
Membership Orientation 

Understanding USPS Policies & 

EAS Workplace Rights 

Can the 
USPS do 

that? 

Zoom Into Training!

Presented by Brian J. Wagner * NAPS Past National President



1. The Law - TITLE 39 USC § 1004

2. Participation and Membership in Postal Management Association (NAPS)

3. ELM 650 Nonbargaining Disciplinary Appeals, Grievance, and Representation

4. USPS ELM 600 Conduct

5. EAS Job Postings (Vacancy Announcements)

6. Involuntary Reassignments & Emergency Placement 

7. Use of Personal Vehicle for USPS business 

8. Annual Leave Requests 

9. Additional Straight Time Pay (T-Time) for Special-Exempt EAS & Higher-Level Pay

10. Excessive Work Hours of Exempt EAS – Abuse of Schedule

11. Mystery Shop or Retail Customer Experience (RCE)

12. Letters of Concern, Letters of Information, Letters of Instructions

13. Performance Improvement Plans (PIPs)

14. Social Media Activity Related to the USPS

15. 1992 Joint Statement on Violence and Behavior in the Workplace

16. Other EAS Workplace Issues & Rights 

Important USPS Policies and EAS Rights to Know



TITLE 39 USC § 1004 - SUPERVISORY AND OTHER 

MANAGERIAL ORGANIZATIONS

(a) It shall be the policy of the Postal Service to provide compensation, 

working conditions, and career opportunities that will assure the attraction and 

retention of qualified and capable supervisory and other managerial personnel; 

to provide adequate and reasonable differentials in rates of pay between in the 

clerk and carrier grades in the line work force and supervisory and other 

managerial personnel; to establish and maintain continuously a program for all 

such personnel that reflects the essential importance of a well-trained and well-

motivated force to improve the effectiveness of postal operations; and to 

promote the leadership status of such personnel with respect to rank-and-file 

employees, recognizing that the role of such personnel in primary level 

management is particularly vital to the process of converting general postal 

policies into successful postal operations. 



• EAS employees 

have a right to 

join a postal 

management 

association.

• Report to NAPS 

HQ or a Branch 

officer any 

discouragement 

or undue 

influence against 

other EAS from 

joining NAPS.

• You have a right 

to be an officer 

of a NAPS 

Branch.



ELM 9 Labor Relations

910 Employee Organizations

911 Participation and Membership in Labor Organizations

911.1 Right to Participation

Each postal employee has the right, freely and without fear of penalty or 

reprisal, to form, join, or assist a labor organization or to refrain from any such 

activity. Each employee is protected in the exercise of such rights. Except as 

specified in 911.3, this right extends to participation in the management of the 

organization and acting as an organization representative. It includes 

presentation of the organization’s views to officials of the Postal Service, 

officials of the Executive Branch, the Congress, or other appropriate authority.

911.2 Right to Membership

No interference, restraint, coercion, or discrimination to encourage or 

discourage membership in a labor organization may be effected in the Postal 

Service.
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Very Important EAS Right
ELM 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.

ELM 53 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures



Very Important EAS Right

ELM 651.3 Nondisciplinary Corrective Measures 

Accountable managers/supervisors are responsible for the direct day-to-

day performance management of subordinates. The accountable 

manager/supervisor monitors subordinates’ performance and provides 

appropriate resources, coaching, and feedback to the subordinates. The 

manager/supervisor is responsible for leading the employee to a higher 

level of achievement. Performance improvement should be a shared 

concern and effort between manager and employee. Early dialogue and 

guidance are critical to achieving positive results and continuance of an 

effective manager/employee relationship.

ELM 53 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures



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. (Filing a Grievance)

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.

ELM 53 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures

https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453252
https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453334
https://about.usps.com/manuals/elm/html/elmc6_019.htm#ep453340




ELM 53 665 Postal Service Standards of Conduct 

Need to Know & Understand



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.

ELM 665.3  Cooperation in Investigations

Employees must cooperate in any postal investigation, including Office of 

Inspector General (OIG) investigations. 

ELM 53 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

NAPS Note: ELM 665.15 & 665.3



• When applying for an 

EAS position (lateral 

or promotion) check 

the posting for 

location, BT & ET, 

NSD.

• Keep a copy of 

original posting if you 

are the successful 

applicant. 

• If your original job 

posting schedule 

changes may be 

considered an 

Involuntary 

Reassignment.



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.



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.)



WHAT ARE THE 4 FACTORS BEFORE A REASSIGNMENT?

1. Management must focus on their intended purpose when 

making an assignment, and must inform the impacted EAS 

employee of the nature of the assignment. This must include the 

rationale for the assignment, the intended objective and the 

anticipated duration of the assignment. 

2. EAS employee must be afforded an opportunity to discuss a 

possible modification of the assignment and have their input 

considered when the USPS is making a final determination. 

3. When possible, sufficient lead time must be provided to 

minimize disruption to the employee and postal operations. 

4. If employee chooses, local management association 

representative should be advised of the assignment’s nature, 

purpose and duration. 



October 29 2009

USPS Policy on 

Emergency Placement (EP)

• EP must be confirmed in 

writing stating the reasons 

of the off-duty non-pay 

status.

• This is appealable when 

EAS in a non-pay status. 

Contact NAPS Rep for 

assistance to appeal.

• Not appealable if EAS is 

off-duty in a pay status.



March 19, 2014 

Policy on 

Emergency Placement (EP)

Reissued policy

• EP must be confirmed 

in writing stating the 

reasons of the off-duty 

non-pay status.

• This is appealable 

when EAS in a non-

pay status. Contact 

NAPS Rep for 

assistance to appeal.

• Not appealable if EAS 

is off-duty in a pay 

status.



651.4 Emergency Placement in Off–Duty Status

An employee may be placed in an off-duty nonpay status immediately, 

but remains on the rolls when he or she:

1. Exhibits characteristics of impairment due to alcohol, drugs, or other 

intoxicant;

2. Fails to observe safety rules;

3. Fails to obey a direct order;

4. Provides reason to be deemed potentially injurious to self or others; or

5. Disrupts day-to-day postal operations in any other way.

Placement in an off–duty nonpay status is confirmed in writing, stating 

the reasons and advising the employee that the action is appealable. The 

employee should be returned to duty after the cause for nonpay status 

ceases unless individual circumstances warrant otherwise. Use of these 

emergency procedures does not preclude disciplinary action based on the 

same conduct.

ELM 53 650 Nonbargaining Disciplinary, Grievance, and Appeal Procedures

ELM 651 Disciplinary and Emergency Procedures



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.



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



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



June 24, 2002 Policy for Approving Leave Requests Memo

What to Know?
• EAS employees are responsible for managing and tracking 

their own leave.

• Submit PS Form 3971 timely for leave requests.

• Make copy of PS Form 3971 for self. 

• Follow-up with manager within 72 hours after submitting 

leave request for approval. Document all disapproved leave 

requests.

• Get reason on PS Form 3971 for disapproval leave.

• Make sure PS Form 3971 for self is also signed by Mgr.



June 24, 2002 Policy for Approving Leave Requests Memo

What to Know?
• EAS employees are responsible for managing and tracking 

their own leave.

• Submit PS Form 3971 timely for leave requests.

• Make copy of PS Form 3971 for self. 

• Follow-up with manager within 72 hours after submitting 

leave request for approval. Document all disapproved leave 

requests.

• Get reason on PS Form 3971 for disapproval leave.

• Make sure PS Form 3971 for self is also signed by Mgr.



June 24, 2002 Policy for Approving Leave Requests Memo

What to Know?
• If requests are made to take leave, weeks or months in the future, 

contact NAPS Rep if disapproved without a valid reason (i.e. 

“Needs of Service”). 

• EAS are NOT responsible for scheduling their own leave 

replacement to take leave. EAS’s manager is responsible. 

Contact NAPS Rep for help if leave is constantly denied. 

• Keep USPS management apprised well in advance about 

potential loss of AL due to Max limit carryover - 640 Hours.

• Contact NAPS if past and current denied leave will cause a loss 

of AL due to Max limit carryover of 640 hours. Don’t wait until 

Christmas Period to notify.



January 27, 2000 

USPS Policy for

Additional Straight Time Pay

(T-Time)



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.



Additional Straight Time Pay (T-Time) Issues

• NO TACS time card? Complete PS Form 1260 or PS Form 1261 to 

document EAS work hours over 8.5 in a day or all hours worked on 

NSD. 

• On Automatic Clock Rings? If working over 8.5 hours in a day or on 

NSD swipe time badge, or complete PS Form 1260, PS Form 1261.

• Monitor pay stub to confirm T-Time paid. If not paid, contact Manager 

about missing T-Time. If not resolved contact NAPS immediately to 

file a Grievance.

• If called to work NSD on T-Time work is for 8 hours. There are no 

part-day NS days for EAS unless EAS volunteers to leave early. 

Document early leave on PS Form 3971.

• NSD should not be changed by USPS Management to avoid paying T-

Time. That is an Involuntary Reassignment. Contact NAPS for help. 

This includes if NSD falls on holiday to avoid paying T-Time.



Additional Straight Time Pay (T-Time) Issues

• If management orders “No T-Time”, but EAS is also instructed to stay 

until last carrier is back to close office after working 8.5 hours. 

Conflicting orders. Seek clarification from Manager to either leave in 8 

hours or pay T-Time. 

• If no clarification answer is given from Manager, judgment call by EAS 

is to error on the side of service to customers and safety of employee. 

Notify Manager via email you are working to close and will incur T-

Time. Stay until close operation and submit workhours to include T-

Time.  If T-Time is denied contact NAPS to file grievance.

• Special-Exempt do NOT have to be supervising 2 or more employees 

to receive T-Time.  All time worked, including doing paperwork, route 

inspections, attending meetings, travel to return to work after 8.5 hours.

• DO NOT work off the clock as non-exempt or special-exempt EAS. 

Issues regarding safety, accidents and misuse of USPS equipment.







Background The Time and Attendance Collection System (TACS) is the 
primary application for collection of Postal Service employee time and 
attendance data. As of September 2021, the Postal Service had 653,167 
employees, including more than 17,000 supervisors, who were 
compensated based on time entered in TACS. Supervisors are generally 
categorized as special exempt employees according to the Fair Labor 
Standards Act. Special exempt employees do not receive overtime but 
are eligible for extra straight time pay for extra hours worked. 

What We Found Opportunities exist for the Postal Service to improve the 
accuracy of supervisors’ recorded workhours. We found issues with 
incomplete documentation for timecard adjustments and supervisors 
who worked extra time that was not recorded in TACS. Specifically, 
managers did not always properly document adjustments made to 
supervisor timecards. Also, while most supervisors stated they had 
recorded all their hours, 43 percent of the supervisors we interviewed 
stated that they worked extra time that they had not recorded. 



LET’S DO LUNCH!
All USPS employees have a right to lunch!

Don’t be pressured to skip lunch. 

Excuses used by EAS:

• Too much work? I don’t have time for lunch.

• Reports due? I don’t have time for lunch.

• Office short staffed? I don’t have time for lunch.

Take Your Lunch! 

ELM 432.3 Work Schedules and Overtime Limits

432.33 Mealtime

Except in emergency situations or where service 

conditions preclude compliance, no employee may be 

required to work more than 6 continuous hours 

without a meal or rest period of at least 1/2 hour.





ELM 417.334 Higher Level Pay Conditions

Conditions for higher level pay are as follows:

1.EAS Employees. Higher level pay is authorized — via approved PS 

Form 1723, Assignment Order — to eligible EAS employees during each 

temporary assignment to higher level EAS positions in Headquarters, 

Headquarters-related units, area offices, and field installations for all such 

service beginning after 5 consecutive workdays, excluding breaks for 

normal days off, and continuing for the duration of the assignment. In 

situations when an employee is assigned from one higher level 

assignment to another higher level assignment, a new 5-day waiting 

period is not required. Different employees are not to be assigned 

consecutively to the same vacancy solely to avoid the higher level pay 

requirements.



ELM 417.334 Higher Level Pay Conditions

Conditions for higher level pay are as follows:

Special Note: 

ELM 434.143 Eligible for FLSA–Exempt EAS Additional Pay 

(T-Time)

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.



ELM 417.334 Higher Level Pay Conditions

EAS Be Responsible to:

• Ensure PS Form 1723 is completed for Higher Level (H/L).

• Review dates for H/L and level are correct.

• Have PS Form 1723 updated after expiration if still on H/L.

• Review postal paystub each PP to ensure H/L was paid.

• Report to Manager if H/L not paid. Request pay adjustment.

• Submit mileage difference if H/L office is located farther 

away from official USPS domicile and home to and from 

totals. Submit at least monthly.



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.)



April 25, 2012 

USPS Policy for

Excessive Working of 

Exempt EAS

Policy is to minimize the 

abuse of Exempt EAS 

being required to work 

an excessive workhours 

and days when not 

related to increased 

workload or 

unavailability of local 

management coverage.



March 8, 2004

USPS Policy 

No Discipline for Poor 

Mystery Shop Scores

• EAS can’t be discipline 

for a poor customer 

service scores.

• EAS can be disciplined 

for not performing retail 

lobby observations 

when instructed that 

results in poor customer 

service scores.



Sept 13, 2013

USPS Policy No 

Discipline for 

Poor Mystery Shop 

(RCE) Scores

Reissued Policy

• EAS can’t be 

discipline for a poor 

customer service 

scores.

• EAS can be 

disciplined for not 

performing retail 

lobby observations 

when instructed 

that results in poor 

customer service 

scores.





EAS Being Issued 

Letters of Concern & Letters of Information

Letters of Instructions

• Serve no valuable purpose.

• Waste of everyone’s time.

• Are not official USPS discipline.

• Not worth the paper they are written on.

• Cannot be appealed under ELM 650.

• Form of USPS bullying and harassment.

• Contact NAPS representative if issued “Letter”

• Best used to wipe your ---- Nose!



Avoid any opportunity to be 

issued a PIP.

Highly suggested: DO NOT 

AGREE to any PIP.



• NOT a Formal National USPS Program.

• Avoid signing and agreeing to a PIP if at all possible.

• Management usually fails to adhere to their side of the agreement.

• Management will hold EAS accountable for any violation of their side 

of the PIP.



• A PIP is usually not 

FAIR to the EAS 

employee.

• May be used by 

Management as a 

“Last Chance 

Agreement” against 

an EAS employee.

• DO NOT AGREE 

to the PIP.

• A PIP is usually issued after discipline has been 

issued as part of a Disciplinary settlement not 

FAIR for the EAS employee.



• If you Agree to a PIP, 

be persistent in 

holding Management 

Accountable for their 

responsibility of the 

PIP.

• If Management fails 

their PIP Agreement 

notify management 

PIP is null & void 

due to their 

agreement failure. 



Social Media 

• “X”  formerly Twitter, 

Facebook, 

• Instagram, YouTube, 

Blogs, Linkedin, etc.

• Be cautious what you post 

on social media about the 

USPS and your work 

relationship at the Postal 

Service.

• Free speech vs. USPS 

Code of Conduct & 

Loyalty?



1992 Joint Statement on 

Violence and Behavior 

in the Workplace

NAPS is a signatory to 

this Memo.  

Every postal employee is 

to be treated with dignity, 

respect and fairness, 

including EAS.

Report any violations of 

the Joint Statement to 

USPS management and 

your NAPS representative.



Memo on 

1992 Joint Statement on 

Violence and Behavior 

in the Workplace

Due process for EAS 

accused of violation of 

the 1992 Joint Statement 

by the Unions.



• You are NOT required to use your                                                            

personal phone for USPS business.

• Unless on Continuity of Operations Plan (COOP):

– Unless being paid, there is no “Being On Call” on NSD, after 

work or while on leave;

– Not obligated to answer personal or postal phone on NSD, after 

work or while on leave. 

– Answering phone when not on duty is voluntary.

• The 120 Day Rule on Higher Level in an officially                                       

vacant EAS position still applies. There is an Exception.

• Use Enterprise Leave Request Application (eLRA) for (EAS) to request 

unscheduled leave. Not required to make a 2nd contact to manager to 

report absence. Second notice is a courtesy call. 

• Time table to release of EAS to Newly Promoted or Lateral Positions

Important Other USPS Policies 

and EAS Rights to Know





Thank You!

Questions?
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