A 
Initial Filing EAS 

Grievance



ELM 650 – EAS Workplace/USPS Policy Matters

652.4 Other Appealable Actions

652.41 Coverage

Employees in EAS-17 and below, regardless of length of service, may appeal letters of warning, emergency 

placement in a nonduty status, and other matters not covered by 652.2 by using the procedures 

in 652.42 through 652.44.

PCES Level I, and EAS-18 and above employees have access to these procedures only to appeal discipline in the 

nature of a letter of warning and emergency placement in a nonduty status.

652.42 Step A

An employee or representative states the appeal in writing to the immediate supervisor within 10 calendar days of 

learning the appeal’s cause. The employee or representative has the opportunity to discuss the appeal with the 

supervisor during this period. The supervisor gives a written decision within 10 calendar days after receipt of 

appeal. If this timeframe is impossible because of extenuating circumstances, the decision must explain the 

reason(s) for the delay.

652.43 Step B

A field employee or representative may submit a written appeal to the installation head within seven calendar days 

after receipt of the Step A decision. (If the installation head is the immediate supervisor, appeals are made to the 

next higher level of management.) A Headquarters, Headquarters field unit, or Inspection Service employee or 

representative may appeal within the same time limits to the next higher level of management (superior to the 

supervisor), at minimum, a manager or above. The appeal must include the employee’s name, title, grade, location, 

nature of appeal, and basis for appeal. Upon receipt of the appeal, the Step B official discusses the appeal with the 

employee or representative and renders a decision in writing within 10 calendar days after receipt of the appeal. 

Usually this decision is final.

652.44 Review

The employee or representative may request a review of the Step B decision. The request of an employee 

administratively responsible to the area vice president is directed to the area Human Resources manager. The 

request of a Headquarters, Headquarters field unit, or Inspection Service employee is sent to the vice president of 

Labor Relations, or designee, with a copy to the Step B official, who forwards the file to the reviewing official. The 

request is in writing and gives specific reasons why the employee believes the Step B decision should be reviewed. 

The request is made within 15 calendar days from receipt of the Step B decision. The reviewing official replies in 

writing and states the disposition of the employee’s request. This reply is final.

https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453252
https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453334
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Thank You!

Questions?
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