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410 Pay Administration Policy for Nonbargaining Unit

- Employees
411 General
4111 Scope

September 2018

This subchapter establishes the conditions and procedures for setting
salaries of Postal Service™ nonbargaining unit career and noncareer
employees in supervisory, professional, technical, clerical, administrative,
and managerial positions in the Pay Band (V) and Executive and Administrative
Schedule (EAS) and applies to all employees except the-fellewingthose:

a. CEmpleyees-covered by collective bargaining agreements (except
when assigned to nonbargaining positions).

AEmpleyees-assigned to the Postal Career Executive Service (PCES).
IEmpleyeesin the Office of Inspector General.

IEmpleyees-in the Inspection Service designated as law enforcement.
|Empleyees-in attorney positions in the office of the General Counsel.
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411.2 Objectives

The principal objectives of Postal Service compensation policies are to provide

the following:

a. CTe-previde-sompensation for Postal Service work comparable to_
compensation —sermpensation-paid for comparable levels of work in
the U.S. economy’s private sector-ef-the U-S—economy. -

b. CHeprevide-sompensation that will attract, motivate, and retain
qualified and capable personnel.

C. ATe-previde-adequate and reasonable differentials in rates of pay
between employees in the clerk and carrier grades in the line work
force and supervisory and etherother managerial personnel.

a:d. ETe-provide-foreffective administration of salary expenditures.

b-e. R¥e-provideforrecognition of and reward for differences in

individual ability and performance.

&f.  UFe-provide-uniform methods for establishing and applying salary rates

to_—te-employment, placement, prometion, and other changes in the

status of employees.empleyeesthe status—ofemployees:
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411.3
411.31

411.32

411.33
411.331

411.332

411.333

412

4121
412.11

412.12

Fay-tdrminishation

Responsibility
Assignment of Positions

The chief Human Resources officer (CHRO) is responsible for determining
the appropriate Meanon-Bargaining-bargaining_tnit-unit Grade-grade for ereach
position covered by 410. that410-

Salary ranges are determined by Human Resources’ Compensation_& Benefits
through market value research and consultations with management associations.

Policy and Procedural Changes

The CHRO directs the evaluation and development of recommendations
concerning compensation policy and proceduresal-matters. Exceptions to the
policies contained in this subchapter require approval by the CHRO:s or designee.

Determination of Salaries

Responsibility of Appointing Officer

The appointing officer has the primary responsibility for setting salaries of
employees in nonbargaining unit positions according to -the policies

contained in this subchapter.

Approval Required

In all cases, the appointing officer’s superior must approve the-salaries set by
the appointing officer.

Part-Time Postmaster Rates — Part-Time Post Office and Remotely Managed
Post Office

The Postal Service pays part-time Pestmasters-postmasters i
{Parpart-Tme-time-in part-time Post Offices (PTPO) and remotely managed Post
Offices (RMPO) at hourly rates for less than a 40-hour week (see Rate Schedule
F).

New Appointment

Career Appointment

Applicability
This section applies to newly hired EAS employees only. For bargaining unit
to EAS promotional rules, see 413.22.

New Career Appointment

A new employee hired into the EAS schedule is paid the minimum salary for
the grade of the position to which hired. The appointing official has the
flexibility to set the starting salary up to the midpoint of the grade. Further

a. Exceptional Qualifications. If the person the-persenan
employes-has exceptional qualifications, the
appointing official may request an exception to set
the salary over —the midpoint of the grade. Per
current pay policy, the functional —vice president
must approveapprove the the-exception.—and:

Human Resources' -Headguarters-Compensation &
Benefitserganization division-at Headquarters -is the




Tover.

b.  Supervision of Bargaining Unit Employees. When
an appointment is to an exempt EAS-15 through
EAS-19 grade position that involves directly
supervising two or more full-time equivalent
bargaining unit employees, current supervisor
differential adjustment (SDA) pay_policies apply as
described in Exhibit 412.12b.

G———policies-wiil-apply-as-described-in-Exhibit 412.12b-

26

412.2

413

4131

413.2

413.21

41324

Exhibit 412.12b
Position Groups Eligible for Supervisory Differential Adjustment Rate

Minimum Salary is
Position Group 5 Percent Above
Plant Maintenance PS-10, step P
Vehicle Services PS-8, step O
Postal Police RSCY, step 23
All Other Eligible EAS-15 to EAS-19 PS-6, step O

Noncareer Appointment

The Postal Service hires noncareer, nonbargaining employees in accordance
with the provisions in 419.

Promotion to Nonbargaining Unit Positions

Definition

A promotion is the permanent assignment, with or without relocation, of an

employee to the following:

{a.}-Aan established position having a higher grade than the —position to
which the employee was previously assigned in the same schedule, or

b.__Alb}a position with a higher than equivalent grade (see 418) in_another
anetherschedule.

Note: When an employee who has rate retention (see 415.3) is assigned
to a different position, the assignment is not a promotion unless it is to a
position with a grade or grade equivalent higher than the grade on which
the rate retention was established.

Promotion Increase

Nonbargaining Unit Employees

The following applies to promotion increases for nonbargaining unit
employees:

a. Nonbargaining unit employees may receive promotion increases based

on the distanse-percentage of the employee's current salary from the
maximum of the new grade as follows:

EEM4S



Forgrade-forpromelicns-thatere-d-ermore-grades.
se-sostionarade-and-gradesositiomnudl-an-asmm-parcentd

(1) Factor #1-

Award this
percentage.... If the employee’s current salary is._...
5310 10 Greater than 20 percent from the maximum of the
new grade-grade.
34108 10 to 20 percent from the maximum of the new
grade.-
3to5 Less than 10 percent from the maximum of the new
grade.-
(2) Factor#2;

In addition to the eligible promotional increases described in
Factor #1, nonbargaining unit employees wil-automatically
receive a percent increase for promotions that are 3 or more

grades.

September 2018

Award this
percentage ... If the employee’s promotion equals.....
3 3 grades.

5 4 or 5 grades.

8 6 or more grades.

For grade counting purposes, grades 18, -and-43 (18B), -as-wellas-
grades-V-01, and-and V-02 are each counted as twea separate
grades. -For example, an employee whose position is a grade EAS-
24 and who is promoted to a grade V-02 will receive an additional 5-
percent increase for moving up 4 grades.

If the increase to the minimum salary exceeds the 25-percent limit
on promotional pay, then the employee is not eligible for Factor #2.




For additional information, usesee the “you-can-find-
the-Promotional Pay Calculator’ Table-fables onthe-
under “Non-B-Bargaining Unit Pay’ at “Pay
Programs- on Human Resource's’ CompensationPay
& Benefitss website.

b. _Management should consider the full applicable
percent range_to -in—determineing the amount of a
promotion increase, considering such factors as_
the following:

—as
{2)(1) _Responsibility and complexity of the job.

a(2)  Skill requirements.
(3) The employee™s experience, credentials, and salary
history.
c.__The following conditions and exceptions dessribed-
belew-apply to promotional increases:

(1) Anincrease cannot result in a salary that is
below the minimum or exceeds the
maximum of the new grade.

(2) An increase of more than the eligible percent is
given if necessary to bring the salary to the
minimum of the new grade or the minimum
salary rate for certain supervisory positions as
described in Exhibit —412.12b.

(3) Thereis a 25—percent limit on total promotional
pay-percentage pay increases within a 52—
week period.

{2(4) The employee is not eligible for Factor #2 iif
an increase of 25 percent or more is necessary
to bring the employee's salary to the minimum
of the new grade or the minimum salary rate for
certain supervisory positions as described in
Exhibit 412.12bthe-employeeis NOT eligible-

B3yan-employee-ispromoted more thancnce-

ithin 52 oy e i g




t grades 15 through 19 that require supervising
two or more full-time equivalent bargaining unit
employees, the amount of the increase must
result in a salary that is no less than the
minimum salary rate for those employees
promoted to positions as described in Exhibit
412.12b.

@3-

413.23413.22 Bargaining Unit Employees

Bargaining unit employees permanently assigned to a
higher equivalent grade in the nonbargaining unit
schedule receive a salary adjustment of 5 percent of
their basic salary subject to the following:

a. An increase cannot result in a salary that exceeds
the maximum of the new grade.

b.  Anincrease of more than 5 percent is given if
necessary to bring the employee’s salary to the
minimum of the new grade or the minimum salary
for certain supervisory positions as described in
Exhibit 412.12b.
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413.3

Position Upgrade

When an employee’s position is upgraded through the Workload Credit or
job evaluation process, a 2--percent basic salary increase is provided. The
increase is adjusted higher if necessary to bring the salary to the minimum of
the new grade or the minimum salary for certain supervisory positions as
described in Exhibit 412.12b.

The increase is adjusted lower if necessary, to keep the salary from
exceeding the maximum of the higher grade.




412.8413.4 Part-Time Postmasters (PTPO and RMPO)

414

4141
414.11

414.12
414121

414.122

When a Pestmasterpostmaster in a PTPO or RMPO -Post Office is
promoted to a position in a grade higher than the PTPO or RMPO
Pestmasterpostmaster grade, the following —occurs to the Pestmasters-
postmaster's hourly rate:

a. It is converted to the full-time annual salary equivalent to that hourly
rate (hourly rate x 2,080).

b. The promotional increase is then further adjusted in accordance with

the promotional pay rules in-Then-itis-furtheradjusted-in-accerdance-
with-the promotion—procedures-in 413.21, Factor #1 only, which is
based on the percentage that the employee’s salary is from the new
position maximum. -Note©@TE:- Factor #2 does MO Thol apply.- —fer
Faster#1-enly--For additional information, see the “tha RPar-fime-
BestmasterpPromotional pRPay cEalculator tTable for {Epart-Fime
Epostmasters ({PTPO and RMPOPestmasters))” under Non-
Bargaining Unit Pay at Pay Programs on Human Resources’ Mog-
bargainingPay & Benefits website.

G. For promotions from PTPO or RMPO Postmaster grade to FLSA
Exempt EAS-15 to EAS-19 that require supervising two or more full-

time equivalent bargaining unit employees, employees are instead
given a Supervisory Differential Adjustment (SDA), as described in

413.24d21¢(5).- The amount of the increase must result in a salary
that is no less than the minimum SDA salary rate.

a—

Reassignment

Reassignment to Nonbargaining Unit Positions

Definition

A reassignment to a nonbargaining unit position is the permanent change,
with or without relocation, of an employee to an established EAS position

from a position with the same or equivalent grade. (For changes between pay
schedules, see Exhibit 418.)

Rate Adjustment

Nonbargaining Unit Employees

An EAS employee’s salary is not changed as a result of reassignment within
the EAS schedule except when the employee is reassigned to an exempt
EAS-15 through EAS-19 position that involves directly supervising two or
more full-time equivalent bargaining unit employees. In this case, the_
employee’s -salary must be no less than the supervisory differential
adjustment (SDA) rate, as described in Exhibit 412.12b.

Bargaining Unit Employees

Bargaining unit employees reassigned to nonbargaining unit positions
continue to receive their former basic salary provided that it is not below the

E=MA4E



minimum or above the maximum for the new position

If the persen-employee is reassigned to a-n EAS-19 or below position and

has served 52 weeks or more in the bargaining unit position since the last

step, promotion, or other equivalent increase, the employee's salary is
advanced by 3 percent, provided all of the following —provided-all-of the-
fellewing-conditions are met:

a.  The employee has not received aAn equivalent increase (one equal
to the most prevalent step in the_salary schedule for the former
salary-schedule-for-the-formerposition) is-netreceived-at the time of
the reassignment. the-reassighment:

b.  The employee has satisfactory service.
¢c.  The new salary is below the new maximum.

4142 Reassignment to Bargaining Unit Positions

41421 Definition
A reassignment from a nonbargaining unit position to a bargaining unit position is the permanent change,
with or without relocation, of a nonbargaining unit employee to an established bargaining unit position with
an equivalent grade (see Exhibit 418)

September 2018 85




414,22

414.22
414.221

414.222

415

4156.1

415.11

41512

Pay-Administration

Rate Adjustment
Former Bargaining Unit Service in an Equivalent Grade

If the employee has performed prior service in an equivalent bargaining unit
grade, the step and next step date are determined as if service had been
continuous in the equivalent bargaining unit grade.

Note: Reassignment to PS Schedule 2 must include service the
employee would have had in PS Schedule 1 before conversion to
PS Schedule 2.

No Former Bargaining Unit Service in an Equivalent Grade

If the employee has never performed prior service in an equivalent bargaining
unit grade, the step is determined by moving the nonbargaining unit salary to
the equivalent grade in the bargaining unit pay schedule. If the current salary
falls between two steps, the higher step— is assigned. To establish the next
step date, creditable service is allowed since the last nonbargaining unit
Ppay -for P-performance increase or salary adjustment (see 416). PThe-
provisions_contained in 422.124c(4) also apply.

Note: If the employee’s nonbargaining salary exceeds the amount
associated with the top step in the bargaining unit schedule, the
emplovee is placed at the top step.

Rate Retention and Change to Lower
Nonbargaining Unit Grade

Rate Retention Types

Saved Grade

Under saved grade, an employee assigned to a lower grade is treated as
being in the higher grade for pay increases and benefit purposes during the
saved grade period. During this period of saved grade, employees should
apply for positions at their respective saved-grade levels to allow them to
return to their previous grade and level of responsibility. Nonbargaining unit
employees, except for those assigned to lower grades during RIF-related
periods (see 415.21), may be granted saved grade only in accordance with
the terms and conditions issued for special situations by the vice president,
Employee Resource Management (ERM).-

Saved Salary

Saved salary provides that an employee assigned to a lower grade position

whose higher grade salary does not fall within the salary range of the lower

grade has this higher grade salary continued (saved). For as long as the

saved salary is higher than the maximum salary of the lower grade position,

the employee may receive gayPay -for P-performance lump sums (see 416) based an-t
on the policies applicable to employees at or above their salary range maximum.

The saved salary is continued in accordance with postal policy or until it is

terminated as specified in 415.4.

ELM-45
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415.2
415.21

415.22
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415.23

Changes to L.ower Grade

Change to Lower Grade Puring-during a RIF Avoidance Period,
Specific RIF Notice Period, RIF-Related 30-Day Nonduty,
Nonpay Status Period, or a RIF

Nonbargaining employees who are changed to a lower grade career
nonbargaining position during RIF-related periods — RIF avoidance; specific
RIF notice; 30-day nonduty, nonpay status; and RIF — retain their current
grade and pay for a period not to exceed 2 years from the effective date of
the change to the lower grade position.

On expiration of the saved grade period, they are automatically reduced to
the grade of their current position. If upon expiration of the saved grade
period the employee’s salary is within_—the salary range for the lower grade,
the salary is continued.

However, if the salary exceeds the maximum of the new grade, the salary
is immediately reduced to the grade maximum. This applies to the
following:

a.  Changes to lower grade positions within the EAS pay schedule.

b.  When changes occur within or between other nonbargaining pay
schedules- (Fermere-information-see 354.2-).

Voluntary Change to Lower Grade

An employee who veluntarily changes to a lower grade position is reduced to

the lower grade [mmedlately But—the—salaw—mmams—the—eanc%as-thai-m-the—

The salary cannot be set above the maximum for the new grade or above

new-grade-er-abeve-the employee’s salary immediately before the change. If
the employee has a form of rate retention, it is terminated (see 415.4).

However, if an employee was promoted to his or her current position less
than one (1) year before the request for voluntary change to lower grade, the
employee's salary will be reduced by the dollar amount of the promotion:;._

employee subseguently be repromoted W|th|n one (1) year of the original

promotion, the employee’s salary and grade before the promotion weuldwill
be used as the basis to determine the promotional increase to the new

position.

If an employee voluntarily reassigns to a lower grade more than one (1)
year after a promotion, the employee’s salary is placed in the salary range or

moved to the maximum of the lower grade. -The employee is not eligible for
a promotional increase up to the previous level until after one year. -Within

the one-year period after the downgrade, if the employee is subsequently
promoted to a higher grade, the promotional pay increase eligibility will be

determined based on the highest grade held within the prior 12-month period
of the downgrade.

e e
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41523 Position Reclassified to a Lower Grade
When a position is reclassified to a lower grade, the employee is reduced to
this grade immediately. The employee’s salary is handled in one of two ways:

a. If the employee’s salary is within the salary range for the lower grade-,
the salary -is continued and there is no saved salary.
b.  If the employee’s salary exceeds the maximum salary of the lower

grade, -saved salary is granted for a period not to exceed 2 years. At
the end of the 2-year period, if the salary exceeds the maximum of the
new grade, the salary is reduced immediately to the grade maximum.

Any management-initiated involuntary change to a lower grade must be
effected according to the grievance and appeals procedures in 650.

In cases where-when full-time pRostmaster positions are reclassified to
part-time positions for 104 weeks, the Pestmasterpostmaster_receives an
hourly rate that_produces the annual salary in effect before the change (full-
time annual_salary divided by the annual service hours for the part-time
salary-divided-by-the-anrualserdce-hoursforthe-part-time-position). At the
end of 104 weeks, the affected Pestmasters-postmaster's hourly rate is
reduced to the maximum hourly rate for the RMPO or PTPO (RSC F) salary
schedule.

ELM-4S
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Management-Initiated Action Where-When Employee Voluntarily
Accepts a Lower Grade Nonbargaining Unit Position

In cases of management-initiated action or in cases in which management
determines that it is in the mutual interest of both the employee and the
Postal Service, -and an-the employee voluntarily accepts a lower grade
nonbargaining unit position, the employee must be placed in a position that
he or she is qualified to perform, and as near to the grade of his or her
original position as possible. Saved salary (see 415.12) is applicable in such
actions for a period not to exceed 2 years. At the end of the 2-year period,
the employee's salary is reduced immediately to the maximum of the lower
grade position.

Refusal of a Reasonable Assignment to a Higher Grade Position
Buring-during_a Rate Retention Period

AAN employee in a lower grade position with rate retention- who refuses a
reasonable assignment to a higher grade position is reduced immediately to
the lower grade, and the employee’s salary is reduced by the dollar amount
of the most recent promotion or upgrade received.

Change to Lower Level Due to Demotion for Cause

An employee who is changed to a lower grade position because of a
demotion for cause is reduced immediately to the lower grade, and the salary
is reduced by 10 percent or placed at the maximum of the lower grade,
whichever is lower.

Rate Retention Effect on Promotion

If an employee with rate retention is assigned to a different position, there is
no promotional pay raise unless the assignment is to a position with a grade
that is higher than the grade on which the retained rate was established. Pay
adjustments are made as follows:

a. If the employee is assigned to a position with a grade equal to or lower
than the grade on which the retained rate was established, the
employee is placed at a salary in the new grade equal to the existing
salary, and the retained rate continues until terminated in accordance
with 415.4.

b. If the employee is assigned to a position with a grade higher than the
grade on which the retained rate was established, the retained rate is
terminated, and the employee is eligible for a promotional increase to
base pay.

Termination of Salary Retention

Reason for Terminating

A saved grade, retained rate, or both, ceases at the beginning of the pay
period following a determination that the employee is no longer entitled to
saved grade, rate retention, or both, for any one of the following reasons:

a. A break in service of one workday or more.
b. A demotion or employee-initiated change to a lower grade position.

88
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416

416.1

416.2

417.11

¢. A promotion or assignment change to a rate in a grade or range equal
to or above the saved grade, retained rate, or both.

d.  Achange in the employee’s compensation-ef-the-empleyee, for any
reason, to a rate equal to or higher than the retained rate.

e.  The employee refuses a reasonable assignment to a higher grade
position.

f. A change from nonbargaining unit to a bargaining unit schedule.

—Note: ltem Under415.41f; USESterminates nonbargaining unit saved
grade, saved salary, or both. However, an eligible employee may
continue to receive rate retentlon subject to bargammg unit rules.

Pay for Performance Program

Policy

EAS employees are eligible for an annual Ppay for Pperformance (PFP)
salary increase and/or lump-sum payment based on a fiscal year
performance evaluation. The Postal Service conducts these evaluations in
accordance with established performance appraisal instructions. PFP
adjustments are made in accordance with guidelines issued annually.

The Postal Service automatically calculates Aall PFP pay actions will be-
caleulated automaticallv-based on salary information available from the

corporate payroll system and performance ratings provided undier the
Wwebd-based Performance Evaluation System (PES). -Deadlines are

published at the end of the fiscal year for completing employee
accomplishments in PES.

See “Pay for Performance” on —Addmmmmqat@n-en—me-ﬂﬁP—Pa%RJcﬂes

Postal Service Human Resources website (https:/blue.usps. aov/hr/j under
Pay-and-Performance-for additional information on PFP pay rules and the
performance evaluation system and process.

Management Association Officials Eligibility Requirements

Employees who are placed on leave without pay (LWOP) to devote full-time

service as elected national officers of a recognized management association

are eligible to have their salary of record adjusted to reflect annual PFP

increases as if they were continuing in a pay status. The effective date of an

employee's adjustment is the same as it would be if the employee were in a

pay status. The amount of such an adjustment is determined as follows:

a.  The percentage increase is equal to the National Performance
Assessment score (national rating).

b. = The adjusted salary may not exceed the maximum of the range for the
employee’s grade.

e The employee is not eligible for a PFP lump sum.

ELM 45
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416.3

417

4171
417,11

Simultaneous Personnel Actions

When a PFP increase and another personnei action are effective on the same
date, the PFP increase is granted first.

Temporary Assignment to Nonbargaining Unit
Positions (Career Employees)

Definitions

Temporary Assignment

A temporary assignment is the placement of a career employee in another
established position which is vacant, -or from which the incumbent is absent
from duty, to perform duties and responsibilities other than those specifically
set forth in the employee’s position description, when the employee is not
awarded the position on a regular basis.




41712

417.12
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Pay Scheduie 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 to fer-determineation-of
the ~-FLSA status of an employee temporarily assigned to an EAS position.)

Assigning FLSA Status

It is the policy of the Postal Service that an employee performing work in a
position with a different FLSA classification will be classified for FLSA pay
purposes as follows:

a. For an FLSA-exempt employee temporarily assigned to an FLSA-
nonexempt position:

(1)  For the first full pay period of the temporary assignment —;
the —employee’s FLSA status remains exempt.

(2)  For all pay periods beginning after the first full pay period —
the —employee’s FLSA status is changed to nonexempt, and
the employee is eligible for FLSA overtime compensation.

Note: -PS Form 50, Notification of Personnel Action, must be
issued —when the employee’s FLSA status changes to and from
FLSA nonexempt status.

b.  An employee whose position of record is nonexempt will not be re-
classified as FLSA exempt when temporarily assigned to a position
that is classified as FLSA exempt, regardless of the length of the
temporary assignment.

Rates of Pay

Lower Grade

Employees who are temporarily assigned to perform duties of a lower grade
continue to receive their existing basic salaries- (sSee 417.2-Assighing FLSA
Status:).

Same or Equivalent Grade
Employees who are temporarily assigned to perform duties of the same

grade or of an equivalent grade (see 418) continue to receive their existing
basic salaries (see 417.2).

Higher Grade

General Requirement

A career employee who is temporarily assigned to a higher grade position
must be assigned the primary or core duties and be directed to assume the
major responsibilities of the higher grade position to be eligible for higher
level pay under the conditions of this section.
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417.332

417.333

417.334

417.335

417.335

Employees With-with Rate Retention
When an employee who has rate retention is assigned to a different position,

it is not considered a higher level assignment unless that position is at a
grade higher than the grade on which the rate retention was established.

Higher Level Pay Eligibility

An employee whose temporary assignment meets the conditions described
in 417.334 is eligible for higher level pay when temporarily assigned to an
authorized established EAS position in a higher grade than that of the
position to which permanently assigned, except as follows:

a. Employees temporarily assigned to PCES positions.

b. Employees in developmental programs for which management
instructions provide that participants do not receive higher level pay.

Higher Level Pay Conditions
Conditions for higher level pay are as follows:
a. 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 where-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.

b. Bargaining Unit Employees. Bargaining unit employees, both career
and eligible non-career, are authorized higher level pay — via approved
PS Form 1723 — for all time worked on higher level assignments. They
receive certain bargaining unit pay premiums according to their
bargaining unit agreement when temporarily assigned to a
nonbargaining position. However, they are not also eligible for
supervisory differential adjustment (SDA) or the Pay for Performance
Program.

Payment Amount
Higher level pay is calculated as follows:

a. To or Within the EAS Schedule, Except Rural Carriers. The employee
receives a salary increase equal to 5 percent of the employee's actual
salary or the minimum salary for the higher grade, whichever is greater.
Total higher level compensation may not exceed the maximum salary
rate of the higher level position in which such service is performed, or
the employee's existing salary if above the maximum of the range for
the higher grade.

b.  From Rural Carrier to Nonbargaining Unit Schedule. A rural carrier is
paid hased on the assigned route’s evaluation for the first 30 days of a
temporary higher level assignment. At the beginning of the pay period
following this 30-day period, the carrier's salary is converted to that of

35
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a 40-hour route, attained step. The salary is then adjusted in
accordance with 417.335a.

Payment Factors

- Payment factors for nonbargaining employees include:

a. Holiday Pay. An employee receives holiday leave pay for the holiday at
the rate of the higher level position, provided the employee received
the higher level pay for both the full workday preceding the holiday and
the full workday following the holiday. If the employee works in the
higher level position on a holiday, he or she is paid at the rate of the
higher level position for work in the higher level position on a holiday.

b.  Annual, Sick, Holiday, or Other Paid Leave Buring-during Higher Level
Service._The following applies:

(1) Except as provided in (2) below, when full-time employees are
absent on approved annual, sick, or other paid leave falling within
a period of temporary assignment to a higher level position, they
receive leave pay at the rate for the higher level position provided
they receive higher level pay for both the full workday
immediately preceding and the full workday immediately
following the period of absence.

(2)  If a second person is assigned to replace the absent employee,
the original temporary higher level assignment is canceled and
the absent employee has no entitlement to higher level pay for
the parts of the leave period during which he or she is replaced.

c.  Assigning FLSA Status. See 417.2.

Officer in Charge
Definition
The assignment to be an officer in charge (OIC) is the temporary assignment of

an employee to act as postmaster during which the accountability of
postmaster is transferred to the employee.

Basis for Rate of Pay

The salary of a career employee temporarily assigned to a Post Office as OIC
is based on the grade of the Post Office to which he or she is assigned and is
determined in accordance with the provisions of 417.3. The salary of a
noncareer employee assigned to a Post Office as OIC is set in accordance
with 419.2.

* * *

(Above series of asterisks indicates omitted text. Section 418 is not included in this

draft or text.)
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419 Supplemental EAS-Noncareer Workforce

4191 Casual Employee
Casual employees are nonbargaining unit, noncareer employees with limited-
term appointments. These employees are employed as a supplemental

workforce, as described in collective bargaining agreements, to perform
duties assigned to bargaining unit positions.Postal Sepvice-eliminated-the-

USPS-employs—c-employeesassonly

419.2 Nonbargaining Temporary Employees

419.21 Definition
Nonbargaining temporary employees,; ineluding-officers-in-charge{OlCs)-
appointed from outside the Postal Service, are nonbargaining unit, noncareer -
employees who perform duties assigned to nonbargaining unit positions.

419.22 Salary Grades

Temporary employees hired-as-OlCs-are paid in accordance with the EAS
Temporary Schedule.Officers—in-Charge-sehedule- Prior to hiring a temporary
employee for other positions, the installation head or other appointing official
should carefully assess operational needs of the office and determine the
EAS grade for the types of work to be performed. Based on this
determination, the temporary employee is hired at the minimum salary for
that grade. The full-time salary is divided by 2,080 to determine the
appropriate hourly rate.

419.3 Postmaster Relief/lLeave Replacements

419.31 Definition

A Postmaster Relief/Leave Replacement (PMR) is a noncareer hourly rate
employee who performs as a relief or leave replacement during the absence
of a pPostmaster in a Part-Time Post Office (PTPO), or as assigned to a 2-
Heurhour eur-Remotely emetelyManaged anagedPost Office (RMPO).

419.32 Salary Grades
The Postal Service pays PMRs in accordance with the empleys-PMRs—

Postmaster Relief/.Leave Replacement salary schedule, available under -non-
career salary schedules on “Non-Bargaining Unit Pay” at “Pay ProgramsZ on

Human Resources’ Pay & Benefits found-on-HQ Compensation’s website-
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