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UNITED STATES POSTAL SERVICE
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 7
Personunel Handbook, Series P-23 September 24, 1971

FILING INSTRUCTIONS

Remove page headed: Insert page headed :
312 (p. 13-15) (2 sheets) 312 (p. 13) (1 sheet)
342 (p. 3) (1sheet) 342 (p. 5) (1sheet)
EXPLANATION

.1 Instructions have been added to help (irrent and new city letter carriers and special delivery
messengers who are required to drive ike Jeep Dispatch 100 to become familiar with that
vehicle.

2 Instructions on the right-hand drive sit-stand truck and the mailster have been deleted
because these vehicles are being withdrawn from use.
DISTRIBUTION

Distribute these pages only to current holders of Handbook P-23. Excerpts 310 and 340 are
being reprinted to include these changes and they will be shipped automatically. When svailable,
furnish these new excerpts to persons holding the 1969 editions.

RECISSION
The 1969 editions of excerpts 310 and 340 are obsolete and should be destroyed.

C’,g"lw

Director, Office of Manpower Planning
and Development
E'mployee Relations Department.

THIS IS A REPRINT OF TRANSMITTAL LETTERS 2
THROUGH 7. TRANSMITTAL LETTERS 8 AND 9 ARE

STOCKED SEPARATELY,
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UNITED STATES POSTAL SERVICE

‘ Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 6
Personnel Handbook, Series P-23 December 1, 1970

1 MATERIAL TRANSMITTED

New material, part 370, Maintenance Craft, is attached.

2 PURPOSE
-1 Part 371 provides instruction to supplement the general guidelines in chapter 1.

2 Parts 372-377 provide guidelines for the following selected maintenance positions :
a. Cleaner
b. Custodian
¢. Laborer, Custodial

Mechanic Helper

General Mechanic

Maintenance Mechanic, MPE

Garageman

Automotive Mechanic

~
——

FR e

3 FILING INSTRUCTIONS
Place in chapter 3 after part 360.

4 GUIDELINES FOR USING THIS MATERIAL

.1 Separate Maintenance Craft Orientation is required for personnel in Equipment
Maintenance, Building Services, and Vehicle Maintenance.

2 The need for skill training will be based on the judgment of the employee’s super-
visor. An employee will receive training only on equipment on which he will work
within a reasonable time after compieting training.

-3 Decisions to omit any part of the training prescribed for a particular position may
. be made by the senior maintenance official on the basis of the background and ex-
perience of particular trainees. If a decision is made to omit training in ali of a skill
or topic, as specified in this handbook, then the “Training Needs” for that skill or
topic should simply not be checked off on the employee’s Individual Training Record.
If it is decided to omit training in only part or parts of a skilt or topic, then “Train-
ing Needs” for that skill or topic should be checked off on the employee's Individual
Training Record. Make a notation under “Remarks” on the Training Record to
identify the portions of training that are to be omitted. Enter reasons for omitting
training on the reverse of the Record.

4 While it is planned to have most maintenance craft training included in this hand-
book, at this time it does not cover all maintenance training. Maintenance supervisors
will continue to plan and arrange for advanced training, manufacturer training, and
special or modified equipment training,

‘ 5 DISTRIBUTION

Q@  Part 370, Maintenance Craft, is to be issued as follows:
a. All holders of the complete handbook. 5
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b. Part 370 excerpt will be furnished to those who will conduct or be respensible for
maintenance instruction including supervisors of maintenance employees and ex-
perienced maintenance employees who serve as on-the-job instructors,

Individual Training Record cards for maintenance employees, Form 2548 G-L, may be
requisitioned from your area supply center,

_,é_,"?.’ldz.mm

Deputy Postmaster General

6

YU S, GOVERNMENT PRINTING OFFICE 1970 0-—403~492




POST OFFICE DEPARTMENT
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Tranemittal Letter S
Personnel Handbook, Series P-23 May 15, 1970
. 1 FILING INSTRUCTIONS
Remove pages headed: Insert pages headed:
. 311 (p. 3) (1 sheet)
321 (p. 5) (1sheet) 321 (p. 5)-322 (p.1) (2 sheets)

331 (p. 7) (1 sheet)
341 (p. 3) (1 sheel)
351 (p. 7) (1 sheet)

2 PURPOSE

Parts 311, 321, 331, 341 and 351 have been expanded to extend safety training, previously
specified for uew employees, to all craft employees on the rolls prior to the beginning of
the Orientation and Craft Skill Training System.

o e ol 7O

Deputy Postmaster General

‘ T US GOVERNMENT PRINTING OFFICK: 1970 O——381~633
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POST OFFICE DEPARTMENT
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 4
Personnel Handbook, Series P-23 October 10, 1969

1 MATERIAL TRANSMITTED
New material, part 360, Rural Carrier Craft, is attached.

2 FILING INSTRUCTIONS
Place in chapter 3 after part 350.

3 PURPOSE

Part 360 establishes procedures and guidelines for providing Craft Oricata-
tion and Skills training for newly appointed rural carriers and substitutes
of record.

4 DISTRIBUTION

.1 Part 360, Rural Carrier Craft, is to be issued as follows:
a. All holders of the complete handbook.
b. Part 360 excerpt will be furnished to those who will conduct or be re-
sponsible for rural carrier instruction, including supervisors of rural

carriers, employees who serve as rural carrier job instructors, and
driver instructors.

.2 Form 2548-F, Training Record Card, Rural Carrier, may be requi-
sitioned from your area supply center.

Deputy Postmaster General




POST OFFICE DEPARTMENT

Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 3
Personnel Handbook, Series P-23 September 19, 1969

1 FILING INSTRUCTIONS
Kemove page headed: Insert page headed:
311 (p. 1) (1 sheet) 311 (p. 1) (1sheet)
2 EXPLANATION

-1 Part 311 has been revised to include the screening of the 16mm motion
picture film, You Can’t Bite Back. This film portrays various methods of
dealing with dogs on a carrier’s route.

2 The basic time for carrier orientation is increased from 3 hours to
31 hours in order to show this film.

T ke a

Deputy Postmaster General

-3, 1049



POST OFFICE DEPARTMENT
Washington, D.C. 20260

ORIENTATION AND CRAFT SKILL TRAINING Transmittal Letter 2
Personne' Handbook, Series P-23 July 1, 1969

1 MATERIAL TRANSMITTED )
Attached is a complete revision of Personnel Handbook Series P-23,
Orientation and Craft Skill Training.

o

EXPLANATION OF HANDBOOK CHANGES
1 Chapter 1
A1 Part 110 consists of provisions for the installation, operation and
management of the Department’s new standardized Orientation and
Craft Skill Training System. Most of these provisions, except as noted below,
are reprinted with minor editorial changes from the present chapter 1 of
POD Handbook P-23. The following are descriptions of changes and addi-
tions to provisions originally published in Handbook P-23.
. .12 Section 111 Description—New
13 Section 114 Scope—Adds another category of employees to those
covered by the system.
.14 Section 115 Adds additional infomation about distribution and re-
quisitioning instructional aids for use in the system.
15 Part 120 Operation of the System—Describes the general proc-
esses through which orientation and training are achieved under the system
but omits references to responsibilities for steps in the process. Responsi-
bilities are consolidated in 130,
16 Part 130 Managing Orientation and Craft Skill Training—Distin-
guishes requirements for offices under system and those not under it. Clearly
. identifies basic policies of system. Delineates responsibilities for more people
and with greater clarity. Describes job instructor assignments more fully,
within limits of present arrangements for this function. Adds more infor-
mation on distribution and use of Handbook P-23 anid Forms 2548 and on
using and reporting training manhours. Clarifies instructions on initiating
changes in system and on developing and using supplemental materials
locally.




17 Section 138 Eliminates charging to training the time of regular car-
riers who are performing instruction while serving the route.

18 Section 139 Lists records and reports related to the system.

2 Revised Chapters 2 and 3 contain only minor editorial changes.

3 SUPERSEDED MATERIAL
The coraplete P-23 Handbook furnished under Transmittal Letter 1 dated

Septen.ver 15, 1968, is obsolete.

4 EFFECTIVE DATE .
These instructions are effective upon receipt.

\w.w .

Assistant Postmaster General.
Bureau of Personnel

-2, 7-3-49 ‘




Orientation and Craft Skill Training

CHAPTER 1
CHAPTER 2

250
CHAPTER 3
310
320
330
340
350
360
370

Contents (370)

Contents
ORIENTATION AND CRAFT SKILL TRAINING

Standardized Orientation and Craft Skill Training System
General Orientation

(Tu be published)

General Orientation Handbook for New Employees
General Orientation Requirements

Instructor’s Guide for General Orientation of New Employees
A Vital Service Film: Seript

Craft Orientation and Skill Training

Carrier Craft

Clerk Craft.

Mailhandler Craft

Special Delivery Messenger Craft

Vehicle Craft

Rural Letter Carrier Craft (to be pubiished)

Maintenance Craft (to be published)
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110
111
112
113
114

120
121
122
123
124

125
130
131
132
133
134
135

CHAPTER 1

Standardized Orientation
and

Craft Skill Training System

Introduction

Description

Background

Objectives

Scope

114.1 Coverage

114.2 Post Offices

114.3 Crafts and Positions

114.4 Personnel

Supporting Materials

115.1 Handbook P-23, Orientation and Craft Skill Training
115.2 Form 2548 Series, Individual Training Record
115.3 Other Materials

Operation of the System

Preparation

General Orientation

Craft Orientation

Craft Skill Training

124.1 Initial Training

124.2 Additional Training

Review and Inspection

Managing Orientation and Craft Skill Training
Offices in Which the System Is Installed
Other Offices

Orientation to the System

Policies

Responsibilities

135.1 Postmaster

135.2 Operating Officiels

135.3 Employment and Services Section
135.4 Training Section

135.5 Operating Supervisors

135.6 Job Instructors

135.7 Other Officials




Instructors and Instructor Training

136.1 The Job Instructor Function

136.2 Typical Job Instructor Assignments

136.3 Instructor Qualifications

136.4 Instructor Training

136.5 Instructor-Trainee Ratios

136.6 Assignment of Relief Foreman During Instruction
Distribution, Maintenance and Use of Handbook P-23 and Its Excerpts
137.1 Distribution

137.2  Maintenance

137.3 Use

Training Manhours

Records and Reports

139.1 Recourds

139.2 Reports

Initiating Changes

Local Supplements to Standard Instructional Materials
Other Changes

i4
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Standardized Orientation and Craft Skill Trainitig System

112

113

‘ -2, 7-1-49

CHAPTER 1

STANDARDIZED ORIENTATION AND CRAFT SKILL TRAINING SYSTEM

110 INTRODUCTION
111

Description
This system provides a uniform process
by which post offices throughout the Na-
tion may guide and conduct the orientation
of employees to the postal service and the
orientation and skill training of employeces
for the postal eraft and position to which
each is to be assigned. With latitude for
necessary local variation, the system pre-
seribes ket is to be tanght and when.
where, by whom and for how long at each
stage of the employee’s orientation and
training. It alse prescribes policies, meth-
ods and divisions of responsibility for
carrying out. parts of the process, and it
provides a variety of instructional aids,
including forms, instructor guides, films,
etc.
Background
The system was developed and field tested
by the Post Office Department in consulta-
tion with the national leadership of postal
employee unions and with the assistance
and guidance of many post office and re-
gional office emplovees and officials.

Objectives

By providing national standards and

guides for orientation and training, this

system is expected to achieve the
following

a Assure that // new employees through-
out the postal service receive, within
reasonable limits, adequate training to
prepare them for efficient, safe, pro-
ductive performance of their assigned
.asks.

b Reduce turnover and improve work
performance by establishing a high
standard of orientation and training
for all post. offices.

15
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¢ Minimize costly duplications of effort
in developing complete training pro-
grams in each post office and/or postal
region,

d Maintain or reduce national training
man-hour costs by eliminating instruc-
tion in extraneous subject matier and
prescribing training methods at all
post offices which emphasize the skills
actually required to perform the work
assigned.

e Facilitate appraisal and improvement
of training programs and their appli-
cation by local, regional and depart-
mental management.

f Reduce duplications and omissions,
and improve performance by line and
and staff personnel in their execution of
training responsibilities.

g Improve supervision by encouraging
greater stability in employee work as-
signments and greater identification of
particular employees with particular
supervisors.

Scope

1141 Coverage

The systen is being introduced into
the postal service in stages. In-
itially, it was installed only at cer-
tain post offices, included orienta-
tation and training requirements
only for certain specified crafts and
craft positions and was to be used
as the basis for training particular
groups of employees. When addi-
tional planning, development and
field testing of materials are com-
pleted, extension and expansion of
the system to more post offices, to
additional crafts and craft posi-
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1142

1143

1144

tions and to other groups of em-

ployees will be divected until the

scope and coverage of the system
in these respects is as broad and in-
clusive as is practicable,

Post Offices

Installed in all post offices that are

authorized full-time training staffs

under provisions of section 844.4,

Postal Manual (i.e., approximately

the 100 largest post offices), plus

other post offices that are specifi-
cally designated by the Regional

Director. (See also 782.17 Postal

Manual.)

Crafts and Positions

31 Basic, general orientation to
the post office and the postal
service, independent of craft
assignment.

32 Specialized, craft orientation
to the city letter carrier, clerk,
mailhandler, motor vehicle
and special delivery messen-
ger crafts.

33 Craft job skill training for
one or more positions in each
of the above crafts.

Employees

A1 New post office craft employ-
ees receive general orienta-
tion; craft orientation and
craft skill training.

A2 (Current post office employees
being reassigned to a partic-
ular craft for the first time
receive craft orientation and
craft skill training in that
craft and position.

43 Current employees being as-
signed to new duties within
the scope of their current
craft positions receive craft
skill training provided the
new duties require new know-
ledges and skills not similar to
knoswledges and skills required
of previously assigned duties.

16

115 Supporting Materials
115.1 Handbook P-23, Orientation and

Craft Skill Training
A complete description of this
systemn, together with copies of the
principal instructional materials
used in it are published in Hand-
book P-23, Orientation and Craft
Skill Training. This handbook is
divided into chapters and then into
parts. Each chapter and part is
published as a looseleaf unit which
can also be obtained and used in-
dependent of the entire handbock.
The handbook and most of its
chapters and parts may be readily
updated, as changes are published,
by simple insertion or substitution
of new pages. Contents of the
Handbook are as follows:
Chapter 1—Standardized Or-
ientation and Craft Skill
Training System
Chapter 2—General Orientation
Part 210—Pre-employment
Pamphlet (to be published)
Part 220—General Orienta-
tion Handbook for New
Employees
Part 230—General Orienta-
tion Requirements
Part 240—Instructor’s Guide
for General Orientation of
New Employees
Part 250—“A Vital Service”
Film Script
Chapter 3—Craft Orientation
and Skill Training Re-
quirements
Part 310—City Letter Carrier
Craft
Part 320—Clerk Craft
Part 330—Mailhandler Craft
Part 340—Special Delivery
Messenger Craft
Part 350—Vehicle Craft
Part 360—Rural Letter Car-
rier Craft (to be published)

Ti-2, 7-1-09
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123.2

Part 370—Maintenance Craft
(to be published)
1152 Form 2518 Series—Individual
Training Record
This is a card form on which the
orientation and training each em-
ployee is to receive and has received
is recorded. The same basic form is
used to record orientation and
training in each kind of craft posi-
tion covered by the system. How-
ever, for each type of position (e.g.,
city letter carrier, distribution
clerk, mailhandler, etc.), the form
is overprinted with the names of
the topics and skills in which train-
ing is prescribed in the appropriate
part of chapter 3, Handbook P-23.
The positicn for which each over-
printed form is to be used is indi-
cated by an overprinting of posi-
tion title plus addition of a letter
suffix to the form number (e.g.,
Form 2548-A, etc.).
115.3 Other Materials
In addition to the publications in-
cluded as parts of chapter 2, Hand-
book P-23, a variety of materials
such as films, filmstrips, instructor
guides, handbooks, pamphlets,
training equipment, etc., are pre-
seribed for use in the system as
instructional aids. Initial supplies
of newly produced materials will
be distributed to the field by the
Department. automatically as they
become available. Field requests
for additional or replacement sup-
plies should be submitted through
normal channels as needed.
120 Operation of the System

121 Preparation
When new employees report. for personnel
processing :
a They are given a copy of the General
Ovrientation Handbook for New FEm-
ployees (Part 220, Handbook P-23)
and are advised of the date, place and
time they are to begin their general ori-
entation training. They are instructed

Tie2, 7=1-69

to read the Orientation Handbook be-
forehand, to bring it to the general ori-
entation classroom session, and to be
prepared to ask any questions they
may have at that time.

An  Individual Training Record
(Form 2548 Series) is prepared for
each employee and the training that
each will need to perform initial as-
signments is checked off on the card.

122 General Orientation

1221 Each newly hired employee re-

ceives general orientation, as speci-
fied for all employees in parts 230
and 240 of Handbook P-28. Except
in unusual circumstances, the only
assignment newly hired employees
receive on their first day of employ-
ment is to attend the complete gen-
eral orientation program. After
completing the general orientation,
the new employees receive no fur-
ther assignments that day. They
are scheduled to report the next
workday to the appropriate craft
orientation session. (See 123)

122.2 'When all or portions of the general

orientation are completed, appro-
priate portions of the Individual
Training Record are signed off and
dated.

123 Craft Orientation

17

123.1 Employees who are newly hired or

newly assigned to a craft are given
orientation to that craft as speci-
fied in chapter 3, Handbook P-23.
Except in unusuul circumstances,
new employees are given the entire
craft orientation on the first work-
day following the general orienta-
tion session. Following the craft
orientation, employees are assigned
to their work areas.

123.2 When all or portions of craft ori-

entation are completed, appropri-
ate portions of the Individual
Training Record are signed off and
dated. The card is then referred to
the locations identified in 139,
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124

Craft Skill Training
1241 Initial Training

J1 Empleyees who are newly
hired or newly assigned to a
particular eraft position (e.g.,
city letter carrier, distribution
clerk, mailhandler, mechanic
helper, ete.), are given specific
training in skills needed to
perform their initial work as-
signments, Elements and con-
ditions of this training are
specified in the orientation
and skill training requirement
sheets in chapter 3, Handbook
P-23,

J12 When instruction of an em-
ployee in a particular skill is
completed, the instructor ini-
tials and dates the Individual
Training Record on the line
related to that skill and enters
the time used. If, after provid-
ing the basic instruction for a
particular skill, the instructor
helieves an employee needs
more instruction, he notes this
in “Remarks” on the record,
and, with the approval of the
appropriate supervisor, pro-
vides the added instruction
and again initials, dates, and
indicates time used on the rec-
ord. ('This annotation by the

. instructor specifies the partic-
ular sub-topic(s) listed in the
orientation or training re-
quirement. sheets in which ad-
ditional training is needed).

13 When the employee's instruc-
tion in a required skill is com-.
pleted, the Individual Train-
ing Record is signed and dated
by his immediate supervisor.
Before an employee is as-
signed to a new task, it must.
be determined, with the aid of
the record where necessary,
that the employee has re-

18 .

125

130

131

132

ceived training in the required
skills,
124.2 Additional Training
If the employee is to be assigned
new duties within the scope of his
position after initial training, the
employee's Individual Training
Record is marked to show the addi-
tional training the employee must
receive in order to acquire the
knowledge and skill needed to per-
form these duties. Then the re-
quired training is given and docu-
mented, as prescribed in 124.
Review and Inspect .on
Once each accounting period (except A/P
7) 10 percent of the individual Training
Records arve carefully reviewed by the
training section to determine whether
they are current and accurate. Summary
reports of these reviews are made to the
postmaster and to appropriate operating
officials for information and necessary
followup action. Postal inspectors, finance
examiners and hostal service officers also
spot check representative numbers of
Individual Training Records during rou-
tine inspections and examinations and
compare the spot checks with local sum-
mary reports,
Managing Orientation and Craft Skill
Training
Offices in Which the System is Installed
Post offices that are directed to instali this
system are required to follow the instruc-
tions for managing the system that are
in section 732.1, Postal Manual and in
Handbook P-23. For such offices, these in-
structions supersede any other local, re-
gional and departmental instructions and
practices which may be in conflict with
them.
Other Offices
Offices in which installation of the system
has not been directed will continue to fol-
low prior instructions and practices, in
cluding those contained in other sections
of part 110 and section 345.44, Postal
Manual.

-2, 7-1-69
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135.12

‘ 133 Orientation to the System
Departmental officials initially oriented

135

officials of each regional office to the sys-
tem through formal meetings and dis-
cussions before the system was installed
in post offices. Regional officials, in turn,
hold orientation meetings with officials
of post offices in which the system is about
to be installed. These local officials plan,
organize and conduct orientation meet-
ings for other local officials and for
supervisors of all activities in the post of-
fices which employ craft employees. Local
orientation meetings provide participants
with needed information on the opera-

. tion and management of the system in the

post office and on their specific functions
and responsibilities in the system. This
orientation will be repeated as needed for
new supervisors. Orientation of regional
and local personnel that is comparable
to the above will be conducted whenever
significant additions or changes to the sys-
tem are about to be effected.

Policies

The following policy requirements under-

lie this system and are to be complied with

under all but emergency conditions:

a FEach employee shall receive training
needed to perform each new work as-
signment before being required to per-
form the assignment under routine
supervision.

b In order to help assure that learning
is retained and reinforced through
practice, training shall be provided
immediately before the work assign-
ment, or as soon beforehand as
possible.

Responsibilities

135.1 Postmaster

A1 The postmaster will take ac-
tions necessary to insure that
the system is operated and
managed as prescribed and
that its objectives are achieved
in his post office. These actions
include but are not limited to

. the following :
T2, 7-1-69
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a Become thoroughly fa-
miliar with basic provi-
sions of the system and
with the divisions of re-
sponsibility prescribed for
its installation and man-
agement.

b Assign responsibilities and
delegate commensurate au-
thority to specific individ-
uals and alternates for
carrying out each step in
the operation and man-
agment of the system.

¢ Periodically obtain the
views and recommenda-
tions of local operating and
staff officials, of appropri-
ate local postal employee
union representatives and
of finance examiners con-
cerning the operation and
management of the system
in relation to established
instructions and objec-
tives. Review summary re-
ports of checks made by
the training staff each ac-
counting period of Indi-
vidual Training Records.

d Take followup action to
provide recognition for ex-
cellence or to bring about
correction of deficiencies.
The latter might include
direction or redirection of
local officials and super-
visors, requests for techni-
cal assistance from the
regional office, recommen-
dations to the Department
through the regional office
of additions, deletions or
other changes to improve
the system, etc.

J2 In addition, the postmaster
(or designee of appropriate
rank and capacity) will per-
sonal' conduct the introduc-
tor, welcome portion of each
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Gevner.l Orientation session
for new employees. (See
Handbook P-23, Parts 230
and 240.)

Operating Officials
s used here, the term “operating
official” designates. a higher level
person in charge of a major divi-
sion of the post office or tour to
which new personnel are assizned
(e.g., director of operations, gen-
eral superintendent or supern-
tendent of mails, tour superin-
tendent, postal plant  engineer,
vehicle maintenance superintend-
ent, ete.), These officials will take
actions nec. sary and as directed to
insure that the system is operated
and managed as preseribed and
that its objectives are achieved in
the units for which they are each
responsible, These actions include
but are not limited to the
following:

a  Become familiar with basic pro-
visions of this system and thor-
oughly informed about those
aspects of it that are dircetly re-
lated to the facility, tour or ac-
tivity for which the official is
responsible,

b With assistance of Training
Section, develop, direct, aud
periodically evaluate the opera-
tion of a specific subsystem for
adiministering eraft skill train-
ing within the facility or tour
and in accordance with require-
ments of this system.

¢ Determine specitic work assign-
ments of each new and current
employee for whom responsible.

d Identify to Training Section
the immediate supervisor(s) of
each new employee and of any
other employee who is about to
be assigned to a eraft or a par-
tienlar eraft position for the
first time,

20
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With assistance of Training
Section, check off on Individual
Training Records the orienta-
tion and/or training required
for cach employee referred to in
¢ above,

Conduct designated portion of
General Orientation meetings
for new employees.
Collaborate with Training Sec-
tion in its organization, sched-
uling, and coordination of Craft
Orientation sessions for em-
ployees who are newly assigned
to a particular craft for whose
work the official is responsible.
Select and assign appropriate
supervisors, subject matter spe-
cialists and employees to receive
instructor training, if needed,
and to serve as instructors in the
conduct of all on- and off-the-
job orientation and training in
subject. matter fields for which
responsible.

Establish an Individual Train-
ing Record for each employee
who does not have one and is
about to be assigned (and there-
fore trained) to perform new
duties within the scope of his
present. position.,

Check off on Individual Train-
ing Records additional training
required for each employee re-
ferred to in h above,

Arrange for transfer of Indi-
vidual Training Record to new
location when an employes is
reassigned, without change in
position title, to another part of
the facility in which a change in
location  of the Record is
required.

In conjunction with review and
evaluation of the specific sub-
svstem (par b above), also re-
views and evaluates operation
of the overall system, taking
into account evaluations and
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reconnendations received from
operating superisors, and rec-
ommends improvements to the
postmaster for possible submis-
sion to the Departument through
the regional office.

1353 Employment and Services Section !

31

33

35

Become familiar with basic
provisions and thoroughly in-
formed about  instructions
and  procedures rdated to
Employment and Placement
Section responsibilities under
the systen.

Issue a copy of General
Orientation Handbook for
New Employees (Part 220
of Handbook P-23) to each
new employee when he re-
ports for personnel processing
at the time of his appoint-
ment.

During personne. processing,
advise cach new employee of
the date, time, and place he is
to report for general orienta-
tion tratning: instruct hini to
read the General Orientation
Handbook  beforehand, to
bring it with him to the Gen-
eral Orientation meeting and
to be prepared to ask any
questions he has at that time.
Prepare an appropriate In-
dividual Training Record for
each official personnel trans-
action in which an employee is
assigmed for the tirst time to
a position within the scope of
this system. Refer the record
to the training section.
Provide relevant information
and otherwise assist operat-
ing officials upon request to
establish an Individual Train-
ing Record for an employee
who does not have one and is

tIn smaller offices where this <ection §8 not authorized,
these functions will be performed by or under direction of

whosver hag program responsibility for employment and
‘ placement and fop personnel paperwork (See M K44 4,

L2, 7-1-69
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about to be w«signed (and
therefore trained) to perform
new duties not similar to pre-
viously assigned duties within
the scope of his present
position.

36 Obtain old Individual Train-
ing Record for each employee
who is reassigned or promoted
from one craft position to an-
other or is transferred out of
the post office, and file on the
right side of his official per-
sonnel folder.

1354 Training Section?

41 Become thoroughly informed
about all aspects of the sys-
tem that are related to its in-
stallation and operation at the
local post office level.

42 Asa joint acticn with princi-
pal operating officials, conduct
initial and periodic orienta-
tion to the system for other
officials, supervisors and job
instructors in accordance with
133.

43 Assist operating officials to
identify and to check off on
Individual Training Record
the orientation and training
prescribed under the system
which each employee must re-
ceive in order to perform
initial assignments in a craft
or craft position to which he
is assigned for the first time.

44 Organize and schedule Gen-
eral Orientation and Craft
Oriemtation meetings in co-
ordination witl appropriate
operating and staff oilicials.
Actively assist officials, op-
erating supervisors, and job
instructors who conduct these
meetings. Certify completion
of General Orientation on

m offices where this section is not authorized,
these functlons will be performed by or under direction of

whoever has program responsibility for training (See P.M.
844 4)

<1
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Ludividual Training Records
and furnish these records for
further action to those who
conduet eraft orientation.
Lu coordination with operat-
ing officials, plan, organize,
~chedule and conduet eourses,
conching sessions and infor-
mal assistance i classrooms,
at work locations and else-
where to prepare supervisors,
job iustructors, scheme ex-
aminers and others to per-
form instruction for which
each is responsible.?
Actively assist operting of-
ficials to develop, direct. and
periodieally evaluate the op-
eration of i specific subsystem
for administering craft. skill
training i accordance with
this system within the facility
or tour for whieh each is re-
sponsible. This includes but is
not limited to the following
actions:

a Develop and recommend
written instructions and
procedures designating lo-
cations at which Haud-
book P-23 and Individual
Training Records will he
maintained ; when and how
supervisors and job in-
structors will make entries
on  Individual Training
Records: when, how, by
whon, and for what pur-
pose information will he
tran~cribed from Individ-
ual Training Records for
reporting purpo<es,

b Regularly and frequently
visit. all mits (inelnding
scheme  training unit)

3Che prineipal tnstructional responsibitity of the training
staff {s instructor traaning If the traming staff his been
ehgaied In fnstroeting persetnel i speeialized subjeet matter
telils other than general ortcatation and instructor teaining,

these

tnstructional  respoasibitities wlll be transferred to

appropriate operating officials, supersisors, job fnstructors
or suljeet mutter specialists  (See alvo 133 2g)

-~

<2

where employees are re-
ceiving craft skill training
under the system; explain
to supervisors methods for
evaluating and directing
the work of job instructors
who train employees work-
ing in their units; observe
instruction in progress;
give on-the-spot cvaching
and tips on instructional
methods and technique,
plus additional orienta-
tion to thi. system to
supervisors and job in-
structors; check and initi-
ate followthrough action
when needed to assure that
supervisors and job in-
structors have required
instructional supplies and
materials and are other-
wise prepared to perform
effective job instruction
under the system.

¢ Spot-check entries on In-
dividual Training Records
in accordance with 125,

d Report observations and
actions to operating official
in charge of tour or facil-
ity together with recom-
mendations for followup
managemnent action to ree-
oguize effective training
and to correct deficiencies,
ns needed.

Operating Supervisors
Foremen and other supervisors
who direct and oversee the work
of postal craft employees will take
actions needed to insure that these
employees are properly trained,
in accordance with this system, to
perform the work to which each is
assigned. These actions include the
following:
a Become familiar with basic
provisions of the system and
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h

thoroughly informed about its
application to the speration or
activities for which responsi-
ble.

Through instructor training
courses, coaching sessions, in-
formal guidance, and other
sources and methods, learn
techniques of job instruction,
techniques of classroom in-
struction, if required, and how
these techniques are to be ap-
plied in performing assigned
instructional  responsibilities
under thissystem.

Asdirected, conduct designated
portions of crvaft orientation
meetings,

Review Individual Training
Records of assigned employees
to determine whether they have
received or need to receive
training under the system for
the work to be performed.

For employees who require
training, either personally in-
struct each employee in re-
quired topics and skills or di-
rect and oversee instruction by
other employces who have
been selected and trained to
serve as job instructors under
this system.

For instruction personally cons
ducted by the supervisor, enter
initials, date, and time used on
Individual ‘Training Record.
When an employee requires
additional instiuction in a par-
ticular kil that would exceed
the time preseribed for that
purpase in the appropriate
part of Handhook PP-23, either
(a) authorize or conduet addi-
tional instruction or (h) rec-
ommend additional instruction
for approval by higher author-
ity, (Nee also 138,)

For all instruetion conducted
or supervised, sign and date In-

t 28
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dividual Training Record when
instruction is completed certi-
fying satisfactory traming of
employee in each particular
skill.
Observe and evaluate operation
of the system and recommend
improvements, where needed, to
appropriate operating officials.
Also review similar evaluations
and recommendations by job in-
structors and forward to op-
erating  officials  with own
evaluation and comments.
Job Instructors
Job Instructors orient and train
postal craft employees in desig-
nated topics and skills, in accord-
ance with this system and under
directions of a supervisor to whom
both the trainees and the instructer
are assigned during the period of
instruction. (See also 136.) Ac-
tions required to perform this
function include the following:

a Become familiar with basic
provisions of the system and
thoroughly informed about the
craft orientation ~nd/or craft
skill training requirements in
the appropriate part of Hand-
book P-23 in which instruction
is to be performed and for
driver instrnetor and examiner
positions, the criteria is out-
lined in Handbook CR-4.

b Through instructor training
courses, coaching sessions, in-
formal guidance, and other
sources  and  methods, learn
techniques of job instruction,
techniques of classroom instrue-
tion, if required, and how these
techniques are to he applied in
performing  assigned  instrue-
tional responsibilities under
this system,

¢ As directed, conduct designated

portions of eraft orientation
meetings.
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d A\s directed, instruet  desig-
nated cwployees in specified
craft skills m accordance with
requirements ~t forth in the
appropriate part of Handbook
P-23.

e For each employee instructed.
enter initials, date and time
used on Individual Training
Record.

f Conduet  additional traiing .

approved by supervisor and,
upon completion, again enter
initials, date and time used in
appropriate columns of Indi-
vidual Training Record.

g Observe and evaluate opera-
tion of the system and recom-
mend improvements, where
needed, to appropriate super-
visor.

Other Officials
The officials listed below have
specitied responsibilities for the
operation and management of the
systeni, \lternates desigmated to
act for these officials for such pur-
poses in their absence should be as
nearly equal to the principal des-
ignee in rank and eapacity to
perform the assignment as is
practicable:

a Postal Inspector—As part of
post office audit. reviews craft
training svstem to determine
compliance with provisions of
Postal Manual 732.1.

b Fiwanee Examiner—Spot check
representative samples of in-
dividual Training Records for
completeness and for compari-
<on with other records and re-
ports of training manhours vsed.

¢ Postal Sezrice Officor—During
routine and periodic visits to
post offices, reviews craft train-
ing systen, discusses operation
of system with responsible man-
agement officials to determine
possible problem areas where

24

regional assistance may be war-
ranted, and informs the re-
gional training manager and
other responsible regional offi-
cials.  through  appropriate
channels.

d legional T.aining Manager—
Provides technical guidance and
direction to postmaster and
other local management officials
on implementing and adminis-
tering provisions of section
732.1, Postal Manual. Assists
local officials in solving specific
craft training problems upon
request, and in response to pos-
tal service officer and inspection
service reports and other sources
of pertinent information.

e Safety Personnel—Conduct
part of general orientation
meetings dealing with safety
and emergency procedures, As-
sist and advise job instructors
and operating supervisors in in-
tegrating safety and solving
safety training problems in the
system. Under the direction of
the regional safety staff, in-
stallation safety personnel mon-
itor the safety training done by
supervisors responsible for the
craft orientation and skill train-
ing functions.

136 Instructors and Instructor Training

136.1 The Job Instructor Funetion
Job instructors are nonsupervisory
craft employees who are ussigned
to orient or tzain other craft em-
ployees in certain specific topics or
skills under direction of an operat-
ing supervisor, who is in charge of
the operation or activity to which
the employees are assigned. By
performing this function, the job
instructor relieves the supervise®
of ~ome of his workload but none
of his responsibility. The super-
visor is still accountable for insur-
ing that employees working for
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him are instructed how to jerform
assigned work in accordunce with
provisions of this svstem. Nor-
mally job instructors should be
etmployees who are regularly as.
signed to the unit supervisors and
should only train employees who
are newly assigned to the unit. If
a job instructor is not regularly
assigned to a paticular unit in
which he performs instroction, he
is nonetheless accountable to the
unit supervizor for any instruction
he grives in the work of the unit.
Typical Job Instructor Assign-
ments
Job instructors may perform in-
struction foll time or most of the
time, or they may perform other
duties the majority of the time
and  be assigmed  instructional
duties only occusionally and for
short periods of time. Many car-
rier  technicians, mailhandler
group leaders, distribution and
dispatch expediters, and lead me-
chanices serve as job instructors for
regular.  frequent or extended
periods of time. Other craft em-
ployees may also receive job in-
structor assignments for  either
short or extended periods as reg-
ular or collatoral duties,
Instructor Qualifications
Both job instructors and super-
visors, who personally perform
instruetion, should be able to com-
municate effectively with erploy-
ees and should be well informed
and proficient in particular topics
and skills in which they are to
instruct.
Instructor Training
Both operating supervisors and
job instructors who are to perform
instruction under this svstem shall
initially receive 4 hours of job in-
structor training specifically de-
signed to support and implement
this system, unless they have re-

ceived equivalent training and are
considered to be proficient. After
initial instructor training, these
supervisors and job instructors an-
nually shall receive at least 2 hours
of formal, planned refresher
training in job instruction and
other matters as needed to keep up
to date and proficient in operating
and managing this system.
Instructor-Trainee Ratios

The 1atio of qualified instructors
to trainees to be maintained for
each operation will depend on com-
plexity of subject matter, stage
of iruinee progress, visibility and
ioise levels in instructional areas,
etc. However, this ratio shall be
such in each instance that each
trainee receives the concentrated,
individual attention needed, with-
i the allotted training time, to as-
sure that he has a reasonable op-
portunity to learn how to perform
the task assigned. For example,
the ratio of instructor to trainees
on initial training on the outgoing
letter primary distribution shall
approximate one instructor to five
trainees.

136.6 .Assignment of Relief Foreman

During Instruction
When the line foreman is conduct-
ing skill training for trainees in
his unit, a relief foreman will be
assigned, where necessary, to pro-
vide coverage of the unit produc-
tion during the training period.

137 Distribution. Maintenance and Use of
Handbook P~23 und Its Excerpts
1371 Distribution

A1 A complete handbook is to be
issued to and maintained by
or for the postmaster, mem-
bers of the postmaster’s top
staff and other management
officials down to and includ-
ing lheads of tours, installa-
tions and facilities, such as
tour superintendents, station
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superintendents, vehicle
maintenance superintendents,
etc. Requisition Handbook
P-23 and excerpts according
to instruections in Postal Man-
ual, Part 114.

All supervisory personnel ar
to receive chapter 1, Stand-
ardized Orientation and
Craft Skill Training System,
and part 230 of chapter 2,
General Orientation Require-
ments.

Supervisors  of city letter
carriers, enployees who serve
as city letwor carrier instruc-
tors, and driver instructors
are furnished Part 310, City
Letter Carrier Craft.
Supervisors  of  distribution
clerks, employees who serve
as distribution clerk job in-
structors and scheme examin-
ers-instructors are furnished
Part 320,('lerk Craft.
Supervisors of mailhandlers,
mailhandlers group leaders,
and other employees who
serve as mailhandler job in-
structors are furnished Part
330, Mailhandler Craft.
Supervisors of special deliv-
erv messengers, employees
who serve as special delivery
messenger job instructors and
driver instructors are fur-
nished Part 340, Special De-
livery Messenger Craft,
Supervisors of vehicle oper-
ators, employees who serve as
vehicle operator job instrue-
tors and driver instructors
are furnished Part 350, Ve-
hicle Craft.

Local officials desigmated to
participate as instructors in
the General Orien‘ation ses-
sion are furnished Part 240,
Instructor's Guide for Gen-
eral Orientation,

19 New employees are furnished
Part 220, General Orientation
Handbook for new employees.

1372 Naintenance

21 All new material and replace-
ment pages are sent under
cover of a transmittal letter,
which explains briefly the
change or material attached.

22 Holders of the handbook and
excerpts are responsible for
filing changes promptly and
maintaining the material in &
current status.

1315 Use

31 Officials who maitain the
Landbook or excerpts shall
permit employees and union
represeniatives on proper re-
quest to read these materials,

32 Supervisors and job instruc-
tors shall follow the proce-
dures and guidelines as pre-
scribed by Handbook P-23
when training employees in
jobs covered.

138 Training Manhours

138.1 Handbook P-23 specifies basic time
periods required to cover each unit
of orientation or skill training.
Charge time used for orientation
and training that is within the
amounts specified, to training, not
to production. This applies to both
classroom and on-the-job instruc-
tion and includes the time of train-
ees und on-the-job instructors, but
not supervisors, nor regular car-
riers providing on-the-job instrue-
tion to new carriers while serving
the route.

If udditional time beyond the stip-
ulated amount is necessary and au-
thorized to train newly assigned
employees this time shall be
charged to production, not train-
ing.

Record and credit any production
achieved by trainees while receiv-

1382
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ing training as part of the produc-
tivity of the unit or operation.
Travel timne spent in getting to and
from training areas, when neces.
sary, and nonsupervisory time al-
lotted and used for preparation for
instructing, as specified in the sys-
temn instructions, will be trans-
ferred to training.

139 Records and Reports

Records

11 Form 2548 Series, Individual
Training Record

111

112

Distribution

Cards for new ¢mploy-
ees are prepared and
distributed according to
provision in Postal
Manual 732.175¢. Blank
cards are distributed to
points referred to in
paragraph 112 below
for establishment of
records for current em-
ployees who are about
to be assigned (and
therefore trained) to
perform new duties
within the scope of
their present job. Req-
uisition  Form 2548
Series from the approp-
priate supply center.
Maintenance

Each employee’s Indi-
vidual Training Record
1s kept at a central point
convenient to his work
location In offices
where tour superintend-
ents are assigned, these
records will be main-
tained under the direct
responsibility of the of-
fice supervisor or clerk,
in the tour snperintend-
ent’s office where the
tour records, employee
evaluations, etc. are lo-
cated. At smaller offices

they are maintained in
the superintendent of
mails or facility man-
ager's office. Mainte-
nance employee train-
ing records are filed in
the postal plant engi-
neer's office, mainte-
nance control office or a
location which is access-
ible to the mainte-
tenance supervisor or
job instructor. Main-
tain Form 2548 Series
alphabetically by em-
ployee’s last name,
within each pay loca-
tion, with a separate file
foreach tour.
113 Use

Operating officials
check off orientation
and training.each em-
ployee needs. Supervis-
ors and job instructors
refer to Form 2548 to
determine what train-
ing an employee has had
or needs to perform as-
signed jobs. Within rea-
sonable bounds, em-
ployees may review
their own Individual
Training Record upon
request. Recognized un-
ion representatives may
also review these rec-
ords for employees they
represent.

A2 Form 2345, Personnsl Man-

power (yellow)

This is used to record clerk-
mailthandler training man-
hours at authorized units.
Form 1232, Other Service
Card

This is used according to pro-
visions in Handbook F-21.
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Form 1670, Total Hours Trans-
ferred To And From Payroll
Accounts, is used to transfer man-
hours to and from acconnts inclad-
ing training accounts, Prepare
Form 1670 according to instrue-
tions in Handbook F-21.

140 Initiating Changes
U1 Local Supplements to Standard Instruc-

tional Materials

Postmasters may authorize preparation
and use of lnstructional materials to s p-
plement  the standard naterials (em-
ployee orientation handbook, instructor
guide, craft orientation and skill training
requiremeuts, ete.) that are furnished for
use with the system. This authority ex-
tends only to the use of supplementary
material that (a) is clearly necessary for
the orientation and training to cover top-

142

ics or skills that are unique to the particu-
lar post office and (b) will not require
commitment of manhours beyond those
prescribed by the system.

Other Changes

Other modifications to improve the sys-
tem, materials used with it or topics cov-
ered by it are encouraged but must be ap-
proved ai Department Headquarters be-
fore they inay be put into use, Proposals
for this purpose are to be made by or
through the Regional Director to the As-
sistant. Postmaster General, Bureau of
Personnel, Attention: Director, Training
Divisicn, who will coordinate review of
proposals with other bureaus as needed.
Regional Directors will submit their eval-
uction and recommendation to the De-
part with each proposal. Proposals will be
adopted for national use whenever this
is merited.
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FOREWORD

This handbook will give you the information you need when working in
the Postal Service.

The Post Office Department over the years has established a fine record
as a national and international communications network with a tradition of
faithful service to the publlc Each employee can take pride in this combination
of communication and service.

You were picked for your job because your a.)lllt), as demonstrated by our
hiring procedures, shows you can help us move '1e mail promptly, efliciently,
and accurately. You have been added to our work force because you are needed.
You will be given every opportunity to learn your job through study and
training. You are now a vital and important part of one of the largest civilian
organizations in the world: we are not so large, however, that your rights and
dignity as an individual will not be deeply respected and fully protected.

From time to time problems may arise in connection with your job. Please
bring any problems to light for open, frank discussion and solution. \Iany
problems also occur simply becuuse of lack of information. We hope, h) giving
you this book, to remove doubts and misunderstandings on the areas it covers.

You are a welcome part of our organization. We hope that you will enjoy
a rewarding career with us,

Post™mAsTER GENERAL
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SECTION 1

Your Post Office Department

HIGHLIGHTS OF POSTAL HISTORY

Our postal service has come a long way since
1639, when all jetters for the English colonies
in America were delivered to a Boston tav-
ern . . . with the tavern owner serving as our
first “Postmaster.”

Some of the more important events in our
postal history were:

1775 Benjamin Franklin was appointed our
first Postmaster (ieneral by the Con-
tinental Congress at a salary of $1,000

per year.

1847 Adhesive postage stamps were first
used by the Government.

1858 First mail reached Los Angeles by the
overland route.

1860 The “Pony Express™ began operation
between St. Joseph, Missourl, and Sac-
ramento, California.

1863 First house-to-house delivery of mail
in cities.

1864 Railway post office (RPO) service es-
tablished.

1885 Special delivery service established.

1896 Rural free delivery service was estab-
lished.

1912 Parcel post service was established.
1914 Motor vehicle operations established.

1918 First domestic airmail service was es-
tablished.

1935 First Trans-Pacific airmail service—
the **China Clipper "—San Francisco to
Manila, was established.

ZIP Code was introduced.
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PURPOSE OF THE POSTAL SERVICE

“Let us bind these people by a chain that
can never be broken and set about provid-
ing means for intercommunication so that
common interests and common under-
standing may prevail.”

—GEeoreE WASHINGTON

Our basic business is picking up and deliver-
ing our nation’s mail. No other Government de-
partment has as many direct, daily contacts
with so many people . . . in large cities . . .
in rural villages . . . throughout the fifty
States, territorities and possessions of our
country.

Over the years the postal function has grown
into a nationwide network of services and fa-
cilities for distributing and exchanging infor-
mation, communicating intelligence, advancing
education and culture, and moving articles of
commerce and industry. This growth has made
the postal syster: a massive and complex opera-
tion involving different classes and sizes of mail
with various rates and special services. To keep
this growing operation moving effectively re-
quires the most imaginative use of manpower,

1



the adaptation of advancing technology, the use
of many kinds of transportation, the construc-
tion of carefully planned facilities, and the
continuing improvement of management tech-
niques,

Our entire economic system depends, to a
great extent, on a dependable, secure postal
service.

THE POSTAL ORGANIZATION

The Post Office Department is a part of the
Executive Branch of the United States Gov-
ernment. The Postmaster General heads the
Department and is a member of the President’s
cabinet. Through its more than 30,000 post
offices, the Department collects and delivers
mail, sells postage stamps, and performs other
related duties.

Post Office Departinent Headquarters is lo-
cated in Washington, D.C. Fifteen regional
offices, located across the country, help manage
the operation of our post offices.

The office where you are now working is
headed by the postmaster. Post offices range in
size from those employing thousands of people
in our large cities to those in a corner of a rural
swore where the postmaster is the only em-
ployee. Whatever the size of the office, every
employee plays a vital role in promptly moving
our nation’s kuge volume of mail daily to its
proper destinacion.

The person in your office closest to vour ca-
reer development is your superviscr. He is
responsible for seeing that you are properly
trained, informed, and counseled. He will
gladly answer any questions on your work, as-
signment, schedule or on problems arising from
your duties as a postal employee. Your super-
visor or his representative will be happy to
show you an organization chart of your postal
installation.

Learn your local postal organization, its rules
and procedures, and how they all fit into the
nationwide mail-moving process.

SANCTITY OF THE MAILS

One of the greatest traditions of the Postal
Service is the manner in which privacy of the
mails is protected. This privacy is guaranteed
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by our Constitution. Federal law makes it clear
that the protection of mail, postal funds and
property is a responsibility of every postal
employee. Rare indeed is the employee who fails
in this public trust.

For the very few who do not take this
responsibility seriously, the penalties can be
severe. Dismissal from the service and possible
imprisonment can result from a willful failure
to safeguard the sanctity and privacy of the
ma.l.

Wi..t are some violations of sanctity of the
mails?

THEFT . .. An employee opens mail not
addressed to Lim and remnoves the con-
tents . . . removes canceled or uncanceled
stamps from letters . . . takes any postal
property for personal use.

DESTRUCTION ... Deliberate damage or
loss . .. AUl classes of mail are entitled to
the same safekeeping and proper delivery.
Mail is an instrument of business and com-
merce as well as a means of communications;
American enterprise depends heavily upon
the expeditious movement of the mails, and
a number of persons make their living from
the business generated by mail.

DAMAGE . . . Any neglect of duty that
results in damage to mails . . . careless
handling of parcels and other mail . . .
allowing mail to remain unprotected in bad
weather.
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SECTION 2

Your Job and Responsibilities

THE CHANGING POSTAL SERVICE

The Postal Service is constantly undergoing
changes and advancements t. iniprove both
efficiency and service. You have an obligation
to yourself and to the Department to accept and
carry out each new policy, each new program,
and every procedural change.

Your interest in your assignment, your de-
sire to know your job, and your ability to grasp
the techniques and know-how, will determine
the success of your Postal career.

ACCURACY

You must distribute and deliver mail accu-
rately if we are to provide our customers with
the kind of service they expect and deserve. Ac-
curacy is & mus¢ in all postal work.

PRODUCTION

The relation between production and cost
that is so important to the successful operation
of private business is also important to the Post
Office Department. We must have good produc-
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tion from cach employce. The Post Office has
standards that must be met to keep its opera-
tions under control ; otherwise, it would require
far more employees than necessary to work and
deliver our mails,

Always bear in mind that we too are tax-
payers, the same as the customars we serve. Our
objective is and must be to move the mail as
economically as possible to avoid inexcusable
waste of our tax dollars. To Jo this, each indi-
vidual must be gainfully employed. Otherwise
we will contribute to a waste of tax money ap-
propriated for postal service.

OBEYING ORDERS AND
INSTRUCTIONS

Follow carefully your supervisor’s instruc-
tions. He is responsible for controlling and
directing your work. Carrying out orders is
part of your job, and failure to do so is a serious
matter,

a




PERMISSION TO LEAVE
WORK AREA

' When working inside a station or installa-
tion, du not leave your place of assignment
without first obtaining your supervisor’s per-
mission. Delivery employees must stay within
the boundaries of their routes. Your supervisor
is responsible for your conduct and productiv-
ity, and must know your whereabouts at all
times.

PUNCTUALITY AND ATTENDANCE

When you are scheduled to work, it is im-
portant that you report for duty and report on
time. Every scheduled employee is needed to
keep the mail moving at & proper rate. Your

unscheduled abeence would place an added
burden on your fellow-workers and super-
visor. An employee is expected to report ready
for work, as scheduled, and on time. Absen
without official leave can result in disciplinary
action as well as loss of pay. When absent from
duty because of illness or emergency, report as
soon as possible by calling in to your work sta-
tion. Local procedures on this will be given you
in detail at the place where you work. Require-
ments include using Form 3971, Request for, or
Notification of, Absence, for reporting sick
leave.

PERSONAL APPEARANCE
AND HABITS

The Post Office Department has consistent,
close, and day-to-day contact with members of
the public and it is imperative that the publi~
have confidence in the honesty and integrity of
members of the Postal Service and that mem-
bezs of the public believe that their inail matter
will be delivered quickly and safely. It is vitally
important that employees do not weaken or de-
stroy that confidence by their conduct or by
their appearance. Employees whose duties bring
them into contact with members of the public
must be especially conscious of the fact that
their conduct and appearance can &ffect the con-
fidence of the public either favurably or unfa-
vorably.




Your safety and health are important to all
of us . . . and to you. Think safety and act
safely in all of your assignments. This will in-
sure protection to yourself and the mail. Enjoy
a full career for you and your loved ones with-
out injury and pain.

Safety rules are a result of a long history of
serious injuries and property damage. Obey all

. safety rules,

PAYMENT OF JUST DEBTS

It is not the policy of the Post Office Depart-
ment to interfere in the private lives of employ-

ees. However, the Department does require its
personnel to be honest, reliable, trustworthy,
of good character and reputation, and to con-
duct themselves, both during and outside of
working hours, in 2 way that reflects favorably
upon the postal service.

Postal employees must pay all just financial
debts. Complaints concerning nonpayment of
debts create embarrassment to the postal serv-
ice and to the employee. Failure to pay just
debts is a cause for disciplinary action, and can
result in dismissal.

HOURS OF DUTY

Your working hours will be determined by
the needs of the service. As a substitute, your
hours will vary more than they will when you
become regular. In larger offices, a great bulk
of mail is received at night. If you are required
to work between 6 p.m. and 6 a.m., you will be
paid 10 percent extra for the time worked.



SECTION 3

Sources of Postal Information

YOUR SUPERVISOR

If you desire assistance, information, or in-
siructions, do not hesitate to talk over your
problems with your supervisor. He is interested
in your welfare, as well as in your proficiency as
a postal employee. Further detailed informa-
tion can be obtained by reference to the sources
of information that follow,

THE POSTAL MANUAL

This manual is published for the information
of all postal personnel by the Post Office De-
partment from Headquarters in Washington,
D.C. It contains postal policies, regulations and
procedures.

POSTAL BULLETIN

Tssued by the Department from Headquar-
ters ance a week, on Thursday, for the informa-
tion of all postal personnel. It contains tem-
porary instructions and other information
relating to operations of the postal service,
including philatelic news of interest to stamp
collecters. Permenent instructions are later
incorporated into the Postal Manual or some
other permanent issuance.

REGIONAL BULLETIN

Issued by the Regional Director for the infor-
mation of all postal employees in his region.

BULLETIN BOARDS

Current information, notices, etc., are posted
on bulletin boards for employee’s information.
When you first report for work, locate the bulle-
tin boards and refer to them regularly.

POSTAL LIFE

When youn become a career employee, you will
automatically receive POSTAL LIFE, the De-
partment’s magazine for its career employces.
Your copy will be delivered to your home. The
publication is intended as a ready, convenient
meaas of communication with each employee as
an individual.

It is a readable, illustrated publication which
is intended to be an educational and enjoyable
experience for every one of its readers. The ob-
jective is to promote understanding among all
parts of the Postal Systeni and to emnphasize
everyone's share in our responsibility to provide
Aumericans with the best possible postal service.

POD PUBLICATIONS AND
HANDBOOKS

Contain instructions that are too limited in
application or too technical to be included in
the Postal Manual. Part 114 of the Posta!
Manual lists the available publications and
handbooks.

POD Publication 73, Code of Ethical Con-
duct, for postal personnel. You will receive a
copy of this publication. When you do, read it,
for many of the regulations which govern postal
employees are contained in it.

POD Publication 53, Agreement Between
Post Office Department and Exclusive Orga-
nizations. Appendix A, Chapter 7, Postal
Manual; and the local agreements bet ween post-
masters and local exclusive organizations.




SECTION 4

What You May Expect of Us

ASSISTANCE

You will be assisted in evers way possible to
gain and maintain the skille needed to carry
out your duties quickly and safely. Nothing
that we can do for you, however, will replace
your own desire for self-development and self-
improvement. Your interest in your postal
career . . . your desire to do your jeb vight . ..
your ability to learn clerk or carrier skiils . . .
all of these and more will determine your suc-
cess as a person and as 2 postal employee.

FAIRNESS

You will be respected as an adult, treated
fairly and justly at all times, without discrimi-
nation of any sort. In turn, you will be required
to treat your fellow employees with respect, no
meatter what their race, religion, sex, etc., may
be. If, however, you feel you have complaints
or grievances, well-defined procedures have been
set up to handle them.

ADVANCEMENT OPPORTUNITY

In line with your ability and length of serv
ice, there are cpportunities for you to advance
.n your local post office, regional office, Head-
quarters, and the Inspection Service.

LEARNING OPPORTUNITY

.You will be trained in the skills needed for
today’s job; and, for your future development,
additional personnel assistance and facilities
will be at your disposal.

EVALUATION

At scheduled intervals, your performance
and behavior will be fairly evaluated by your
supervisor. Outstanding performance as well
as useful suggestions to improve the service are
processed through the incentive awards system
and may result in cash awards and/or recogni-
tion to the employee.



INCENTIVE AWARDS

The Congress enacted the Incentive Awards
to provide a tangible means for encouraging
employees to participate in the improvemnent of
Government operations and to recognize and re-
ward employees for their participation.

Under this authority you may earn recogni-
tion for outstanding performance of duties,
superior achievements for special acts or serv-
ices which are over and above normal work re-
quirements. This recognition may be either a
Superior Accomplishnient Award which is a
one-time cash award or a quality step increase
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which plam you in a higher step in your level
and is in addition to the normal periodic step
increases you earn for satisfactory performance.
Your performance and behavior will be fairly
evaluated by your supervisor who will recom.
mend performance recogniiion when warranted.

SUGGESTION AWARDS

You may also earn recognition for sugges-
tions which contribute to inrprovement in posta!
operations. This recognition may be in the form
of a letter of commendation, certificate or a cash
award up to $25,000 depending on the value of
the adopted idea.

Employee suggestion olanks, Form 1269, are
available at the installation in which you work.
You are invited to submit any ideas you may
have to improve post office operations. A sugges-

tion should identify a problem and present your
conclusion as thoroughly as possible since the
preseatation must convince those who evaluate
youi suggestion that the idea is workable and
worthwhile. The amount you may earn under
this authority is only limited to the extent that
you search for constructive ideas and hand them
in to your supervisor who begins the objective
evaluation process though the final decision may
rest in Headquarters.




SECTION 5

Your Rights and B

-

SALARY

The salary for your present job is set by law
and is available from the personnel officer who
processed your employment papers or from the
Postal Manual. Your first pay day will be one
week after the end of the pay period and every
two weeks afterwards.

You may qualify for a periodic within-level
increase of one salary step after the first 52
weeks on the job. To earn this increase, you
must have a record of satisfactory perform-
ance. You may continue to qualify periodically
for additional step increases, if your perform-
ance continues to be satisfactory. Employees
who perform work between the hours of 6 p.m.
and 6 a.m. are paid 10 percent extra of their
basic compensation, as previously mentioned.

Deductions are made from your pay check
for Federal and State income tax, retirement
and—if you so desire—life insurance, health
insurance, Savings Bonds and union dues. A
good way to save regularly is by purchase of
Savings Bonds through payroll deductions.

LIFE INSURANCE

You are covered by life insurance from the
first day you enter on duty unless you sign a
form stating you do not wish to be covered. If
you so state, you cannot buy this insurance until
a year later and not even then unless (1) you
are under 50 years of age, and (2) you pass a
physical examination. The amount of insurance
you may buy is determined by your rate of pay.
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enefits

The small premium is deducted from each pay
check.

Optional life insurance in the amount of
$10,000 is available under the same general cligi-
bility conditions as regular insurance and pay-
ment of extra cost based on age.

HEALTH BENEFITS

Various plans for protecting you and your
family against the expenses of illness and accl-
dent are available. The Federal Government,
as your employer, will pay part of the cost. The
amount you pay and the benefits you get are
described in brochures available from the per-
sonnel office. Unless your type of appointment
prohibits coverage, you will be required to
register under the Federal Employees Health
Benefits Program within 31 days after the
effective date of your appointment. Your post-
master or personnel office will assist you.




LEAVE

In the Post Office, approved time off is called
leave. You may take leave for vacation (annual
leave), for sickness (sick leave), for official
ordered military training (military leave), for
personal affairs (charged against your annual
leave) and for jury duty (court leave).

ANNUAL LEAVE

Employees earn annual leave as follows:

First 3 years of service—1 hour for each
20 hours in a pay status, not to exceed 104
hours per year (13 eight-hour days).

3 12 15 years of service—1 hour for each 13
hours in a pay status, not to exceed 160 hours
per year (20 eight-hour days).

15 years or more of service—1 hour for
each 10 hours in a pay status, not to exceed
208 hours per year (26 eight-hour days).

As a new employee, you must be employed
for 90 days before you can use annual leave
and, as long as you are a substitute, you must
earn annual leave before you can use it.

The amount of leave you earn depends upon
your length of Government service, including
creditable military service. Vacation periods
are arranged, generally, according to needs and
conditions existing at the installation where
the employee works. Obviously, it would be
impractical for all employees to leavs on vaca-
tion during the same period. However, when
you have earned annual leave, you can apply
for such leave, or part of it, on a Form 3971. If
conditions permit, your supervisor may ap-
prove your application. Although annual leave
may be granted in minimum units of 1 hour to
attend to personal affairs or for emergencies
(with permission from your supervisor), you
are encouraged to take a vacation every year to
enjoy some rest and recreation. This is the
major purpose of annual lsave. You may carry

10
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over annual leave, not to exceed 30 days, to a
new leave year.

SICK LEAVE

You are entitled to use sick leave whenever
you are unable to work (1) because of illness;
(2) because you have been exposed to a con-
tagious disease (one from which your local
health authorities quarantine) which would
endanger the health of others if you were at
work; (3) because it is necessary for you to be
absent during your scheduled tour for medical,
dental or optical examination or treatment. Sick
leave is granted in minimum units of one hour.
All employees earn sick leave at the rate of 1
hour for each unit of 20 hours in a pay status,
but no more than 104 hours during any calen-
dar year. There is no limit on the amount of sick
leave you can accumulate. Thus, it is possible
to protect yourself against loss of income in
case of a long illness. Give notice of illness as
soon a3 practicable so that the cause of your
absence may be known at the earliest possible
time, the facts recorded, and schedules adjusted.
If it becomes necessary to leave home for any
reason while on sick leave, leave word where
you can be reached, should your absence be
investigated. Complete an application for sick
leave on Form 3971 promptly upon return to
duty. If absent for more than 3 days, a medical
certificate or other acceptable evidence is
required.

As a general policy, the certificate of a physi-
cian is not required to cover an absence of 3
days or less, unless it is deemed desirable for the
protection of the interest of the service. If an
employee has a poor attendance record, ha may
be required to submit medical or other admin-
istratively acceptable evidence to justify any
absence from duty to be covered by sick leave.




MILITARY LEAVE

If you are a member of the National Guard
or one of the reserve forces of the military serv-
ice and worked as much as 1,040 hours in the
preceding calendar year, you may be entitled
to military leave not exceeding 80 hours in a
calendar year without loss of pay, for field exer-
cises or instruction (drills). Absence from work
for these purposes is without charge against
annual leave. However, should you exhaust your
military leave, absence must be charged to an-
nual leave or LWOP. Postal employees who are
members of National Guard units called to duty
by State governors are not entitled to military
leave if their unit is not federalized. However,
postal officials may grant up to three days ex-
cused absence when employee members of Na-
tional Guard units are called to duty by State
governors and are not federalized. Leave beyond
the three days must be charged to annual leave
or leave without pay. When covered by military
leave, present your official orders to your post-
master or personnel office before your scheduled
military assignment.

JURY DUTY

When called upon to serve as a juror in a
Federal or State Court, or as a witness in an
official capacity for the Post Office Department,
a substitute employee may retain fees received
for court or jury duty, He will not receive any
pay from the Post Office for this time. However,
an annual rate employee will receive his regular
salary during the time he is on court or jury
duty. The fees he receives from jury duty will
be turned over to the Post Office Devartment.

SENIORITY

In general, seniority refers to status, priority
or precedence of personnel, achieved by length
of service in a given job, as in determining an
employee’s relative standing for promotion or
for a desired assignment. Details on rules of
seniority are in the National Agreement between
the Department and the employee organizations
which is contained in Appendix A, Chapter 7
of the Postal Manual.
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GRIEVANCE PROCEDURES

If you have a grievance, consult your super-
visor. He is interested in maintaining proper
conditions and will want to correct a probiem
as much as you do. Most grievances can be set-
tled immediately. If detailed information on
Grievance Procedures is desired, refer to part
746 of the Postal Manual. If you desire assist-
ance or clarification of information or instruc-

tions, do not hesitate to discuss your problems
with your supervisor. He is interested in your
welfare, as well as your proficiency as a postal
employee.

POSTAL EMPLOYEE
ORGANIZATIONS

Executive Order 10988 of January 17, 1962,
Employee-Management Cooperation in the
Federal Service, grants employees of the Fed-
eral Government the right, and protection in
the exercise thereof, without fear or penalty or
reprisal, to form, join and assist any employee
organization or to refrain from any such activ-
ity. In exercising this right, employees and
their representatives shall be free from any
interference, restraint, coercion or discrimina-
tion except that (1) postal employees shall not
join any organization or association which
directly or indirectly imposes upon them any
obligation or duty to engage or assist in any
strike against the Government of the United
States; (2) postal employees shall not join any
political party of any organization which advo-
cates the overthrow of the constitutional form
of Government of the United States.

11



Each employee organization has local repre-
sentatives who will be glad to explain the bene-
fits they believe would interest an employee in
becoming a member. A list of exclusively recog-
nized national organizations is in Appendix A
to Chapter 7 of the Postal Manual.

EQUAL EMPLOYMENT
OPPORTUNITY

It is the policy of our Government to provide
equal opportunity in Federal employment for
all qualified persons, to prohibit discrimination
i employment because of race, reiigion, color,
national origin, or sex, and to promote the full
realization of equal employment opportunity
through a positive, continuing program in
each executive department and agency. The
policy of equal opportunity applies to every
aspect of Federal employment policy and
practice.

Any employee who feels he has heen discrim-
inated against because of his race, creed, color,
national origin, or sex, may file a complaint
without fear of reprisal.

SOCIAL SECURITY

All postal employees in the temporary cate-
gory are under the Social Security Act. Until
career status is achieved, such employees are
not subject to the Civil Service Retirement Act.
The Social Security Program provides for
annuities at age 62 or 65 and protection for
dependents.
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RETIREMENT

At this stage of your career, retirement prob-
ably seems a long way off. Nevertheless, the Gov-
ernment’s concern for your welfare is best
shown in its fine retirement plan.

A percentage of your earnings is withheld
each pay period, and, if you are a career em-
ployee, this money stays in the Civil Service
Retirement fund until you retire or leave the
practice. The Post Office Department is fully
commniitted to this policy. Hirings, assignments,
promotions, and all other personnel actions will
be made on the basis of merit and qualifications.

Your postmaster or personnel officer will be
happy to give you an example of how much
your retirement might be. Your copy of Certifi-
cate of Membership in the United States Civil
Service [letirement System will also furnish
you complete information.

SCOPE OF THIS BOOKLET

The scope of this booklet is limited to matters
of nmost frequent or greatest interest to new
employees. More detailed information can be
obtained by referring to the sources of postal
information mentioned on page 6. If you have
& problem or any unanswered questions, talk to
your supervisor. He wants to assist you in any
way he can, and one of his primary duties is to
help you adjust satisfactorily to your new job.




THE PRINCIPLES OF GOOD PATRON RELATIONS

Good Customer Relations Are an Important Part of Your Job. Whenever and Wherever YOU Deal With
Customers, YOU Represent the Post Office.

To Your Potrons, You ARE the Post Office. It is easy to BuildGood Will. Here's how:

SMILE...It's Contagious

A friendly smile is a winner, time after 2ime.

It puts the customer at ease— and on YOUR side.

“Smile ond the World Smiles With you. . ."=You'll get mighty few
scowls when YOU lead with a smile.

Show Interest and Courtesy

Be sympathetic with your customer’s problem.
Listen attentively.

Don't hurry your customer, hear him out.
Promise your help—and KEEP that promise.

Be Competent...Know Your Job

The customer expects—and deserves—competence and correct
information.

Learn all you can about your job—know it thoroughly.

If you don't know, admit it—ond find the answer.

Don't guess or bluff; your customer will lose confidence in you-
and in the Post Office.

Some DOs

Do your best to win your patron’s friendship.

“Do Unto Others. . ."” Treat your customer with respect, the
same respect you wish from him.

Do the courteous tliing at all times—be patient and considerate.

Some DON'Ts

Don't contradict or criticize your customer; simply explain your
viewpoint.

Don’t argue with a patron; arguments are always lost, never won.

Don’t jump at conclusions; be sure of your ground before you
speak.

Don't demand or insist; instead, politely suggest.

ABOVEALL. .o.........

DON'T FORGET... The Smile and Briendly Grecting
@ "
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Aruitoxt provided by Eic:

General Orientation Requirements 230 (p. 1)
230 GENERAL ORIENTATION REQUIREMENTS
POST OFFICE DEPARTMENT
GENERAL ORIENTATION REQUIREMENTS

T:-a_a-nm;_ T T 0 ! Topic o Basic Time

iden No For All Entry Level Positions (except ' . b

u10 appointments for less than 60 days) Indoctrination | 15 minutes
Instructor to be (Position) T When Showid Traming be Conducted T

Postmaster or Designee
i If practicable, first day in duty status

V;Ih;ro Should Training be Conducted
Classronn or quiet area

Instructional Aids and
Points to be Covered Notes for Instructor

A. Importance of observing requirements

B. Purpose of orientation program

C. Information to be remembered

D., Function of post office

E. Importance of time and accuracy

F. Relationship of posial employees to the public
G Conduet required of posta! employees

H., Manner in which duties are performed

[. Buportance of obeying orders from supervisors
J. Maintenance of satisfactory personal habits
K. Structure of Post Oftice Department

L. Equal Employment Opportunity—Relationship of postal em-
ployees toeach other (ditferent races, religions, ete.)

M. Rcleof supervisors

POD Ferm Ts41

May 1948

Ti=2, 7-1-69
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General Orientation Requirements 230 (p. 2)
POST OFFICE DEPARTMENT
GENERAL ORIENTATION REQUIREMENTS
_T—uTn;;l Tt ' Topic Basic Time
iden. No. For All Entry Leve! Positions (except '
010 aPpointments for less than 60 days) | Time Recording Procedure 20 minutes

instructor t:; (Position)
Traming Officer or Official Responsible for Personnel

-Whuo Should Training be Conducted
Classroom or quiet area

When Should Training be Conducted

If practicable, first day in duty status

Points to be Covered

instructionel Aids and
Notes for Instructor

I. Other than PSDS Oftices
A. Function and explanation of timecards
B. Time recording procedures
C. Importance of ringing timecard correctly
D. Prolubition against allowing anyone else to ring timecard
and handling cards improperly
I1. PSDS Oftices

A. Explanation of Postal Source Data System
B. Film ) peration of Input Devices

C. Functionsof badge card and badge reader
. Recording procedures

E. Discussion of information in Publication 106

Form 1230 and 1232

16mm projector and screen
16mm film O peration of Input
Devices

POD Publication 106

POD Perm 2542
Mey 1968

ERIC

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

General Orientation Requirements 230 (p. 3)

POST OFFICE DEPARTMENY
GENERAL ORIENTATION REQUIREMENTS

Tr;mmc . t Topic Basic Time
iden No | pop it Entry Level Positions (sxcept
010 appointments for less than 60 days) | yita] Service 30 minutes

"7 77 777777 | when Should Training be Conducted

tnstructor to be (Position)

Training Officer or Personnel Assistant

Where Should Training be Conducted I practicable, first day in duty status

t’lassroom or quiet area

Instructionat Alds and
Points to be Covered Notas for instructor

A. Thewe of session (communication and service)

B. Primary function of post office

. Introdnetion of film Show film, Vital Service
D. Discussion of film 16mm projector and fihn, Vital
Service

E. Roles of different crafts
F. Assignment to duties normally associated with another craft

(i. Importance of good enstower relations

POD Form 2542
May 1968

Ti-2, 7-1-49

——
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General Orientation Requirements 230 (p. 4)
POST OFFICE DEPARTMENT
GENERAL ORIENTATION REQUIREMENTS
Training | ! Topic Besic Time
lden.No  coran Entry Level Positions (except
e appointments for lass then 60 days) ' Employee Obligations and Personal Appearance 40 minutes

Instructor to be (Position) . When Should Training be Conducted
General Superintendent of Malls or Director, Opera- |
tions or Designee

Whare Should Training be Conducted
Classroom or quiet area

If practicable, first day In duty status

Points to be Covared 'w&frftml:n::d":d lor:d

A. Probationary period and supervisor's role in evaluating em-
ployvees

. Punctuality and attendance

D. Procedure for notifying work station when unable to report
for duty as scheduled

K. Leave Form 3971 and A'TAL program Form 3971

F. Requirements for medical certificate or other acceptable evi-
dence of incapacity for work for absences over 3 days or
when employee is suspected of abusing sick leave privilege

(v. Obeying ordersand instructions from supervisor

H. Prolubition agamst delivery employees deviating from route
and other employees leaving work area without. permission

I. Job performance
J. Perconal appearance and eleanliness

K. Type of clothes to wear on following day when reporting for
craft orientation and job assignment

L. Current address »nd telephone number on file
M. Identification hudges or buttons

N. Outside employment, smoking, drinking intoxicating bever-
agres, wse of narcoties and drugs, or gambling while on duty.
Soherting others for personal gain while on duty,

B. Fy duation standards Chart of standards

IR,
POD Form 2542
Moy 1968

49

Ti-2, 7-1-49




Aruitoxt provided by Eic:

CGeneral Orientation Requirements 230 (p. 5)
POST OFFICE DEPARTMENT
GENERAL ORIENTATION REQUIREMENTS

Training | Topic Basic Time

iden For All Entry Level Positions (except |

010 sppaintments for less than 60 days) . ganctity of the Malls 10 minutes

| 1

[ nstructor to be (Position) | When Should Training be Conducted -

Local Inspector. when avallable !

|
Where Should Training be Conducted I practicable. first day 'n duty status
Classroom or quiet area !
Instructional Aids and
Points to be Covered 'K.!o:‘:: for lnstr:ct.t;

A. Sanctity of the seal

B. Proper handling of mail

C. Function of inspection service and observation galleries

D. Examples cited of employees who violated the sanctity of the

mails
P00 Form 1347
May 1948
TLe3, 7-1=69



General Orientation Requirements 230 (p. 6)
POST OFFICE DEPARTMENT
- , GENERAL ORIENTATION REQUIREMENTS
Trasining B T Tople | Basic Time
Hen. Mo For Al Entry Level Postions (axcept
01 sppointments for less than 60 deys) | Safety and Emergency Procedures 40 minutes
instructor to be {(Posdtion) T i -mel Should Training be Conducted
Safety Officer or Personnel Assistant !
- - ! 1f practicable, first day In duty status
Whe's Should Traning be Conducted
Clasaroom or quiet area
Points to be Covered Instructional Aide snd

Notes for Instructor

AL Aceident tate in post office and primary causes
B. Unsafe practices and conditions

(. Laeation of first aid unit

E. Discussion of Civil Defense procedures
F. Discussion of locul emergency procedures
Identification of fire alarm signal
Location of fire exits
Location of fire extinguishers
Building evacuation procedures

1. Other conditions peculiar to your installation such as hurri-
canes, severe snow, tornadoes, ete,

H. What to de in case of fire
I. Smoking regulation

J. Safety Slide Kit for General Orientation
General Orientation

D. Compensation benefits and discussion of Form BEC-11 Give employees Form BE(C-11

General Orientation Handbook
for New Employees, part 220

Slide-Seript Kit on Safety for

#0D Form 2542
Msy 1968

ERIC 51

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

Genera! Orientation Requirements

230 (p. 7)

GENERAL ORIENTATION REQUIREMENTS

OFFICE DEPARTMENT

POSY
Training ‘ ' Topic
tden. No For All Entry Level Positions (evcest |
010 sppaintments for less than 60 days) | ZIP Code

| Basic Time

13 minutes

Instructor to be (Position)
Tralaing Ofcer

i When Shoutd Training be Conducted
|
| If practicable, first day in duty status

Where Shouild Training be Conducted
Classroom or quiet area

RIC

Points to be Covered

instructionsl Aids and
Notes for instructor

A Explanation of ZIP Cade

B. Discussion of POD Publication 87
What is ZIP Code!?
Who benefits and how {
Services available to the customer
Two-letter State abbreviations

POD Publication 87

Se——
POD Form 2542
Moy 1948

Ti=2, 7=1-49
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POST OPFICT DEPARTMENT
GENERAL ORIENTATION REQUIREMENTS

Traiving . ' Yopic | Basic Time
iden. No For All mvywmum.sm ‘
010 sppointments for less then €0 deye) ' Discussion of Fringe Benefits and Conclusion 30 minutes
 Instructor to be (Pesition) ’ _ When Should Training be Conducted

|
Training Officer or Official Responsible for Personnel |

Whers Should Training be Conducted If practicable, first day in duty status

Classroom or quiet area away from work area

Instructionsl Alds and
Points ta be Covered Netas for thetructor

Clarification and Discussion of Information in the Employee’s | General Orientation Handbook
Handbook on the Following: for New Employees, part 220

A. Salary—Hourly and annual scales for grades of em- | Chapter 7, Postal Manual
g{:y_ees e(i n attendance—Payday—Where pay checks are
&in

B. Anx;:sl Leave~—Number of days earned—When it can be
u

C. Sick Leave—Purpose—Numnber of days earned

D. Life Insurance—Amount of coverage—Cost to employee
and the Government

E. Health Insurance—Horw to enroll—When to enroll—
Where to enroll—Types of plans available including
employee organization plans

F. Retirement—Disability provisions—Highest possible an-
nuity—Cost to employee

5

7. Incentive Awards

H. Department’s Orientation and Craft Skill Training
System

I. Conclusion

T2, 7-1-49
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POST OFFICE DEPARTMENT
GENERAL ORIENTATION REQUIREMENTS

Temne T Basic Time
u'J‘.'«'."'ﬁ'o For All Entry Level Pusitiens (ex- opic $
0o cept sppointments for tess than 60

Pty . Tour of Major Mall Processing Installation | M minutes

Instructor to be (Pouttion)
Line Foreman

When Should Training b+ Conducted
——— —_— 1¢ practicable, first day in duty status

w-hon—gn_wld Training be Conductad
Classroom of quizt area away from work area

rot e b s LA

A Discuss diagram of work areas and flow of mail Diagram of major work areas and
flow of mail. (Either furnish
to each trainee or outline on
visual aid.)

B. Explanation of incoming and outgoing mails
C. Tour of major work areas

D. Discussion of work areas ohserved on tour and interrelation-
ship of the different ¢rafts

Give each distribution clerk trainee a diagram of case to
which they will be initially assigned. Ask them to stud

location of separations and bring diagram to class the fol-
lowing day.

*All new craft employees, except mailhandlers and clerks, who are to be
assigned to the major facility. For clerks and mallhandlers, assigned to
the major facility, xee part 320 and 330 for information on their tour.

O -2, 7-1-69
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Instructor’'s Guide for General Orientation of New Employees

240 INSTRUCTOR'S GUIDE FOR GENERAL
ORIENTATION OF NEW EMPLOYEES

241 Welcome by Head of Installation
or Designee

This part of the program should be developed by the head of the installation. The paragraphs
labeled requirements must be covered at each session. The others are simply guidelines and are not

all-inclusive.

Key Points

Welcome to the
post office

Desire that you
make a career
in the post office

A good job but
not an easy one

Information
furnished in the
orientation
sessions

Purpose of the
orientation

program

Information that
you should
remember from
these sessions

Q Ti=2, 7-1-469
ERIC ™™

IToxt Provided by ERI

Time : 15 Minutes
Discussion—Presentation

On behalf of the (number of) employees of
the (name) post office, I would like to
welcome you to the postal service. The Post-
master General also expresses his welcome to
you in your copy of the Orientation Hand-
book. We hope yon adjust satisfactorily and
quickly to your new job.

Many of our employees have made fine careers
in the post office. We hope that you will too.
(Relate instances of employees retiring with
various years of seniority)

These retiring employees found the post office
job a good one and worthy of pursuing as a
career. We hope you will havea similar experi-
ence. However, there are certain requirements
you will have to fulfill if you wish to make a
career out of the post office.

During these orientation sessions, many of
these requirements will be discussed. Make
note of them and ask questions if anything is
not clear. Your career in the post office will de-
pend upon your observing these requirements.

This orientation program will give you the
information you need to exercise your rights
and privileges and to fulfill your responsibili-
ties as a postal employee.

The following items will be discussed in detail
during these orientation sessions. You should
pay very close attention to them since your
future in the Postal Service is closely related
to them.

5 o0

Instructional Aids
Instructor Notes

Related Traince Activity
Attentiveness, listening



241 (p. 2)

Key Points

Information that
you should
remember from
these sessions
(Con't.)

Function of the
post office

Our motto
SPEED AND
ACCURACY

Relationship to
the public

Higher
requirements

Instructor’s Guide for General Orientation of New Employees

Discussion—Pregentation

1. Policies, rules and procedures governing
postal employees

2. Standards of condnet and performance
for postal employees

3. Importance of observing the sanctity of
the mails

4. Requirements of your job and why they
must be observed in order to complete the
probationary period satisfactorily

5. The importance of safe working practices
and of responsible conduct at all times.

The post office has an absolute monopoly on
the business of delivering letter mail over post
routes. No other organization can deliver let-
ter mail over these routes. However, with this
monopoly goes an obligation to the public to
accomplish our mission as accurately and as
fast as possible.

Our motto is speed and accuracy. Accuracy is
necessary when handling mail, for if not ob-
served, mail will have to be rehandled, result-
ing in delay. Speed and accuracy are needed
from all employees in distributing, transport-
ing, and delivering mail.

Those of you who will meet the public should
realize that you are now representing the post
office. The image you create could very easily
become the customer’s impression of the entire
post office. Therefore in your contacts with the
public, be as pleasant and cooperative as

possible.

The conduct of postal employees as servants of
the public, is subject to more restrictions and
to higher standards than that required in
many jobs. The conduct of employees during
and outside of working hours must reflect
favorably upon the postal service. It is not
the policy of the Post Office Department to
interfere with the private lives of employeces,
but postal personnel are required to be honest,
reliable, trustworthy, and of good character
and reputation.

Instructional Aids
Instructor Notes
Related Trainee Activity

Attentiveness, listening

Requirement

Requirement

(Ref: PM T44)
(PR 20656, 8-1-68)
Requirement

=2, 7-1-49
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242 Time Recording Procedures

OTHER THAN P.S.D.S. OFFICES

Instructional Aids

Time : 20 Minutes Instructor Notes

- Key Points Discussion—Presentation Related Trainec Activity

1 Function of State that pay is based on the time represented  Ref : F-21 Handbook

timecard by rings placed on timecard. No other record PM 843 and 744

of time worked is kept.
2 Explanation (Give blank timecards to trainees) Follow explanation by ob-
of timecard Explain the location of spaces for each ring: serving the items under dis-
1. Beginning of tour cussion on the timecard that
2. Out for lunch was passed out

3. Back from lunch

4. Out atend of tour
Explain the four spaces for each day in pay
period.
Explain the front and back of timecard:
spaces for rings for seven days on each side.

‘ Stress importance of ringing in on the proper

space and for the proper day.
Show the front and back of card.
Explain where rings are placed for beginning

of pay period.
3 Time Select space for first ring of today.
recording Explain the procedure for ringing.
procedures Insert space under prong of timeclock.

With left hand, extend card in timeclock as
far asit will go.

Hold card in with left hand; verify that space
is centered correctly by centering the lines of
spaces at back of timecard.

Continue to hold card in place with left hand.
Pull lever down with right hand.

4 Ringing Demonstrate the ringing procedure. Go to timeclock
funecards (Have trainees ring their cards: observe and
correct when necessary)

5 Other functions  Social seeirity number, pay location number, Ring timecard properly
of timecards annual leave balance and sick leave balance.
(Memorize the first two when they appear on

the card.)
-2, 7-1-69
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Key Points

6 Who may ring
timecard

7 Importance
of ringing
correctly

8 Prohibitions
against
handling cards
improperiy

9 Clarifying
questions

Explanation of
the Postal Source
Data System

Badge card

Badge reader

Recording
procedures

Instructor's Guide for General Orientation of New Employees

Discussion—Presentation

Make clear that only the employee is allowed
to ring his timecard. (Each employee must
ring only his own timecard and never allow
anyone else to ring it. If an employee violates
this rule, he falsifies a time record and breaks
a Federal law.)

Question trainee
“Why is it important that you ring your card
correctly ?”’

Explain that these are data processing cards
and must be run through a computer; thus,
they must not be torn or mutilated in any way.
Do not place paper clips or any other extrane-
ous matter on them.

Ask for questions on timecards and recording
of time on timecards.

IN P.S.D.S. OFFICES
Time : 20 Minutes
Explain that the Postal Source Data System
collects and prints data, by automatic data
processing means, for time and attendance,
labor distribution, and volume recording of
mail.

Introduce and show film—) peration of Input

Devices

Discuss the following functions of badge

cards:
1. Each employee is issued a badge card
with name, social security number and
other information for administrative
purposes printed on face of card.

. Your time and attendance recorded from
the badge card by a badge reader are
used as a basis for your pay check.

(34

Demonstrate how the badge card is placed in
the badge reader.

Show how the
recorced ;
1. Begin tour

following activities are

o8

Instructional Aids
Instructor Notes
Related Traince Actwity

Ring timecard properly

Response should indicate: It
is the only record kept of
time worked; or it is the
basis for pay; or something
similar

Ask questions if anything is
not clear

(Ref: POD Publications 104
and 106)

Attentive—Listen

16-mm projector and screen
16-mm film—Operation of
Input Devices

POD Pub. 106, Postal Source
Data System

POD Pub. 104, PSDS Su-
pervisor's Handbook

-2, 7-1-69 .
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Key Points

Manner in which
duties are
performed

Obey orders from
Supervisors

Maintenance of
satisfactory
personal habits

Attendance
requirements

Short history
of the local
post office

Structure of
the Post Office
Department

T2, 7-1-69

241 (p. 3)

Discussion—Presentation

Postal employees shall be prompt, courteous,
and obliging in performing their duties. They
shall attend quietly and diligently to their
work and refrain from loud talking and pro-
fane language on or near postal premises and
when on street duty.

Postal employees shall obey the instructions
of their supervisors. When an employee feels
he has reason tc question the propriety of 2
supervisor's order, he shall nevertheless carry
out the order. He may file a protest later under
the official grievance procedure, if he desires
to do sc.

Postal employees are required to maintain
satisfactory personal habits so as not to be
obnoxious or offensive to other persons or to
create unpleasant working conditions. Clean-
liness is a must for all postal employees.

Postal employees are required to be regular in
attendance and shall not absent themselves
from duty without permission. Employees
failing to report for duty on days they are
scheduled, including Saturdays, Sundays, and
holidays, will be considered absent without
leave except in actual emergencies which pre-
vent obtaining permission in advance.

The post office was established
in .. The first office was located at

and street. In
- wehad employees, to-
day we have _______ carriers, clerks,

maithandlers, etc. Qur receipts in
. were $____ ; last year our
receipts amounted to $

Discuss the organizational structure of the
post office.

Local Post Office—Names of postmaster,
assistant postmaster or
directors of installation
and operations

Relationship of local post office to regional
office

Instructional Aids
Instructor Notes
Related Traince Activity

(Ref: PM 744)
(PB 20656, 8-1-68)
Requirement

Requirement

Requirement

Requirement

Prepare locally
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Key Points

Structure of
the Post Office
Department
(Con’t.)

Equal
Employment
Opportunity

Role of
super visors

Closing Remarks

Instructor's Guide for General Orientation of New Employees

Discussion—Presentation

Give the Regional Director's name.
Relationship of regional office to Headquar-
ters in Washington, D.C.

Give names of the Postmaster General and
Deputy Postmaster General

Explain relationship of Postmaster General
to the President and the Congress

Tie back to how ultimately we are all respon-
ible to the public

Discuss the Equal Employment Opportunity
Program

Explain that employees may be working with
or supervised by persons of national origins
or religious beliefs different from theirs, and,
if unable to accept a work situation of this
nature, they should consult the personnel
office.

The supervisors of this post office are pledged
to do everything they can to assist each em-
ployee to make a satisfactory adjustment to
the post office job. If at any time you need as-
sistance, contact your immediate supervisor.

(Develop appropriate closing remarks.)

69

Instructional Aids
Instructor Notes

Related Trainee Activity ‘

Prepare locally

T2, 7-1-69 '
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242 (p. 3)

Key Points Discussion—Presentation
Recording 2. Out to lunch
procedures 3. In from lunch
(Con't.) 4. Moving to new assignment
5. End tour

POD Publication  Give trainees POD Publication 106 and dis-

106, Postal Source  cuss information in this publication.
Data System

Clarifying Ask for questions if anything is not under-
questions stood. Explain that additional instructions
will be given, when needed, by their supervisor.

Ti=2, 7149

61

Instructional Aids
Instructor Notes
Related Trainee Activity

Read publication

Ask questions if anything is
not clear
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Instructor's Guide for General Orientation of New Employees

243 A Vital Service

Key Points

Primary
function of
post office

Introduction
of film

(or shides or
brochure)

Discussion of
film

Role of crafts

Carriers

Clerks

Time: 30 Minutes
Discussion—Pregentation

State that the theme of this session is service.

State that the post office is a service organiza-
tion. Our primary function is to render a serv-
ice to the public.

Raise Question: “What is the service that the
post office renders to the public#”

Explain that “delivery of mail” is substan-
tially correct since this is the primar'y concern
of the post office. Note, however, that in order
for our delivery employees to do their jobs
correctly, many other activities are necessary.
Mail must be collected, processed and trans-
ported before it can be delivered.

Prepare trainees for film:

I am going to show a film that portrays the
roles of our different employees’ crafts in ac-
complishing the primary mission of the post
office. The title of the film is 4 Vital Service.
Identify the services performed by your
particular craft in the film. We will discuss the
interrelationships of all crafts afterwards.
(Use same approach if introducing slides or
brochure.)

Show film or slides or discuss brochure.

Observe that trainees have seen how our
different crafts perform their jobs in the post
office. Note that some employees never deliver
mail but all jobs are important in accomplish-
ing this vital service we render to the public.

Discuss some of the interrelationships in-
volved between the different crafts. Start
questioning period. Before the carrier receives
mail for delivering, what other crafts are
involved?

What part does the clerks craft play in this
function?

6

Instructional Aids
Instructor Notes
Related Trainee Activity

Response indicated: “De-
livery of mail,” or something
similar

16-mm projector movie
screen, film, “Vital Service”

Response indicated: Before
the carrier receives the mail,
it must be processed by clerks

Ti=2, 7~1-49
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Key Points
Mailhandlers

Motor
vehicle
operators

Vehicle
maintenance

Special
delivery
messengers

Mail processing
equipment

Buildi‘ng
service

Assignment to
duties normally
associated to
another craft

TL-2, 7-1-49

243 (p. 2)

Discussion—Presentation

How is the mail prepared before reaching dis-
tributing units? , ‘
What craft is responsible for this activity?

How is the mail transported between ter-
minals, airports, and stations?

Whose responsibility is it to keep vehicles in
top operating condition ¢

Show approval as period proceeds, for
example:

“That is correct, vehicle maintenance person-
nel are responsible for maintaining our vehi-
cles in top operating condition so the MVO
employees, motorized carriers, and special de-
livery messengers can perform their jobs.

Whose responsibility is it to maintain our
mail processing equipment in top operating
condition ?

The importance of this function is evident. If
the machinery in our facilities was not kept
in top-operating condition, mail could not
move, would not be canceled, etc.

What is the role of our building service
employees? Our health and well-being depend
upon people in this craft performing their job
efficiently.

1. Note that trainees have seen roles primarily
performed by different crafts.

2. Indicate it is the Department’s policy to
have work performed by crafts as shown.
Exceptions to this policy may be made,
however, when service needs require.

3. Employees may be used in a dual capacity
as needs of the service require.

Pose question: “Could clerks be required to

deliver mail 2" Explain ; “This is true, for our

primary objective is to accomplish the earliest
possible delivery of mail. In some instances,
as the needs of the service require, you may
be called upon to perform duties other than

63

Instructional Aids
Instructor Notes
Related Trainec Activity

Mailhandlers, primarily, are
concerned with canceling,
facing, and preparing mail
for distribution

This isa duty of motor vehi-
cle operations personnel

Vehicle maintenance person-
nel

Mail processing equipment
employees (MPE)

They are responsible for
maintaining clean and
healthful conditions in our
facilities

Response indicated ; “ Yes.”
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Instructional Aids
Instructor Notes

Key Points Discussion—Presentation Related Trainee Activity
Assignment to those specifically stated in your position Response indicated: “Yes.”
duties normally description.”

associated to

another craft

(Con't.)

Importance of Discuss the importance of practicing and

good customer maintaining good relations with the public.

relations Public contact employees, such as carriers,

special delivery messengers, and window
clerks, have an important function in estab-
lishing good public relations. Realize that you
are establishing a public image for all postal
employees. This image will also affect the way
the public will respond to you in your future
contacts.

State that our public contact employees are
often made aware of the service function of
the post office. Unfortunately, our other em-
ployees are not able to develop this awareness
through face to face contact with the public.

Nevertheless, all postal employees are equally

responsible for giving the best service to the

public.
Clarifying Are there any questions concerning the film Ask questions if anything is
question or discussion? not clear

T2, 7-1-6¢
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244  Safety and Emergency Procedures

Instructional Aide

Time : 40 Minutes Instructor Notes
Key Points Discussion—Presentation Related Trainee Activity
Safety Explain that post office work is not high- (Ref: Handbook P-13, Ch.
Accident rate in hazard type work, but our injury frequency VI)
post office and severity rate should be lower. Most in-

juries to postal employees are caused by
employee error. About 85 percent are due
1o unsafe acts of persons, or are a result of
acts contrary to established safety procedures
and instructions.

Primary causes State that the primary causes of accidents in Safety slide kit for general
of accidents in post offices are unsafe lifting and failure to orientation, slide projector,
post office ohserve—which in turn results in slips, trips screen

and falls. Other major causes are striking
against objects, dog bites and motor vehicle
accidents. Also bear in mind as we increase

mechanization, accidents in this area become
pertinent.

Sbeps' in Discuss steps in safe lifting ;

safe lifting 1. Keep load close to the body

2. Bend knees and keep back straight

3. Keep balanced—Don’t 1ift in awkward
position

4. Besure of good footing

5. Lift steadily, “Heft the load” for weight
and secure a firm grip before you star*
to lift

6. Get help in lifting heavy objects

Don’t fight to recover a dropped object

8. Don’t twist while lifting or lift whila
twisted

=

Causesc’ falls Discuss the causes of falls:
1. Failurc to observe hazards
2. Working or walking at unsafe speeds
3. -'.coccupation. Example: Carrier lcok-
ing at addr 3 on tetters while going

. up or down stairs and curbs

\) -2, 7-1-69
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Key Points

Unsafe practices
and un;afe
conditions

Location of
first aid unit

Compensation
benefits

Form BEC-11

Clarifying
question

Concluding
statement

Emergency
Procedures
Civil Defense
procedures

Instructor’s Guide for General Orientation of New Employees

Disoussion—Presentation

Discuss primary causes of all accidents:

1. Unsafe practices

2. Unsafe conditions
Bring out that one or both of these must be
present. in an accident, for accidents do not
just happen. Awareness and recognition of
hazards is the primary personal factor in ac-
cident prevention. When we have this aware-
ness, we can take corrective action to evads
en accident.
Develop this situation:
Maximum weight of sacks and pouches—80
lbs. If an employee lifts a sack weighing 100
lbs. and sustains an injury, was the injury
caused by an unsafe act or condition?

Explain that injuries sustained on the job
must be reported to the supervisor immedi-
ately.

Tell where the first aid unit is located. Explain
office procedure for leaving work area to go
to first aid unit.

Explain the compensation benefits for injury
or death:
1. Medical care
2. Disability benefits—pass out Form BEC-
11, When Injured at Work
3. Death benefits

Discuss Form BE(-11

Ars there any questions on safety?

A safe worker draws a full pay check. If you
are injured on the job and have to be off from
work under job compensation, your pay will
be only 24 or 34 of your regular pay.

In a nuclear attack or other serious emergency
in the United States, postal employees will
cooperate fully by participating in postal Civil
Defense activities. These activities will be as-

66

Instructional Aids ‘
Instructor Notes

Related Trainee Activity

(Ref: Form BEC-11; PM
726 and 761)

Respond with:

An unsafe practice caused the
injury if the employee lifted
incorrectly or if the employee
did not request aid. An un-
safe condition is the over-
loaded 100 Ib. sack. The men
who overloaded the sack also
performed an unsafe practice

(five trainees a copy of Form
BEC-11

Ask questions if anything is
not understood

Ti~2, 7-1-69
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Key Points

Emergency
Procedures
Civil Defense
procedures
(Con't.)

Local emergency
procedures

Fire alarm
signal

Fire exits

Fire drills

Fire
extinguishers

Local emergency
conditions

=2, 7-1-69

Discussion—Presentation

signed by postmasters and other installation
heads. Employees not predesignated for
emergency postal assignments are encouraged
to volunteer their services to State and local
Civil Defense organizations.

Discuss the emergency procedures for your
installation.

Describe the fire alarm signal.

Ask trainees to locate fire exits in their as-
signed units.

Mention fire drills are scheduled periodically.
Describe how employees should leave the
building.

Explain the use of fire extinguishers and why
their locations should be remembered.

Discuss local conditions peculiar to your in-
stallation, such as hurricanes, severe snow
storms, tornadoes, ete.

Instructional dids
Instructor Notes

Related Trainee Aotivity
Ask questions if anything is
not understood

244 (p. 3)
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245 Employee Obligations

Inatructional Aids
Time : 40 Minutes Instructor Notes
Key Points Discuasion—Presentation Related Trainee Activity .
Probationary Discuss the 1-year probationary period for (Ref: PM 715)
period new employees. Compare the probationary pe-
riod to a get-acquainted period. Montion that
the employee has the opportunity to deter-
mine if he wants to make the post office job
a career and the post office has the same right
to determine if the employee should be a
career employee.
Supervnsor srole  Discuss the supervisor’s role in evaluating
in evaluation employees:
of employees Informal rating—throughout the probation-
ary period.
When employees  Formal ratings—end of 3 months
are evaluated end of 5 months
end of 10 months
Explain that a recommendation is made after
each formal rating for or against retention of
employee in the postal service.
Evaluation Explain standards by which employces are List on blackboard or cl.art
standards evaluated ;
1. Amount of work Trainee takes notes
2. Accuracy
3. Reliability
4. Neatness
5. Thoroughness
6. Application to duty
7. Conduct
8. Ability to get along with others
9. Cooperatlvene&s

Discuss each of the nine evaluation standards.
Show how all are imnportant and necessary
behavior patterns for all employees if the post
office is to function efficiently.

Punctuality and Discuss the importance of reporting to work (Ref: PM 744 and 721.434)
attendance on time as scheduled—Tie back to standards
3, 6, and 9. Tell them the regular contribution

of each employee’s efforts are essential in ac- . ‘
=2, T~1-49
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245 (p. 2)

Key Points

Punctuality and
attendance

(Con't.)

Local office
procedure for
notifying work
station when
unable to report
for duty

Form 3971,
Request for
Notification of
Absence

Obeying orders
and instructions
from supervisors

Adverse personnel
actions and
employee appeals

‘ =2, 7=1-49

Discussion—Presentation

complishing the mission of the post office.
Bring out that an employee’s unscheduled ab-
sence places an added burden on his fellow
workers and supervisors. There are jobs that
must be covered in the post office. If not, the
mail will be delayed.
Emphasize: Reporting to work as sched-
uled—on time—in appropriate clothing or
uniform. This includes Saturdays, Sundays,
and holidays.

Describe how an employee notifies his work
station when unable to report for duty because
of illness or emergencies. Emphasize conserv-
ing sick leave—cite examples of employees
who are off from work for long periods of
time and continue to draw full pay. Discuss
the value and peace of mind derived from ac-
cumulated sick leave. Bring out the insurance
factor. Discuss the high cost of an insurance
policy which would pay benefits similar to
accumulated sick leave.

Explain that Form 3971 must be completed
for all absences from duty. A medical certif-
icate or other acceptable evidence of incapac-
ity for work must be obtained to cover absences
of more than 3 days. If evidence exists which
indicates the employee has abused the sick
leave privilege, he may be advised in writing
that, until further notice, any application for
sick leave, even though less than 3 days, must
be sappor‘ed by a medical certificate or other
acceptable avidence.

Discuss the importance of obeying orders and
instructions from supervisors—Bring out that
the supervisor is responsible for directing and
controlling the work of employees and that
carrying out your supervisor's orders is part
of your job. Tie back to standards 3,6, 8,and 9.

State that whenever orders, instructions, or
rules of conduct have not been followed and
it is necessary to take disciplinary measures
against an employee the overriding considera-
tions shall be that the action taken shall he
corrective rather than punitive and that it
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Instructional Aids
Ingtructur Notes
Relsced Trainee Activity

(Ref: PM 774 and 721.434)

List telephone numbers

Ref:PM 746.4
Article X,
National Agreement




245 (p. 3)

Key Points

Adverse personnel
actions and
employee appeals
{Con't.)

Prohibitions
against carriers
deviating from
assigned route and
other employees
leaving work

area without
permission

Job performance

[dentification
badges or buttons

Personal
appearance

instructor’s Guide for General Orientation of New Employees

Discussion—-Presentation

must be influenced by impartial considera-
tions of the dignity of the individual, justice
and equality. Disciplinary actions are to be
taken only when necessary to correct an em-
ployee’s conduct, to maintain order and to
promote the efficiency of the postal service.
The policy on discipline is outlined in Article
VIII, National Agreement. Any employee
who has completed six consecutive months of
employment from date of appointment has the
right to appeal an adverse action taken
against him. The adverse action appeal pro-
cedure is outlined in Article X, National
Agreement and Part 7464, Postal Manual.

Discuss prohibitions against a carrier devi-
ating from his route and against other em-
ployzes leaving the work area without permis-
sion. Tie back to standards 3 and 7.

Discuss the necessity for each employee to per-
form his job satisfactorily. Emphasize the
speed and accuracy factors. Tie back to stand-
ardsland 2.

Emphasize the importance of employees
wearing exposed identification badges or but-
tons. Relate this to the security factor—for
protection of mail from unauthorized persons.
Explain where badges and buttons should be
worn. (Carrier’s badge must be attached to
cap. Other employees wear badge attached to
outer garment.)

State that employees are expected to maintain
high standards of appearance and habits so
that they work safely, do not offend others,
and help to maintain the public’s confidence in
the postal service.

While on duty, you must diess appropriately
for your position and duties from the stand-
points of both appearance and safety. You
must al<o be neat and clean in your appearance
and habits. Hair—including beards and mus-
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Instruciional Aids ‘
Instructor Notes

Related Trainee Activity

Ref: PM 746.4
Article X,
National Agreement

PM 4
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Instructional Aids
Instructor Notes

Key Points Discussion—Presenlation Related Trainee Activity
Personal taches, if worn—must be kept neatly trimmed PM T

appearance and clean.

{Con't.) If a uniform is preseribed for your job, you

must wear it while on duty, and it must be
neat and clean. You must not add anything to
or omit anything from the official uniform. If
your job requires you to contact or be exposed
to the public while on duty, but you are not
required to wear a uniform, your dress and |
appearance must conform to good business |
practice. j
State that employees must be ready, willing |
and able to perform duties of their positions |
as a condition precedent to (1) their assign- |
ment to duty upon reporting for work and
(2) their retention on duty after commence-
ment of their tour. Explain that an employee
who is out of preseribed uniform would war-
rant a finding of not being ready, willing and
able to perform his duties. Upon finding such,
the employee would either not be permitted to
clock in or be relieved from duty for such time
‘ as is needed to correct the situation.

Current address State that postal employees must have a cur-

and telephone reat address and telephone number on file. Tell
numbor on file how to file changes of address and telephone
numbers.

Outside State that substitute emplovees have difficulty  (Ref: M 561 and 742: P-13
employment working another job because of irregular hours  Handbook)
and shifts in the post office.
Explain that employees may engage in out-
side business activity provided:
1. It does not interfere with the perform-
ance of post office duties.
2. It does not reflect discredit upon the
postal service.
3. Employment in the postal service does
not give the employee an advantage over
others.
Tie back to standard 7 (Conduct)

Smoking Smoking is not permitted whe:
1. Delivering mail to or receiving mail from

‘ the pubiic
n-2, 7-1-49 s
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Instructional Aids
Instructor Notes

Key Points Discusion—Presentation Related Trainee Activity
Smoking 2. Loading or unloading mail (Ref: PM 742)
(Con't.) 3. Hanging or closing pouches or sacks

4. Distributing mail into sacks or pouches
5. Facing mail
Discuss disposing of cigarette stubs and

matches.
Drinking end Discuss prohibition against drinking alcoholic
possession of beverages while on duty or before reporting
alcoholic for duty. Mention that postal employees
beverages while should refrain from excessive drinking at all
on duty times and should never drink in public places
while in uniform. Be sure to deal with the fol-
lowing items:

1. Possession of alcoholic beverages of any
type on postal premises is prohibited.

2. Possession of alcoholic beverages for sale
or use by others on postal premises or on

postal duty elsewhere.
Use of 3. Use of narcotics, unless prescribed by
narcotics physician, on postal premises or postal

duty elsewhere. Employees who have
driving assignments and are taking nar-
cotics authorized by a physician must
have permission from their supervisor be-
fore being permitted to clock in.

4. Addiction to narcotics is basis for re-
moval.

Gambling Discuss prohibition against gambling while
on duty or in Federal buildings. Relate this
rule to baseball pools, football bets, etc.

Soliciting .\Ie'ntifm prohibition against postal employees
soliciting contributions from other employees
or the public for their personal gain.

Clarifying Ask for any qugﬂions on what has been cov- Ak questions
question ered up to this time. If no questions are asked,

review this section of the program by asking

questions such as:

Suggested How long is the probationary period for new
Questions employees in the post office?
Who has to serve a probationary period in
the post office?
How often are probationary employees eval-
uated?
Who evaluates new employees in the post
office, ete.?

-2, 7-1-49
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246 Sanctity of the Mails

Key Points

Sanctity of
the seal

How to
handle mail

Function of
inspection service

Honesty

True examples

Time : 10 Minutes
Discussion—Prescntation
Discuss the sanctity of the seal. Emphasize
that no one in a post office may ever open a
letter in transit. Mention the one exception to
this rule: Employees in dead letter office.

Stress handling mail properly without ever
placing in pockets, or purse or hiding from
view.

Discuss function of inspectors and inspectors’
lookouts. Bring out that a strong Federal law
protects mail from being stolen, opened,
tampered with, or delayed while in transit.
Explain that this law stipulates that the pro-
tection of mail, pustal funds and property are
major responsibilities of every postal em-
ployee.

Mention that although honesty was not a fac-
tor in the list of employee standards, all postal
employees are assumed to practice this trait.

Cite examples of employees violating the
sanctity of the mail's requirements and conse-
quences of their actions—Loss of job—Pos-
sible jail sentence and fine—Forfeit of rights
for future Federnl employment—Disgrace for
employee and family.

Ask for questions.

7’3

Instruotional Aids
Instructor Notes
Related Trainee Activity

(Ref: PM 117)
Listen attentively

Ask questions if anything is
not clear
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247

Key Points

Explanation
of ZIP Code

Discussion of
POD Publication
81, Mr. ZIP—
Who He Is—
What He Does

Geographical
placement of
national area
numbers

Questions to
group

ZIP Code

Time: 15 Minutes
Discussion—Presentation

State that ZIP Code is a five digit system
which identifies each post office, and each de-
livery unit at large post offices. It links deliv-
ery units of large post offices to the main of-
fice, and it links small post offices with the
major post offices through which mail for the
smaller post offices must pass.

Give POD Publication 87 to trainees.

Ask trainees to refer to ZIP Code National
areas and note that the first digit of the ZIP
Code represents one of 10 national areas.

Ask group to identify the first digit (national

area number) of the local post office.

Discuss how national area numbers start at 0
in the northeast part of the country and go up
to9 in the west.

What do the first two digits of ZIP Code
represent ?

What do the first three digits of the ZIP Code
represent ?

What do the last two digits of the ZIP Code
represent ?

74

Instruotional Aids

Instructor Notes

Related Trainee Activity

Ask questions if anything is
not clear

Respond with national area
number of local post office

Responses indicate part of
State, or State, or several
States

Sectional center or large city

A post office or delivery area

N2, 7-1-69 I
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' Key Points

What is
ZIP Code?

Who Benefits
and How ?

Services Available
to the Customer

Two-Letter
State
Abbreviations

POD Publication

. 127, Mail Moves
the Country—
ZIP Code Mores
the Mail

' N2, 7-1-49

Discussion—Presentation

Ask a trainee to read aloud the chapter,
“What isZIP Code?”
Ask questions.

What functions are carried out in sectional
centers?

Point out that smaller post offices in a sub-
area served by a sectional center facility are
called associate offices.

Ask individual trainees to read aloud this
chapter of POD Publication 87.

Discuss how ZIP Code affects distribution and
transportation of mail.

ZIP Coded mail bypasses many intermediary
stops resulting in faster delivery. Distributors
can process mail much faster by reading ZIP
Code rather than ad-resses, thus decreasing
reliance on scheme knowledge for distributing
mail.

Repeat procedure with this chapter.

State that the abbreviations for States should
be memorized by all distribution clerks for
they will soon be distributing mail according

to these abbreviations.

Give trainees copies of POD Publication 127.

Ask for questions about ZIP Code.

Instructional Aids
Instructor Notes
Related Trainee Activity

Respond with—sectional cen-
ter post offices receive and
transmit mail moving be-
tween, into, or out of post
offices of a sub-area

Individual trainees read sec-
tions aloud

Individuals read aloud

Ask questions if anything is
not clear



lnstructor s Gulde for General Orientation of New Employees

248 Discussion of Benefits and Conclusion

Key Points

Note to
instructor:

Salary

Annual leave

Sick leave

Health insurance

Life insurance

Optlonal
insurance

Retirement

Time : 30 Minutes

Discussion—~Presentation
(Be thoroughly familiar with information in
the General Orientation Handbook for New
Employees. Use Postal Manual to answer
questions, if necessary. If the answer cannot
be obtained during the session, tell the ques-
tioner you will obtain the answer later, and
do so.)
Ask trainees to .efer to the employee’s hand-
book and raise any questlons they may have
on the information in the handbook.
Have trainees refer to the following specific
pages and clarify or furnish answers to the
following questions:

Salary—Page 9—When is pay day? How
are employees paid? How much are postal
employees paid? (Gne hourly and annual
rates for PFS 1, 2, 3, 4, and 5 to the group.)

Annual Leave—Page 10—When it can be
used. Number of days earned each year.

Sick Leave—Page 10—Purpose—Number of
days earned each year.

Health Insurance—Page 9-—How to en-
roll—¥Who can enroll—When to enroll.

Life Insurance—Page 9—Amount of Cov-
erage—Cost to employees and Federal Gov-
ernment.

Optional Insurance—Amount of Coverage—
Cost to employee.

Retirement—Page 12—(Cost to employee—
Disability provisions—Possible annuities.
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Instructional Aids
Instructor Notes

Related Trainee Activity

Ref: Employee Orientation
Handbook ; PM Chapter 7

Ask questions as necessary

Develop the preceding infor-
mation into a visual presen-

tat lon,

if possible, using

charts, blackboards, or hand-

ounts
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Key Points

Incentive
awards

Department’s
orientatton and
craft skill
training system
policy

Craft ortentation

skill training

Training record
card

‘ =2, 7-1-69

ERIC

Aruitoxt provided by Eic:

Dise ugsion—Presentalion

Incentive Awards--Page 8—Subinission of
suggestions—Types of achievement and per-
formance awards available,

State that the policy of the post office is to

provide necessary training for each new em-

ployee before assignient to independent work.

Discuss the eraft orientation session.

1. Conducted on second day in duty status for
new employees.

2. Information and instraction fi rnished in
session applicable to a particul - craft.

Discuss the skills trainmmng procedures.

1. Normally will be conducted on the job by
supervisors or job instructors.

2, Printed requirements sheets for each job are
maintained at work sites. These sheets are
for review by employees, job instructors
and supervisors, A breakdown of each job
and the time allotted for training are on the
training requirements sheets.

3. Trammg for each job will consist of follow-
mg the information on the sheets with the
instructor telling and showing the trainee
how to do cach portion of the job, and
closely monitoring the trainee’s perform-
ance afterwards.

Discuss the functions of the Training Record

Card.

1. Prepured for eacli new employee.

2, Various jobs and skills are listed on card
to which new employee may be assigned in
that craft,

3. Instructor initials, dates and enters time
used in training for each skill,

4. Supervisor signs that training has been
completed,

5. Employee and anthorized union representa-
tive may review card upon request.

6. Tell where cards are maintained.

Disenss how the deseription of the complete

orientation and training system may be re-

viewed.

1. Employees and nnion rcpresentatives may
review upon request.

2. Tell where complete eopies of material are
maintained.
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Instructional Aids

Instructor Notes

Related Trainee Activity
Develop the preceding infor-
mation into a visual presen-
tation, if possible, using
charts, blackboards, or hand-
outs
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Key Points

Conclusion

Instructor’'s Guide for General Orientation of New Employees

Discussion—Presentation

3. Tell what crafts are represented in the
system.

Develop the following points into a conclu-
sion ;

1. The preceding information shows that
the post office, as an agency of the U.S.
Government, demonstrates concern in
providing for its employees and in assur-
ing that its employees provide a like con-
cern for high standards of service to the
public.

2. Postal employees have a feeling of ac-
complishment in providing this impor-
tant communication service of collection,
distribution and delivery of mail to the
public. It is with this spirit that we wel-
come you as you join forces with us in
furnishing this much-needed service to
the citizens of this great country of ours.
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Instructional Aids
Instructor Notes
Related Trainee Activity

Develop the preceding infor-

mation into a visual presen-

tation,

if possible, using

charts, blackboards, or hand-

outs
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249  Tour of Major Mail Processing Installation

Key Points

Difference

bet ween
incoming and
outgoing mail
divisions

Some things to
observe
ontour of
installation

After tour

Relationship

of areas seen

on tour to
functions of the
various crafts

-2, 7-1-69

Time: 30 Minutes
Diacussion—Presentation
Explain the difference between :

1. Incoming Division—concerned with mail
for local delivery.

2. Outgoing Division—concerned with mail
originated at this office and mail passing
in transit through the office (mailed at
another office, passing through this office
for delivery at another).

Explain that most distributing facilities
are divided into two major divisions, in-
coming and outgoing.

State that you are going to take them on a
tour of the installation. Before leaving, explain
the function of each unit they will visit.
Suggested areas for tour:

Employees’ entrance (explain security meas-
ures, wearing of an exposed badge, etc.)
Platform where collection mail is received.
Culling, dumping and canceling area for col-
lection mail.

Outgoing letter distribution area—primary
and secondary.

Airmail distribution area.

Incoming receiving area.

Incoming primary and secondary.

Incoming dispatch area.

Carrier cases.

Special delivery.

After tour, discuss areas seen with functions
of each represented craft.

Main ideas to emphasize are :,

Clerks are primarily concerned with distrib-
uting mail—(of various sizes from postal
cards to 70-lb. parcels).

Carriers are prim- “ly concerned with deliv-
ering and collecti: mail. (Some will be as-
signed to driving nments. )
Mailhandlers are , narily concerned with
preparing mail for distribution and dispatch.
(Some will be assigned to operate machinery
observed on tour.)
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Instructional Aids
Instructor Notes

Related Trainee Activity
Attentive listening

List on blackboard or chart

Stay together in group

Ask questions if anything is

not understood
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249 (p. 2)

Key Points

Relationship of
areas seen on
tour to functions
of the various
erafts (Cont’d.)

(larfying
question

Instructor’s Guide for General Orientation of New Employees

Discussion—Prescntation
Special delivery messengers are primarily
concerned with delivery of mail.
Motor vehicle operators are primarily con-
cerned with transportation of mail.

Tie the functions of each raft back to the
receipt and delivery of mail to the public.
Show how each function is necessary and im-
portant in achieving this objective.

Are there any questions about the building or
anything you saw on the tour?

(Give trzinees assignments—express appre-
ciation for attention and cooperation.)
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Instructional Aids
Instructor Notes
Related Trainee Activity

Ask questions if anything is
not nnderstood

Ask questions
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250 FILM SCRIPT: A VITAL SERVICE

Below is the script of the Post Office Department motion picture entitled
A Vital Service. This 14-minute, 16-mm, black and white, sound film was
released by the Department in 1967 for use as an aid in the orientation of new
employees.

*“The Postal Service. Meseenger of sympathy und love,
servant of parting friends, consoler of the lonely. bond o
of the scattered family, enlarger of the common life, VIESSEN

CAND LOVE

CNCGEIR OF AN UPATHY
carrier of news and knowledge, instrument of trade and SERVANT “ARTED FRIENDS

1

industry. promoter of mutual acquaintance, of peace CONSOLER OF THE LONELY
and good wiil among men and nations.” (Inscription on RON N AZ Tur SCOATTERED FAMILY

“‘a.\'hingtoll DC. post office.) :\ O\‘ \! C\\: L] FE

—
.

The Post Office Department performs a vital service—
4 service that touches every Americgn—a service which
requires o well trained legion of civil servants, to main-
tain the Natlon's foremost link of communications—
a vital service in which you wili piay an important role.

TL=2, 7-1-69

ERIC 81

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

250 (p. 2) Film Script: A Vital Service

An endless flow of mail moves across our Nation every
hour of every day.

In thousands upon thousands of locations, mail i re-
ceived, processed, and delivered by more than 700,000
men and women of every race, color, and creed—Amer-
fcans, who work in & wide variety of jobs—jobs vital
to the efMcient operation of moving the mall,

At one tlme, each of them. like you, was a new em-
ployee, unfamiline with the background and working
operations of the largest ivilian agency in the Federal
Government.

@
N




Film Script: A Vital Service 250 (p. 3)

Each day, our 130,000 letter carriers travel seven times
the distance covered by astronaut Jobn Glenn in his
three orbits uround the earth,

Postal employees operate approximately 100,000 Gov.
ernment-owned or hired vehicles.

Each year, window clerks vell over 23 billion stamps
and handle more than 900 million special service
transactions.

ERIC 83
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250 (p. 4) Film Script: A Vital Service

Thetr colleages workims wehind the soenes are deluged
with about S0 billion tens of minl— nearly half of the
worlifs magd volume-—amd ¢« inereasing by 3 billion
itemns of nitil 4 vear Monntains of mail and panels
must be <orted. distnbuted, and dehiversd promptly,
aceurately, coonomically

Here ix where it all starts: at a mait deposit point. This
il is brought to the post office along with other mail
collected throughout the area.

It is then woved to the workroom floor by mailbhandiers
for processing iis ontgoing mail

=2, 7149
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Mailhandiers also make the first rough separation
known as culling. Here, airmail and special delivery
are weparated. Large bulky envelopes and small parcels,
keys, and film cans are alvo removed for separate
handling.

Mailhandlers then face and cancel the mail. Facing is
a process by which letters are oriented so that all
stamps are in the same position ready for cancella-
tiv,

Irn many offices. both the facing and canceling opera-
tion is performed mechanically. It merely requires
mafl to be batched before its insertion into the ma-
chine. This not only speeds thr facing and canceling
opersation; it is less fatiguing to the employees.

ERIC 85
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Once canceled, mail goes to distridution clerkx who
wort by destination

Mail remains in compartments until it is time to be
pullied and tied into separate bundles.

It ix then sorted into pourhes and dispatched to meet
transportation schedules which carry mail to its desti-
nation &s quickly as possible.

-2, 7-1-49
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Film Script: A Vital Service

Onece matl is at the terminal. transfir clerks are
respronsibie for its dispateh on time and at lowest pos.
sible o t.

When ma! reiches jts destinatien, it bevomes known
asaneonnung menl and reeeives farther sorting to sta-

' tions within the ¢ity  then, to individual earrier routes,

-2, 7-1-69
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Aruitoxt provided by Eic:

250 (p. 7)

Motor rehicle operators them move processed mail to
transportation terminals and pick up incoming mail

The Ictter carricr is rvesponsiblie for actual delivery.
Befon: starting out, the carrier often spends 3 hours
arranging mail in proper order—the ardse in which it
will be delivered. His case contiins namex of streets,
house and building numbers. = lay points. and notation
of specinl orders.



250 (p. 8) Film Script: A Vital Service

When mail has been arranged, it is asvembled into
bundles and numbered in the order of dehvery. The
carrier's mail is generadly ton heavy to be carned at
one time. When mail exceeds 35 ponnds for one trip, he
makes up langer bundles of nunl called relays. They arve
transported by other ¢nrriers in trvcks and placed in
relay boxes at intervals aleng the ronte.

By the time he reaches the first such box. hix sgtchel |
is empty. or nearly so. Fie refills it with bundlex from
the relay box.

In heatily congested areas, the carrier delivers mail on
foot However, in many cases, such as outlying resi-
dentinl areas. he is esquippel with a yvehicle which
allows him to earey all the wail for his entire mute.

T2, 7-1-49
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250 (p. 9)

Film Script: A Vital Service

Carrviers collect charges on postagge due and C.OD, |
R . . R . |
wail. wmd obtain receipts for registered. certitivd, and |
certain insured mail. |
|

They also pickap letters enstomers drop in the wmail

bsoanas,

There i< a separate group of carriers called apecial
delivery mexsengers, Usually moa vehicle, the special
delivery messenger delivers both letter wail and par-
ceds ot the sae time. He obtains signatures when re-
quired and collects on .0 12%%,

T2, 7-1-49
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If noone is at home, he determines whether to leave
the mail or return it to the post office In either case,
A notue is attached to the doorknob nonifying the
cistotner of the disposition of his speend  delivery
[HETT

in the process, he sells stamps and money orders and
provides many of the xame services as wmdow clerka
in the post office lobhies.

ERIC 90

Aruitoxt provided by Eic:

Film Script: A Vital Service

Mail addres=ed outside areas served by city carriers
is usually delivered by rural letter carrviers. Post office
employs over 30,000 rural letter carriers They serve
approximately 10 million families. The rural carrier
makes his deliveries by antomobile.

=2, 7-1-69




Film Script: A Vital Service

250 (p.11)

Many additional employees contribute greatly to the
overall operation of the service. Some 3.300 ar motive
mechanics, body and fender repairmen, and parts clerks
keep Government-owned vehicles operable.

Thousands more are employed as jenitors. mainten-
ance personnel, laborers. bulding guards. and elevator
nperators.

Some service the mechanical mail-processing equip-
ment.

;T e

Aruitoxt provia




250 (p. 12) Film Script: A Vital Service

Others repair or construet wail sacks, locks, and mail
hoxes

Aecountants, secretaries, typists. and office clerks are
needed to keep the offices running smoothly, They aid
postmasters aud supervisory personnel with adwmini-
strative duties

Po<tal mspertors are employed to detect. investigate.
and prevent violations of postal laws and regulations
-thus, gnaranteeing the sanctity of the mmls, They
alwo examine postii operations and suggest improve-
ments to speed service.

=2, 7-1-469
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250 (p. 13)

What you have seen in ths ilm generally outlines the
principles of postal operations across the conntry. The
PPost Office Department is & gigantic organization. For
1t to operate etficiently. the needs of each specatic postal
installation and the personnel working there must al-
wiss be taken into consideration

TL=2, 7~1-49
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To accommodate the 12 million and more stamp collec-
tors in the Nation, a special division is set up to =ell
current and commenorative stamps by mail orders or
at counters.

In larger offices, proven mechanized equipment is
utilized, wherever practical, to help you process the
mail. In a nuber of post offices, mechauical conveyor
wystems are nsed to reduce mannal movenient of mail
hetween work areas
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250 (p 14)

With electronie sorting machines, the distribution clerk
codes an address, and the letter is mechanically sent
to thte proper compartinent,

A eompetent work force, however, needs mere than ma-
chines to help them meet the expected 4 percent annual
increase in mal volume. New programs and procedures
have heen introduced on both national and local levels,
m the never-ending attempt to help the postal em-
ploy ves keep patee with this icrease. One of the most
nuportant is ZIP Code—a five numbered national cod-
ing plan. which identifiex eacit postal delivery unit
and Hnks that unit with a major post office through
which mail is routed for delivery.

QA

Film Script: A Vital Service

The =ame 1> true of the parcel sorter.

-2, 7-1-80



Film Script: A Vital Service

Nationwide Tmproved Ml Service began v 1961 Mail
Users Conveils, consisting of some 20,000 top nettlers in
more that 300 commumties, et with the local post
ustster nd discuss ways of mproving the mail ser jew
to the conanuaity

TL-2, 7=1-49
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N

NOILY
WS
L

These are but a few of the programs now in progress.
There will be more, because planning and studying
now systets and procedures for improved mail service
are a continuing provess,




310
320
330
340
350
*360
*370

CHAPTER 3
Craft Orientation and Skill Training

City Letter Carrier Craft

Clerk Craft

Mailhandler Craft

Special Delivery Messenger Craft

Vehicle Craft

Rural Letter Carrier Craft

Buildings and Equipment Maintenance Craft

*To be published later.
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Cralt Onentahon and Slull Trammg‘ City Letter Carrier 311 (. 1)
. 310 CITY LETTER cmmm CRAFT

311 Carrier Craft Orientation Requirements

POST OPRICE DEPAPTMENY
CRAFT ORIENTATION REQUIREMENTS

.rm groc (Positien) Shilt or Tepec Sesic Time
) 330 City Letter Cartier Responsibilities, Duties, and Equipment 3% hours

Instructor %0 be (Position) Type of Appeintment Desig. and Act. Code

Carrier Foreman in Classroom.

- X Ir. 3 Regular ( Annual Rate) 18-4
Carr. Tech. or Insir. in Work Area Regular (Hourly Rate) 354
Where Should Training be Conducted? Career Subetitnte 434
Classroom or Work Area Seasonal and Postal Assistacts (over 30 days) 634

When Shouid Treining be Conducted?
Before assignment

Ponts To Be Coversd

- e

instructional Algs
Notes to tnetrector:

A. Responsibility of carrier
Details applicable to carrier’s craft

B. 16mm film, City Letter Carrier

C. Basic carrier duties
. Type of work performed and scope of duties

Letter delivery

Collections

Relay

Parcel post delivery
D. Equipment and supplies

Uniforms

Badges

Dog repellent

Forms
Reports

Mail receptacles (attached to home and curb boxes) and
mail door slots

Collection and relay boxes
Route book
Satchel, carrier case, and forms pouch

Job dwcnptxon sheet

Furnish trainee Methods Hand-
book M—41, City Carrier's In-
struction Handbook

16-mm film, City Letter Carrier
Projector and screen

Forms—Use M-41 Handbook to
; explain form usage

' Route book

Carrier case, satchel and forms
pouch

.Wm

May 1968
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311 (p 2)

Craft Orientation and Skill Training: City Letter Carrier

CRAFT ORIENTATION REQUIREMEN'S

T Fi Shut) or T Sanic
Traung. ! or (Positien) or Tepec Time
i
30 : City Latter Carrier Schedules, Standards, Classes, and Types of Mail | See A-1
: and Safety
instructor 90 be (Pesition) Type of Appointment Desig. and Act. Code
Carrier Foreman in Classroom,
Carr. Tech. . § Regular (Ancusl Rate) 13-4
arr. Tech. or Instr. in Work Area r (Hourly Rate)
Where Should Training be Conducted? Career Substitute 434
Classroom or Work Area Seasonal and Postal Assistants (over 30 days) 634
When Should Treinng be Conducted?
Before assignment
Points To Ss Coversd ; e or N fits and
E. Schedules

A%;;;oximate hours each employee is expected to work

Iy

F. Performance standards

G. Classes of mail

H. Delivery of accountable mail

I. Safety

Safety slide kit for city letter carrier
Proper lifting

Fire emergency procedures

Proper clothing

Smoking

J. Introduce and show 16mm film Don’t Bite Back. A fter show-

ing, discuss the five key points below :

1. Instinctive characteristics of dogs

o

How to position li'ourself when confronted with a prob-
able dog attac

3. Use of animal repellent
4. Administrative action to avoid dog attacks

9'

Making a door delivery with dog involvements

Classes of Mail slides

Delivery of Accountable Mail
filmstrip and record

Safety slides and script for city
letter carriers

16mm projector and film Don’t
Bite Back

PI-118—What You Should Know
About Dog Repellent

38
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Craft Orientation and Skill Training: City Letter Carrier 311 (p. 3)

CRAFT ORIENTATION REQUIREMENTS

Training For (Position) City Letter Cor- | Skill or Topic Basic Time
tden. No. riers appointed prior to in-
430 staliation of Craft Skill | Safety Training 2 hours
Training System
Instructor (o be (Positor | Type of Appointment Desig. and Act. Code
Carrier Snperviaov Regu}ar { }A‘nnu“l ll;:::)) 13-4
Regular (Hourly 334
Where Should Training be Conducted? Career Substitute G4
Classroom or quict area
When Should Trainng be Conducted?
Complete within three months after receipt of these requirements
_" Instructionat Alds end

Points To Be Covered

Notes t0 Instructor

F. In

Mey 1968

A. Safety slide kit for city letter carriers

B. Seat belt film Make It Your Habit

C. Safety slide kit for driver orientation

D. Fire emergency procedures

E. Smoking restrictions and hazards

troduce and show 16mm film You Can’t Bite Back.

After showing discuss the five key points below:

1. Instinctive characteristics of dogs

2. How to position yourself when confronted with a
probable dog attack

3. Use of animal repellent

4. Administrative action to avoid dog attacks

5. Making a door delivery where a dog is involved

City letter carrier safety slides
and script—projector and
screen

16mm fiim, Make It Your Habit

Slides and script for driver
orientation

16mm film, You Can’t Bite
Back

POD Form IHI-A




Aruitoxt provided by Eic:

Craft Orientation and Skill Training: City Letter Carrier 312 (p.1)
312 Carrier Craft Skill Training Requirements
POSY OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Trarung For (Position) Skill or Topic Basic Time

Iden. No.

332.1 City Letter Carrier Letter Delivery Routes: 9 hours*®

Office Work—Before leaving for delivery
instructor to be (Position) Type of Appointment Desig. and Act. Code

Carrier Supvr., Carrier Tech, or
Authorized Instructor

Regular (Annual Rate)

Whare Should Training be Conducted?
Delivery unit

Regular (Hourlvy Rate)
l Career Substitote

Seasonal and Postal Assistants (over 30 days)

PEEE

When Should Trsining bs Conducted?

Before independent assignment—conducted on 3 separate days: first segment before street duties; second and thira]
follow initial strevt troining

Points To Be Covered

instructions! Aids snd
Notes to instructe ~

J.
K.
**I..

M.

ttN'
.'O-,

s Recording time

. Obtaining and preparing mail for casing
. Use of carrier case

. Casing of letter-size mail matter

. Casing magazines, papers, flats, etc.

Minimum trainee casing time for D ar.d E activities

(1) First day—15 minutes
(2) Second day—1 hour
(3) Third day—114 hours

. Use of Form 3982 and route book

. Marking np mail
. Disposing of forwardable and undeliverable mail

. Obtaining and receipting for special services and postage

due mail and keys
Preparing relays
Puacking satchel
Traying mail

Arranging parcels and other bulky pieces in delivery se-
quence n office or at loading dock

Loading vehicle

Inspecting vehicle, etc.

*Note to Instructor: This instruction involves how to case malil, not
casing n particular route.

**Allow 30 minutes additional time for items L, M, N, and O when
trainee s ass:gned to motorized letter delivery route.

Forms 1230, 1232, 1234, or time re-
cording badges

Carrier case equipment

Forms 1564, 1564-A,
3546, 3575, and 3982

Demonstrate to irainee

1564-B,

Throwback case

Forms 2044, 3582-B, 3821, 3849,
and 3867

Carrier straps, twine

Satchel

Trays

Emphasize prohibition against
placing letters, large flats, and
other mail within pages of

magazines, catalogs, etc. (352.-
332d, Postal Manual)
A3

#GD Form 7342-8
Mey 1946

T2, 7-1-69
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312 (p. 2) Craft Orientation and Skill Training: City Letter Carrier

POST OPFICE DEPARTMENY
CRAFY SKILL TRAINING REQUIREMENTS

Tralning For (Position) i or Teple Sasic Time
tdon. No.
3322 City Letter Carrier Letter Delivery Route: 5 hours
Street Duties (foot)

instructor to be (Poaition) Type of Appolntment Deslg. ang Act. Code N
Carrier Supvr,, Carrier Tech,
or Authorized Instructor maemlur ( ﬁnnulal g::; :1;331
Where Sho Conducted? r (Hourly

id Training be Career Substitute 434 .
Area served by delivery unit Seasonal and Postal Assistants (over 80 days) 634

When Should Training be Conducted?

Rafara independent assignment

- L 2
A. Recording time qusb;%%, 1234, or time record-
B. Using transportation g badges
C. Fingering mail
D. Delivering ordinary and special services mail After receiving instructions from
C ey . and observing trainer for a min-
E. Delivering Government checks and bonds imum of 1 hour, allow trainee

to perform all delivery func-
tions for a minimum of 2 hours

F. Delivering parcels

G. Use of delivery notices Fq;rég{s) 3419, 3570, 3811, 3816, 3849,

H. Answering inquiries

I. Mail handed back as undeliverable

J. Other forms POD Notice 11, Forms 1512, 3521,
3573, and 3578

K. Collection of mail
.. Use of relay boxes
M. Articles found loose in mails

N. Obtaining and receipting for registers from contract stations | Form 3852
and branches

0. Procedure for delivering mail when house numbers are miss- .
ing
P. Actiontotake when threatened bv a dog Form 1767

101
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: City Letter Carrier 312 (p. 3)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Traning For (Position) Skill or Topic Basic Time
1den. No.
3323 City Letter Carrier Letter Delivery Route: 5 hours
] Street Duties (motorized)
Instructos to be (Position) Type of Appointment Desig. and Act. Code
Carrier Supsyr.. Carrier Tech.,
or Authorized Instructor Regular (Annual Rate) 134
Ay
Where Should Training be Conducted? g:ﬁ:lé‘(lg(;;ltlg{ekate 3333
Area served by delivery unit Seasonal and Postal Assistants (over 30 days) 634

When Should Training be Conducted?

Befare independent assignment

Points To Be Covered

Instructional Aids and
Notes 0 instructor

A, Recording time

B. Efficient use of trays
€. Fingering mail
D. Delivering ordinary and special services mail

E. Delivermy Government vheeks and bonds

F. Delivering parcels

(3. Use of delivery notices

H. Answering imgnirvies

I. Other forms

J. Mail handed back as undeliverable
K. Collection of mail

.. Use of relay hoxes

and branches
N. Articles found loose 1n mails

0. Locking veb e

Q. Aetion to take when threatened by d
V dog

M. Obtaining and receipting for registers from contract stations

P. Procedure for delivering mail when house number is missing

Forms 1230, 1232, 1234, or time
recording badges

After receiving instruction and
observing carrier instructor for
a minimum of 1 hour, allow
trainee to drive vehicle and per-
form all delivery functions fora
minimum of 2 hours

Forms 3419, 3570, 3816, 3849, 3860,
3811

POD Notice 11, Forms 1512, 3521,
3573, 3578

Form 3852

Form 1767

" oA Ty on
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312 (p. 4) Craft Orientation and Skill Training: City Letter Carrier

POST OFFICE DEPARTMENT

CRAFY SKILL TRAINING REQUIREMENTS

Trasining | For (Position) Skiil or Topic
Iden. No. |

3325 City Letter Carrier Letter Delivery Routes
Office Work—.After Delivery

Basic Time

1 .our

Instructor to be (Position)
Carrier Supvr, Carrier Tech,, or

Type of Appointment

Desig. and Act. Code

Authorized Instructor Regular (Annual Rate) 13-4
Whar Shuld T b Condocedt | BeEaee s it 14 s
Area served by delivery unit Seasonai and Postal Assistants (over 30 days), 634
When Should Training be Conducted? ]
Before independent assignment

Points To Be Coversd Instructional Aids end

5

. Recording time

. Disposing of mail collected on route
. Return and clearance for accountable items and keys
. Completing and disposing of Forms 3811, 3816, 3849

. Processing and disposing of undeliverable mail picked up on
route

B Ow

o

. Processing and disposing of forwardable and undeliverable
mail not treated before leaving office to serve route

G. Use of Form 1571

H. Answering official communications

I. Return of vehicles to garage or parking area and ringing off
J. Procedures for ending tour of duty

K. Review with supervisor

Forms 1230, 1232, 1234, or time re-
cording badges

Forms 3811, 3816, 3849

Form 1571

Form 1234 or time recording

badge

P00 Ferm 2542-8
May 1968

El{llC 103
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: City Letter Carrier 312 {p. 5)

FOST OFFICE DEPARYMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traini ic
l;:"naco I For (Position) kil or Top Sasic Time
336.1 I City Letter Carrier Parcel Post Routes » 1:30*
Office Work—Before leaving for delivery

Instructor to be (Position) Type of Appointment Dusig. and Act. Code
Carrier Supsr., Carrier Tech . or
Authorized Instructor Regular (.i\‘nnulal gate) 13-4

Regular (Hourly Rate) 334
Where Should Training be Conducted? Career Substitute 13-4
Delivery unit Seasonal and Postal Assistants (over 30 days) 034

When Should Training be Conducted?

Before independent assignment

Points To Bs Covered "\Wm or IMA“

F.

L

or

. Recording time Forms 1230, 1232, 1234, or time

. Obtaining truck assignment

. Inspecting vehicle

. Using sack system and hamper system, as appropriate
E.

;.

H.

J.

*Where carrier has received prior training on a motorized letter route

recording badge

Obtaining relays
Loading truck

Parcel post delivery combined with relay delivery and firm
delivery

Preparing parcels for delivery

Use of relay and collection schedule

Obtaining and receipting for keys and accountable and post- | Forms 2044, 3582-B, 3849, 3867,
age due mail and 3821

collection route, provide 1 hour of training in this skill.

FOD form 13439

Moy 1948

=2,

7-1-49
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312 (p. 6) Craft Orientation and Skill Training: City Letter Carrier
PLST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
"rz'l'malo‘ For (Position) Skill or Topic Basic Time
1836.3 City Letter Carrier Parcel Post Routes : b or 10 hours
Street Duties
Instructor to be (Fosition) Type of Appointment Desig. and Act. Code
Carrier Supvr., Carrier Tech., or
Authorised Instructor ll;egulm' (i&innual gate) 13
egular (Hourly Rate) 334
Whaere Should Training be Conducted? Career Substitute 434
Area served by Jdelivery unit Seasonal and Postal Assistants (over 30 days) 63—

When Shouid Training be Conducted?

Betore independent assignment—Where practicable, first assignment should be residential parcel post route or mixed
business-residential parcel post route—5 hours training street duties. Where first assignment is a full business sec-
tion parcel post route, provide 10 hours training on street duties.

Points Yo Be Covered

Instructional Alds and
Notes to Instructor

A. Recording time
B. Preparing parcels for delivery
C. Delivering parcels

D. Use of delivery notices

F. Firm delivery
(. Making relays and collection

I. Proper use of sacks and satchel
J. Handling veh’'cle

K. Sifety

L. Locking vehicle

drive)

E. Endorsing undeliverable parcels

H. Demonstrating methods of mail collection

M. Prceedure to follow when delivery stop is by passed (walk or

Forms 1230, 1232, 1234, or time
recording badge

After trainee receives instruction
and observes for a minimum of 2
hours, allow trainee to drive ve-
hicle and perform all delivery
functions for a minimum of 2
hours

Torms 3419, 3570, 3811, 3816, 3860

TOU ferm 15434
Maey 1968

ERIC

Aruitoxt provided by Eic:
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Craft Orientation and Skill Training: City Letter Carrier 312 (p. 7)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Train Riown)

] ‘r:“‘ I:a For (Posi Skill or Topic Basic Time

336.5 City Letter Carrier Parcel Post Routes ! 30 min.

Office work—After delivery

- instructor to be (Position) Type of Appointment Desig. and Act. Code

Carrier Supvr., Carrler Tech., or

Authorized Instructor Regular (Annual Rate) 13-4

Whers Should Training bs Conducted? negular (doarly Raze) pravy
hi Area served by delivery unit Seasonal and Postal Assis.ants (cver 30 days) 034

When Should Training be Conducted?

Before independent assignment

Points To Be Covered lnuruetl&n’;‘ .A'Ma and

. Recording time Forms 1230, 1234, or time record-
i ) ing badge

. Clearance of special services parcels; COD’s; postage due;

registers; keys: ind customs dnty

. Disposing of undeiiverable parcels

. Completing and disposing of Forms 3811, 3816, 3849 Forms 3811, 3816, 3849

. Use of Form 1571 Form 1571

. Disposing of mail sacks and satchels

. Returning schedules

. Returning vehicle to garage or parking area

~mommHEo A © B

. Completing accident reports or repair tags SF 91 and Form 4565
J. Procedures for ending tour of duty

K. Review with supervisor

106




312 (p. 8) Craft Orientation and Skill T@ininp City Letter Carrier

POST OFFICE DEPARTMENT
CRAST SKILL TRAINING REQUIREMENTS
Tramng | For (Position) Skill or Tepic Basic Time
1den. No.
1321 City Letter Carrier Collpction Route » 30 min.
Ofce work—Before leaving for collection

watructer te be (Position) | Type of Appeintment Desig. and Act. Code
(Carrvier Supvr., Carrier Tech. or

Authorfzed Instructor Il:egu:ar (.!\lnnual g:te) 184

L - ——— —-| Regular (Hourly Rate) B4

Where Sheuld Training be Cotducted? Career Substitut 434
Delivery unit Seasonal and Postal Assistants (over 30 daya) 634
“When Sheuld Trainng be Conducted?

Refore indopendent assignment

tnetructional Alds snd
Points To Be Cavared Notes 10 Instructer
A. Recording time Forms 1230, 1232, 1234, or time
. i recording badge

B. Obtaining collection schedules

C. Obtaining vehicle

D. Inspecting vehicle

E. Obtaining keys and equipment

F. Rules of collection Handbook M—$1, sec. 550

El{llC 167 '

Aruitoxt provided by Eic:




MW“S&“TM@WWW 312 (p. 9)

FOUT OFFICT DEPARTMENT
CRAFT SKiLL TRAINING REQIMREMENTS

m For (Position) | o or Topic Besie Time
1823 City Letter Carrier Collection Route ; 3 bours
- Street Duties
1netryctor o be (Positien) Tyve of Appoinament Denig. ond Ast. Code
Carrier Suprvr., Carrier Tech,, or
Authurised Instructor Regular ( »l\!nnulul g:tt; g:
Regular (Hourly Rate
- Where Shouid Training be Conducted? Caseer Substitute i
Collection Route Seasonal and Postal Assistants (over 30 days) 034
Whan Should Training be Cendurseed?
Before independent assignment
rats To 80 Covers it e e
A. Recording time . Forms 1230, 1232, 1234, or time re-
cording ba
B. Collecting mail After trainee receives instruction
C. Use of equi ¢ and observes for a minimum of 1
-+ USe of equipmen hour, allow him to drive vehicle
D. Vehicle handling and perform all collection func-
‘ tions for a minimum of 1 hour.
E. Obtaining and receipting for registers from stations and | Form 3852
branches
F. Protection of mail
G. Safety

108



312 (p. 10) Craft Orientation and Skill Training: City Letter Carrier

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
‘ll"r:li'maa For (Position) Skt or Topic Besic Time
1825 City Letter Carrier Collection Route : 30 min.
Office Work—After return .
Instructor to be (Position) Type of Appointment Deelg. and Act. Code
Carrier Suprr., Carrier Tech,,
or Authorized Instructor Regular (Annual Rate) 13-4
Where Shouid Training be Conducted? g:f:;:rsl(lg‘mr‘:{emw) m .
Delivery unit Seasonal and Postal Assistants (over 30 days) 634
When Should Training be Conducted?
Before independent assignment
Points To Be Covered Im”g‘u:tlapﬂn‘%“:?d
A. Recording time Forms 1230, 1232, 1234, or time ve-
. ) cording badge and Form 3968
B. Disposing of collection mail
C. Returning schedules
D. Disposing of sacks, satchels and keys
E. Reporting collection boxes skipped Form 1571
F. Collection schedule delays—report to supervisor
G. Reporting missing or illegible schedule cards; faulty doors | Overprinted Form 21 and Form

or boxes or defective locks; boxes in need of painting or 1621
anchoring

H. Returning vehicle to parking area and/or garage
I. Procedures for ending time

J. Review with supervisor

POD ferm 2347-8 .
Mey 1968

T2, 7-1-49
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Craft Orientation and Skill Training: City Letter Carrier 312 (p. 11)

CRAFT SKILL TRAINING REQUIREMENTS

Tralning For (Position) Shilt or Topic Basic Time
1den. No.
430 City Letter Carrier Driver orientation 2 hours
- Instructor to be (Position) Type of Appointment Desig. and Act. Code
Designated Driver Instructo
gon 1 ¥ Regular (Annual Rate) 13-4
Whare Should Tralning be Conducted? | Cateor Substitute i
- Classroom or quiet area Postal and Seasonal Asslstants (over 30 days) 634

When Should Training be Conducted?

Before assignment to driving duties. Items, A, B and C, before initial driver training on vehicle—1 hour; items
D-K, after trainee completes training on vehicle(s) —1 hour.,

Poit To B Conred oot T

A. Defensive driving )
Professional 8. amateur drivers
Proper attitudes )
Explanation of stopping distances (reaction time plus brak-
ing time) ) o
The Smith System of Space Cushion Driving 16-mm flm The Smith System of

B. Vehi 's preservation ) ) Space Cushion Driving
‘ Roizof driver in preserving vehicle 16-mm projector and screen

&)

. Local tre'ic laws and ordinances
Prohibition against speeding
Rules on parking and double parking

D. Vehicle maintenance

Use of repair tag Form 4565, Repair Tag

E. Proceduresto follow in case of an accident

¥, Discussion of accident report kit Accident Report Kit

G. Role of accident review board
Preveutable »s. nonpreventable accidents Publication For Experts Only
Safe driving awards

H. Use of Form 4570, Truck Card Form 4570, Truck Card

I. Driver customer relations

J. Safety slide kit for driver orient:tion Safety slide kit, projector and

. screen
K. Seat belt ilm Make It ¥ our Habit Safety slide kit, projector, and

screen
16-mm film Make It Your Habit

700 'r'om 23" 3-8

. o
-2, 7-1-69
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3:2 (p. 12)

Craft Orientation and Skill Training: City Letter Carrier

CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position)
Iden. No.

432 City Letter Carrier

Skill or Topic

Vehicle Familiarization

(Conventional %- or 1-ton truck)

Basic Time

20 min.

Instructor to be (Position)
Designated Driver Instructor

Where Should Training be Conducted?
Classroom or quiet area ;
garage or driving range

Type of Appointmant Desig. and Act. Code
Regular (Annual Rate) 134
Regular (Hourly Rate) 334
Career Substitute 43—4
Postal and Seasonal Assistants (over 30 days) 83—

When Should Training be Conducted?

Before assignment to driving duty i Time is based on prior training ou right-hand drive truck or 3-wheel vehicle.
If trainee has not had prior training, provide 1 hour for this phase.

Polnts To Be Coversd

instructional Aids and
Notes to0 instructor

a. Gearshift

b. Ignition

c. Accelerator and brake 1 dals

d. Parking brakes and adjust-
ments

e. Windshield wiper

f. Light switches (headlights,
parking, flashing and di-
rectional )

B. Safety check

A. Explanation and demonstration of the following parts and
operations of 34 or 1-ton truck:

g. Gasoline and oil gauges

h. Tire pressure

i. Loading vehicle

j. Mirrors (rearview, side,
and pot lid)

POD Notice 76 to each trainee forsafety check

Ratio of instructors to trainees
not to exceed 1 to 5

POD Notice 76

ERIC

Aruitoxt provided by Eic:
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Craft Orientation and Skill Training: City Letter Carrier 312 (p. 13)
POST OFFICE DEPARTMENT
CRAFT SKILLS TRAINING REQUIREMENTS
.;:amml l For (Position) | Skill or Topic ’ Basic Time
iden. No.
City Letter Carrier Vehicle Familiarization (Right-hand-drive, 1 hour

Jeep Dispatcher 100)

instructor to be (Position)
Designated Driver Instructor

Type of Appointment

Regular (Annual Rate) 13-4
Where Should Training be Conducted? Regular (Hourly Rate) 334
m or quiet a gareelr Substitute . 4 43-4
+
Cm‘e or driviog '“‘e ostal and Seasonal Assistants (rover 30 days) 634

Desig. and Act. Code

Thon Should Training be Conducted?

Within 3 months after receipt of these instructions for carricrs already assigned to drive this vehicle, if they have not
received same or equivalent training. Immediately prior to assignment to drive this vehicle for othcer carriers,

Points To Be Covered

Instructional Aids and
Notes to instructor

A. Introduce and show slide-sound presentation From Foot-
powerto Horsepower.

B. Discuss pertinent points of presentation,

C. Demonstrate and discuss following operations or parts of
vehicle and relate toslide-sound presentation :

a. Mirrors (rearview, pot lid, h. Seatadjustment
and side) 1. Safety belt
b. Windshield wipers j- Controlsand switches
c. Tire pressure k. Instruments and indicator
d. Gasand oil lights
e. Doors, latches and locks 1. Steering capability
f. Gas tank location and clear- m. Acceleration and breaking
ance characteristics
g Loading and rear loading
clearance

D. Provide each trainee with Notice 76, Expanded Vehicle
Safety Check. Review and discuss in relation to vehicle.

ERIC

Aruitoxt provided by Eic:

Slide projector, cassette tape
player, screen, slides, and cas-
sette

Ratio of instructors to trainees
not to exceed 1to 5

Notice 76

oy foke 2542.8
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312 (p. 14)

Craft Orientation and Skill Training

POST OFFICE DEPARTMENT

CRAFT SKILLS TRAINING REQUIREMENTS

Training  ; For (Position) | Skill or Topic Basic Time
\den. No. ‘
]
. City Letter Carrier Controlled Driving Instruction and Evaluation i

Instructor to be (Position) Type of Appointment
gnated Driver Instructor

Regular (Annual Rate)
Regular (Hourly Rate)

Career Substitute

Where Should"l?l—min. be Conducted? ’
Driving range

Postal and Seasonal Assistants (over 30 days)

Desig. and Act. Code

13-4
334
434
634

_w—!;cn Should Training be Conductea?

Before assignment to drive that particular type of vehicle.

Points To Be Covered

Instructional Aids and
Notes to Instructor

A. Allow each trainee to practice driving so as to become profi-
cient in the following:

a. Smooth stopping and knowledge of braking distance required
for varying speeds

b. Locating front and rear bumpers

¢. Maneuvering of vehicle for clearance on right and left sides

d. Parking vehicle—backing and perpendicular

B. Five-mile roadtest for evaluation of driver trainee

*442 Left-hand drive
444 Right-hand drive
446 3-wheeled drive

*sprovide 2 hours instruction and practice for right-hand- drive or three-
wheel vehicles. Allow 40 minutes practice for left-hand-drive vehicle when
trainee has received training on right-hand-drive or three-wheel vehicle.

If left-hand-drive truck is used in initial assignment, provide 2 hours prac-
tice for that vehicle.

One vehicle for two trainees

The type vehicle employee will be
assfyéned to drive

Ten to 15 traffic cones or pylons as
re(tlired by course layout

Chalk for marking oft stop lines
and course problems

Schematic of practice course

Form 1543

F I{ILC;"T 2542-B

113
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ERIC

321 (p. 1)

Craft Orientation and Skill Training: Clerk

320 CLERK CRAFT
321 Clerk Craft Orientation Requirements

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Classroom or quiet area

Training For (Position) Skilt or Topic Basic Time
iden. No.
200 Distribution Clerk Duties and Responsibilities of Position 25 min.
instructor to be (Position) Type of Appointment Desig. end Act. Code
Tour Superintendent or
General Foreman Regular (Annual Rate) 11-0
Regular (Hourly Rate) 31-0
Where Should Training be Conducted? Career Substitute 41-0
Seasonal and Postal Assistant (over 30 days) 61-0

When Should Train:ng be Conducted?

Second day In duty status and before assignment to job

Points To Be Covered

instructions! Aids and
Notes to instructor

L Introduction and Relationship to Supervisor
A. Necessity of obeying instructions
B. Acceptable behavior and decorum

D. Schedule assignment
E. Hours of duty and days off

A. Telephone numbers—hen to call

B. Form 3971 (use) )

C. ATAL Program (Specifically related to this craft assign-
D.

E.

ment) )
Annual and sick leave, LWOP, AWOL, other leave

Machinery hazards

C. Duties of position Job Description

IL. Procedures to Follow When Unable to Report for Duty Form 3971

Meay 1948

" Tie2, 7eledt
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321 (p. 2) Craft Orientation and Skill Training: Clerk

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Trsining | For (Position) —_— Skiil or Topic Basic Time
iden. No.
200 Distribution Clerk Safety Performance Standards: Workreom 30 min.
Conduct

instructor to be (Positlon) Type of Appointment Desig. and Act. Code
Supervisor or OJT I Regular (Annual Rate) 11-0

be T ustructor Regular (Hourly Rate) 3}3

Career Substitute 4
Where Should Training be Conducted? Seasonal and Postal Assistant (over 30 days) 61-0
Classroom or quiet area
When Should Training be Conducted?
Second day in duty status and before assignment to job
Points To Be Coversd instructionel Alds snd

Notes to instructor

A. Safety

B. Safety kit (distribution clerk)

(. Location of first aid unit

D. Proper lifting

F. Proper clothing (no loose sleeves or necklaces worn around
moving machinery )—women wear shoes with low heels

G. Workroom conduct (smoking, personal needs, personal effects,
good housekeeping, caution against horseplay)

H. Fire and emergency procedures peculiar to installation

Distribution Clerk Safety Kit,
Slides and Script

E. Show lifting film 16-mm-lifting film

Moy 1968

FOD Ferm 1543-A -

W2, 7~1-49
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Craft Orientation and Skill Training: Clerk 321 (p. 3)
. POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Training | For (Position) Skill or Topic Basic Time
iden. No.
200 Distribution Clerk Identifying Different Types and Classes of Mail | 45 min.
- Instructor to be (Position) Type of Appointmaent Desig. and Act. Code
Supervisor or OJT Instructor Regular (Annual Rate) 11-0
Regular (Honrly Rate) 31-0
Career Substitute 41-0
Whers Should Training be Conducted? Seasonal and Postal Assistant {over 30 days) 61-0
- Classroom or quiet area

When Should Training be Conducted?

Second day in duty status and before assignment to job

Points 10 Be Covered

Instructional Aids and
Notes to instructor

Classes of Mail and Airmail

A. Special services

Special delivery

Registered
‘ Certified

Insured

Collect on delivery
Special handling
Military mail (MOM, SAM, PAL)

Customs
Postage due

Classes of mail filmstrip
Notice 59 (hand out to each
trainee)

Charts or dummy specimens of
various special service pieces

FO0 form 13354
‘ Moy 1968

\)‘ Te2, 7-1-49
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Aruitoxt provided by Eic:
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321 (p. 4) Craft Orientation and Skill Training: Clerk

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training For (Position) Skill or Topic Basic Time
tden No.
200 Distribution Clerk Distribution Procedures 80 min.
instructor to be (Postion) Type of Appointment Dasig. and Act. Code
Supervisor or OJT Instructor Regular (Annual Rate) 11-0

Regular (Hourly Rate) 31-0
Where Should Tiaining be Conducted? Career Substitute 41-0

Seasonal and Postal Assistant (over 30 days) 01-0
Classroom or quiet area

When Should Training be Conducted?

Second day In duty status and before assignment to job

Points To Be Covered

Instructionsl ./ ids end
Notes to instructor

A. 16mm film, duties of a distribution clerk

B. Distribution activity (casing motion)
C. Use of hands (importance of rhythm)
D. Use of thumb rubber (finger pads)
E. Importance of speed and accuracy

F. Explanation of case to which trainees will be initially assigned
Location of ser»rations in case
Makeup of each separation

(3. Bundle identification—Facing slips

H. Tying mail (machine) (where applicable)
I. Hand tying

J. Banding mail (Useof rubber bands)

K. Opening bundles
.. Rest bar use

16-mm film Distribution Clerk
16-mm projector and screen

Handout Case Diagram (Where
not preprinted locally, use Form
1620)

POD Notice 91

POD Poster 168
Item 0-1152, Rubber band

Item 0-317, Knife, ring type

i
i
;
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Craft Orientation and Skiil Training: Clerk 321 (p. 5)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training For (Position) - kil or Topic Basic Time

iden. No.

200 Distribution Clerk Tour of Assigned Installation 40 min.

Instructor o be (Posttion) Type of Appointment Desig. and Act. Code
- Supervisor or OJT Instructor Regular (Annual Rate) 11-0

Whare Should Traing be Conducted? | Guneer Subsiiute yard

Assigned installation Seasonal and Postal Assistant (over 50 days) 61-0

When Should Training be Conducted?

Second day in duty status and before assignment to job

. instructionel Aids and
Points To Be Covered Notes to instructor

. Discuss diagram of facility Diagram of facility
Locations where work will be performed
Sources of mail—receipt and dispatch points

. Flow of mail

Fire exits and equipment

Safety hazards

. Lunch, rest and locker rooms

ZQeHMEU O >

. Location of offices :
Time section
Tour superintendent

I. First aid room
J: Scheme room

. 750 Form 2543-A
Mey 1988

TS, 5-15-70

IToxt Provided by ERI




321 (p. 6) Craft Orientotion and Skill Training: Clerk

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Trsining For (Position) $kill or Topic Basic Time
Iden. No. Distribution Clllerks ap?oéntefd
prior to installation of Craft fet
200 Skill Training System Safety 1% hours
Instructes to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or OJT Instruetor Regular (Annual Rate) 11-0
Regular (Hourly Rate) 31-0
Where Should Tl““ﬂﬂ‘ be Conducted? Career Sub!titut‘ 41_0
Classroom or Quiet Area

When Should Training be Conducted?

Complete within three months after receipt of these requirements

Points To Be Covered

Instructional Alds and
Netes to Instructor

A. Safety kit (distribution clerk)

B. Films, How to Lift Safely or A Weight Away and lifting
demonstration

C. Proper clothing (no loose sleeves or necklaces worn
around moving machinery)

Female employees required to wear shoes with heels of
low or moderate height. Open toe shoes and sneakers
are not suitable for wear on workroom floor.

D. Workroom conduct (smoking, good housekeeping, cau-
tion against horseplay)

E. Fire and emergency procedures

Distribution clerk safety kit,
slides and script

16mm lifting film

Utilize mailhandler to demon-
strate proper lifting proce-
dures

119
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Craft Orientation and Skill Training: Clerk 322 (p. 1)
322 Clerk Craft Skill Training Requirements
POST OFFICE DEPARTIMENT
CRAFT ORIENTATION REQUIREMENTS
"l"r::'mg For (Position) Shiil or Topic Basic Time
242.1 Distribution Clerk Outgoing Mail Preparation 3 or 4 hours
(Mixed Collection)
tnstructor 10 be (Position) Type of Appeintment Desig. and Act. Code
Supervisor or OJT Instructor Regular (Annual Rate) 11-0
Regular (Hourly Rate) 31-0
Where Should Training be Conducteat Career Substitute 41-0
Workroom floor Seasonal and Postal Assistant (over 30 days) £1-0

When Sheuld Training be Conducted?

One-half hour instruction before assignment; 1% hours close monitoring before independent assiynment; and 1
hour followup instruction during next period of assignment

instructionai Alds end
Points To Be Covered Notes o Instruct

A. Recognizing machine cancelable vs. noncancelable mail
Identifving classes and types of mail

B. Meter breakup Where separate metered break-
up unit is operated, provide
1 hour additiona! skill train-
ing in that operation

C. Facing letter mail

D. Traying

E. Loading mails on ledges
Job performance under close monitoring

o Mey 1948

,EMC -3, $-15-70 120
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Craft Orientation and Skill Training: Clerk 322 (0. 2)
POST OPICE DEPARTMENT
CRAFY SKHL TRAINING REQUIREMENTS

m For (Position) Sl or Topic Besie Time
2422 Distribution Clerk Outgolng Mail Preparation 2 bours

(hand canceling)
instrusine %o e (Pesition) Type of Appointrnent Detig. and Act. Code
Supervisor or OJT Instructor Reﬁl}lr ( ﬁ“ “l"’ g: te) g 3

Regular (Hour te)
Where Sheuld Training de Condueted? Career Substitute ‘l—‘o
Workroom floor
When Bheuid Treining be Conducted?
Before independent assignment to perform hand canceling duties
inshructions! Alde snd

Peinte Te Be Covered

Hand Canceling
A. Source of mail
B. Rating different classes and types of mail
C. Uses of scales
D. Identifying different classes and types of mail
E. Use of postmarking devices
F. Change of postmark
G. Disposition of mail after postmarking
H. Prevention of damage in hand canceling

May 1960

=2, 7=tab?
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322 (p. 3) Craft Orientation and Skiil Training: Clerk

POST OPFICE DEPARTMENT
CRAFT SKIL TRAINING REQUIREMENTS

T Pesition) T
nmm | Foe € Shltt or Topic Besic Time
2423 Distribution Clerk Qutgoing Mal: Preparation 1 hour
(Class A Machine Ctnceling)

Inetructer %0 be (Pesition) Type of Appeintment Desig. ond Act. Code
Supervisor or OJT Iastructor Rezular (Annual Rate) 11-0

Regular (lourly Rate) 31-0
Where Sheuid Tralning be Conducted? Career Substitute 41-0
Work foor Neasanal and Postal Assistant (over 30 days) 61-0

When Sheuld Trainng be Conducted?

Refore independent assignment to operate the canceling machine

A. Machine class“A™ canceling

Changing die
Treatinent of short rx. nonshort letter

B. Performing minor or rontine maintenance tasks

(. Performunce under close monitoring

122 w2, 7-1-40
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Clerk

322 (p. 4)

CRAFT SKILL TRAINING REQUIREMENTS

}’dv:‘l‘mg For (Position) Skill or Topic Basic Time
2424 Distribution Clerk Outgoing Mail Preparation 1342 hours

Facer-Canceler, Edger-Stacker Operation classroom—

2 hours on-the-job
Instructor to be (Position) Type of Appointment Desig. and Act, Cede
First Line Supervisor, Group Leader
or Maintenance Technician gel‘“{“" gi\{nn‘;lﬂ g:::; ;ij
egular ( Hourly

Where Should Training be Conducted? Career Substitute 41-0
Clasaroom and on-the-job

When Should Training be Conducted?

formed when first assigned to the machine.

Classroom training must be completed before assignment to operating facer-canceler. On-the-job training is per.

Points Tc Be Covered

instructional Alds and
Notes to instructer

Operation of Facer-Canceler and Edger-Stacker

Classroom
A. Machine* A" and Machine “B" Operators

1. Operating machine controls
2. Safety precautions
3. Clearing jams

B. Machine “A" Operator
1. Operating controls for edger-stacker
2. Stacking mail in the edger-stacker
3. Removing nonmachineable mail
+. Proper feeding of mail to the facer-canceler
5. Operates facer-canceler-edger-stacker at the pre-
scribed rate of SP 2470

C. Machine “B” Operator

1. Disposing of canceled mail and providing empty
trays
2, Clears jams and assists A" operator, as needed

Note: Machine “A" and “B" operators interchange periodically
On-the-Job
D. Demonstrate the points listed under classroom training

E. Supervisor fills out Performance Evaluation for each op-
erator

F. Performance of routine or minor maintenance tasks
(upon attaiming performance standards prescribed for

Training Manual P-22; 35-mm
filmstrip (Mail Preparation
Line) ; slide projector; 16-mm
film (Ldger- ta(‘}cer) ; film pro-
jector; handouts

See above

See above

Actual equipment

Performance Evaluation Form

job)
FOD form 13419
May 1948
=2, 7=1=49
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322 (p. %) Craft Orientation and Skill Training: Clerk

FOST OFFICE DEPARTMENY
CRAFT SKILL TRAINING REQUIREMENTS

Points Te 8s Coveresd

Training For (Position) Skill or Topic Basic Time
iden. No.
244.1 Distribution Clerk Outgeing Primary Distribution (Letter) 2o0r 68 hours
instructor to be (Position) Type of Appointment Dasig. snd Act. Code
Supervisor or OJT Instructor Regular (Annual Rate) 11-0

— | Regulur i Hour'y Rate) 31-0
Where Should Training be Conducted? Career Substitute 304 41-0

t)
Workroom floor Seasonal and Postal Assistant (over l}l) 61-0
When Should Training be Conducted?
*See note below
instruct and

A. Makeup of letter distribution case
Location of separation on case
Mail for each separation
Special delivery and other special holdouts

B. Source of letter mail and recording of volume
C. Use of rest bar

D. Distribution of letter mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

o

« Distribution of letter mail under close monitoring
F. Sweeping letter cases

G. Disposition of letter mail when separaticn is full
H. Daubing .ncanceled scamps

*Note : If outgoing primary letter case is initial flat or letter distribution
assignment :
Provide 8 bours training in above items on outgoing primary letter case
as follows :
¢ 15-minute group instruction, and
® 2% hours close monitoring before independent assignment to distri-
bution, and
® 3 hours followup instruction in two or more sessions during next
two periods of assignment.
If trainee has received prescrided training in any other flat or letter
distribution operation, provide 2 hours of training on above topics.

POD Form 25438
Mey 198

124
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Aruitoxt provided by Eic:

Cratt Orientation and Skill Training: Clerk 322 (p. 6)
POST OFFICE OEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position) Skilt or Topec Basic Time
iden No.
244.2 Distribution Clerk Outgoing Primary Distribution (Flats) 5 hours or
2 hours

instructor to be (Position) T Type of Appointment Desig. and Act. Code
Supervisor or OJT Instructor Regular (Annual Rate) 11-0

Regular « Hourly Rate) 31-0
Whaere Should Training be Conducted? Cireer Substitute 11-0

Neasonal and Postal Assistant (over 30 days) 61-0

Workroom floor

Wheii Should Tramning be Conducted?

*See note below

Peints To Be Covered

instructional Aids and
Notes to instructer

A. Makeup of flat distribution case
Location of sepavation on case
Mail for each separation
specinl delivery and other special holdonts
B. Source of flat mail and recording of volume
(. Distribution of flat mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

D. Distribution of flat mail under close monitoring

E. Sweeping flat cases

&)

Case pull-down and tie-ont

(. Disposition of flat mail when separation is full
H. Use of dispateh schedules

L. Danbing uncanceled stamps

sNote: If outygouing primary put case s initial flat or lctter distribution
asgignment
Provide 3 hours training in above itews on outgong primary flat case
as follows :
® 15-minute group instruction, and
® 2% hours close monitoning Yefore independent assignment to distri-
bution, aad
® 2 hours follow up instruetion in two or more sessions during next
two perinds of assignment,

It tratnce has reecived preseribed training sn any other flat or letter
distrsbution operation, provide 2 hours of training on above topics.

-2, 7-1-49 1 2 5




322 (p. 7 Craft Orientation

and Skill Training: Clerk

FOST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Before independent assignment to this specific task

T
m For (Poeitien) S or Topic Basic Time
44.3 Distribution Clerk Outgolug Primary Distribution (Parcels) 2 hours
Inotrucher 0 be (Pesition) Type of Appointment Desig. and Act. Code
8upervisor or OJT Instructor Regular (Anoual Rate) 11-0
Regular (Hourly Rate) 81-0
Where Shwuld Training be Conducted? Career Substitute 41-0
Workroom floor Seasonal and Postal Asistant (over 80 days) 61-0 .
When Shevid Treining be Conducted?

Peints To Be Coversd

insiructions! Alds snd
Notes te instructer

Primary Parcels (nonmechanized)
A. Source of parcels and recording of volume
B. Layout of secondary separations
C. Disposition of parcels after distribution
D. Removal of damaged parcels
E. Prevention of damage to mail in distribution
F. Conveyor operation, where applicable (controls and
safety)
G. Handling of outside parcels

H. Recognition and handling of special handling, special de-
livery, and first-class

I. Obtaining and disposal of empty equipment
J. Actual distribution under close monitoring

O ‘ ' ;(’

-2, 7-1-49
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Craft Orientation and Skill Training: Clerk 322 (p. 9)
FOST OPMICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
'll"r:‘l,nlnu.‘ For (Fositien) Shilt or Toplc Basic Time
246.1 Distribution Clerk Outgoing Secondary Distribution (Letters) 5 hours or
. 2-3 hours
Instructer 1o be (Position) Type of Appointment Desig. and Act. Code
Supervisor or OJT Iustructor Reguiar (Annual Rate) 11-0
Whate Sho Conducted! Reguiar (Houriy Rate) 31-0
1d Training be Career Substitute 41-0
Workroom floor Seasonal and Postal Assistant (over 80 days) 61-0

When Should Tralming be Cenducted?

*See¢ note below

Peints To Be Coversd

Instructions| Aids and
Notes to Instructor

A. Makeup of letter distribution case
Location of separation on case
Mail for each separation )
Special delivery and other special holdouts

B. Source of letter mail
C. Use of rest bar

D. Distribution of letter
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and accuracy

E. Distribution of letter mail under close monitoring

+ Sweeping lettor .
ase pull-down and tie-out
Bundle labeling

G. Disposition of letterr mail when separation is full
H. Use of dispatch schedules

I. Daubing uncanceled stamps

J. Tyingor banding of mail

*Note : If outgoing secondary letter cate is initicl flat or letter distridution
assignment
Provide 5 hours training in above items on outgoing secondary letter case
as follows:
® 15-minute group instruction, and
® 2% hours ciose munitoring before independent assignment to distri-
bution, and
® 2 hours fofiowup instruction in two or more sessions during next
two perinds of assignment

1t trainee has received prescribed training in any other flat or letter
distribution operation. provide 2 honrs of training on above topics for
cases up to 49 separations. If over 49 separations, provide 3 hours of
training.

POD Netica 91

PGD Ferm 15458
Moy 1968
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322 (p. 9) Craft Orientation and Skill Training: Clerk

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Treining i For (Position) Shiil or Topic Sasic Time
iden. No.
246.2 Distribution Clerk Outgoing Secondary Distribution (Flats) K hours or
2 bours
instructor to be (Position) i Type of Appointment Desig. and Act. Code .
Supervisor or OJT Instructor Regular (Annual Rate) 11-0
Regular { Hourly Rate) 31-0
Where Should Training be Conducted? Carcer Substitute 41-0
Workroom floor ' Seasonal and Postal Assistant (over 30 days) 61-0 .
Whan Should Training be Conducted?
*See note below
Points To Be Covered Instructionsl Alds end

Notes to instructor

A Makeup of flat distribution case
Location of separation on vase
Mail for each separation
Speeial delivery and other special holdonts

B. Source of flat mail and recording of volume

(. Distribntion of flat mail )
Distribution activity (casing motion)
Use of hands
Importance of rlyytlun
Importance of speed and accuracy

D. Distribution of flat mail under close monitoring
E. Sweeping flat cases

F. Case pull-down and tie-ont

(x. Disposition of Hat mail when separation is full
H. Use of dispateh schedules

L Daubing uncanceled stamps

J. Tying mail

*Note . If nutyuing scconddary flat casc is initial flat or lctter distribution
aszignmont o
Provide 5 hours training in above items on outgoing secondnry fint case
as follows
& 15-minnte group mstruction, and
® 23, hours close wonitoring before mdependent assigument to distri- .
bution, and
® I hours follownp instruction in two or more sessions during next
two periods of assigmuent

It traince has receiwved preseribed training in any other flat or letter
distrabution operation. provide 2 hours of training on above toples.

Q ’ 1.8 - Tie2, 71t
ERIC “
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Craft Orientation and Skill Training: Clerk 322 (p. i0)
POST OFFICE DEPARTMENY
CRAFT SKILL TRAINING REQUIREMENTS
Traming | For (Powition) Skt or Todic Basic Tima
iden No.
2483 Distribution Clerk Outgoing Secondary Distribution and Dispatch 8 hours
| (Parcels)
Instructor to be (Positlon) Type of Appointment | Desig. and Act. Code

Supervisor and/or OJT Instructor Regular (Aunual Rate)

I Regular  Hourly Rate)

Where Should Trai:: ng be Conducted? Career Nubstitute

Neasonal and Postal Assistant (over 30 days)

Workroom floor

11-0
31-0
41-0
61-0

Th'on Should i’;;lt;u;ao Conducted?

Three hours before independent assignment to this specific task

Instructional Aids and
Points To Be Coversd Notes 16 Instructor

Distribution of Parcels-—-Necondary (mechanized or nonmecha-
nized)

. Source of parcels and recording of volume
From primary
By pass direct to secondary

B. Rack layout-labeling rack
C. Hanging and pulling sacks

D. Dispateh
Dispatch schedules .
Making separations to and loading platform trucks

Dispatel down dump holes

E. Prevention of damage to mail and handling of damaged
mail

F. Proper sacking
Importance of observing maximum weight limits

G. Handling of outsides

H. Recognition and handling of COD. customs, postage due,
speeinl delivery mail, special handling, certified and
first-cliss

I. Obtaining and disposing of empty equipment
J. Weighing and recording weights

K. Actual distribution under close monitoring

POD Form 2342-8
Moy 1948

‘ -2, 7-1-69 129 .‘




322 (p. 11) Craft Orientation and Skill Training: Clerk

CRAFT SKILL TRAINING REQUIREMENTS

Peints To Be Coversd

Traini
Treining For (Position) Skl or Teolc Sasic Time
248 Distribution Clerk Outgoing Malil Dispatch (Letters and Flats) 4 hours
tnstructor to be (Position) Type of Appeintment Desig. and Act. Code
Supervisor and/or OJT Instructor Regular (Annual Rate) 11-0

Regular (Hourly Rate) 31-0
Where Should Training be Conducted? Career Substitute 41-0
Workroom fioor Seasountl and Postal Assistant (over 30 days) 61-0
When Should Training bs Conductes?
Before independent assignment to pouch and dispatch activities

Instructionsl Alds and

Netes o instucter

A. Hanging and pulling sacks and pouches
B. Following dispatch suquence instructions

C. Proper equlpment for different types of mail (airlift, loose
ge , sacks, pouches, locks, snap seals, rotary ocks, num-
red seals, and airmail)

D. Labeling pouch and sack racks

E. Reading pouch and sack labels

F. Traying and container movement

G. Loose packing letter mail

H. Loading nutting trucks

I. Dispatching sacks and pouches

J. Weighing an1recording pouches

K. Receipting, billing, and dispatching registered mail
I.. Bundle identification

M. Contact with transfer office and platform supervision

POD Notice 91

130
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Craft Orientation and Skill Training: Clerk

PFOSY OPFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

 Yrain For (Position) SKilt or Topic
1den, RS, o

252 Distribution Clerk Incoming Mail Preparation
(Transit Opening Unit)

instructer to be (Position) Type of Appeintment

Supervisor or OJT Instructor Regular (Annual Rate)

Regular (Hourly Rate)

Where Sheuid Tralning be Conducted? Career Substitute

Workroom floor Seasonal and Postal Assistant (over 30 days)

When Should Training be Conducted?

Thirty minutes instruction before assignment to this specific task. Two and one-half hours close monitoring before
independent assignment to incoming opening operations

Peints Te Be Covered

. Segregating sacks and containers : preferential, nonpreferen-
tial, papers, letter circulars, ete.

B. Identification and handling of presorted mail, bypass mail

C. Placarding or identifying sacks of nonpreferential and trays
of preferential mail asto time of receipt

D. Opening—dumping—inspection of empty sacks
‘ E. Conveyor operation-—where applicable

F. Identification and disposition of bundles and single pieces as
to &ype, classification, etc.
Special delivery, registered

G. Traying or placing in work containers

H. Preparing bundles for distributinn
Distribution of bundles into proper separations

I. Disposal of enipty equipment
Sacks, labels, bands, string, wire, etc.

J.. Disposal of mail for further handling
. K. Disposal of mail bypassing further handling
L. Movement of mail to work centers

M. Actual performance under close mor:itoring

#00 form T34
Mey 1948

El{l‘icl T-3-44 131
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322 (p. 13) Craft Orientation and Skill Training: Clerk

POST OFFICE DEPANTMENT

CRAFT SKiLL TRAINING REQUIREMENTS

Workroom floor

:‘;:;’mag | For (Position) Skill or Tepic Basie Time
234.1 Distribution Clerk Incoming Primary Distribution (Letters) glaz\‘:z: or
Instructer %0 be (Position) Type of Appeintment Desig. ond Ast. Cote
Supervisor or OJT Instructor Regular (Annual Rate) 11-0
Whaere Shouid Tralaing be Conducted? }‘ﬁﬁ\l‘l: r~:|§'l~;;:ltr‘l{e flate) gi-_g
Neasonal and Postal Assistant (over 30 days) 61-0

When Shouid Training be Conducted?

*See note below

Points To Be Covered

Instructions! Alde and
Netee to Instructor

A. Use of rest bar

B. Makeup of letter distribution case
Location of separation on case
Mail for each separation
Special delivery and other special holdouts

-

C.
D.

Source of letter mail

Distribution of letter mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and acenracy

e

E. Distribution of letter mail under close monitoring
F. Sweeping letter cases

G. Case pull-down and tie-out

H. Disposition of letter mail when separation is full
L. Daubing uncanceled stamps

eXNote - If tmeaming primar y (ctter case 18 vitiat fat or letter distribution
assignment -
Provide 3 hours training in abosve itews on incoming primary letter case
as follows
® 1,-minute group instruction, and
® 2% hours close monitoring before Independent assignment to distri-
bution, wied
® 2 hours follosup instruction in two or more sessions durin,: next
Two dssigiment perioeds

11 trainee has reccived progeribed travang i any other flat or letter
distribulion operation, provide 2 hours of t1rining on above topics

132
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Clerk

322 (p.14)

CRAFT SKILL TRAINING REQUIREMENTS

Workroom foor

Trsineg | For (Position) | suitt or Topie Basic Time
254.2 Distribution Clerk Incoming Primary Distribution (Flats) 2 hours or
5 hours

tngtructer to be (Pesition) Type of Appeintment Desig. and Act. Code
Supervisor or OJT Instructor Reguiar (Annual Rate) 1 1_-3

Regular ¢ Hourly Rate) 31
Where Sheuld Training be Cenducted? Career SNubstitute 41-0

seasonal and Postal Assistant (over 30 days) 61-0

When Bheuld Training Se Conducted?

*See note below

Peints Te Be Cevered

instructional Alds and
Netes to Instructer

A. Makeup of flat distribution case
Location of separation on case
Mail for each separation
Special delivery and other special holdouts

B. Source of flat mail

C. Distribution of flat mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Inportance of speed and accuracy

D. Distribution of flat mail under close monitoring
E. Sweeping flat cases

F. Disposition of flat mail when separation is full
G. Daubing uncanceled stamps

eNote: If wmeomng pronary flat case s butial fat or letter distribution
asstynment -
Provide 3 hours training in above items on incoming primary flat case
as follows
0 15-minnte group ustruetion, and
® 23, hours elose monitoring before independent sssigument to distri-
bhution, and
0 2 hours followup instraction in two or more sesslons during next
two periods of assignment.

If tratnece haz rcecived progeribed pratning e any other flat or letter
distrioution operatron, provide 2 hours of training on above topies.

Moy 1960

-2, 7-1-47
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322 (p. 19)

Craft Orientation and Skill Training: Clerk

FOST QPFICE DEPARTMENT
CRAFY SKILL TRAINING REQUIREMENTS

Two hours before independent assignment to this task

T For |
“m (Position) Wit or Topic Bosie Time
2643 Distribution Clerk Incoming Primary Distribution (Parcels) 2 hours
instructor ta be (Pesiiten) Type of Agpeintment Desig. and Act. Cods -
Supervisor or OJT Instructor Regular (Aunnusl Rate) i1-0
Reguia: Hourly Rate) 31-0
Where Sheuld Training be Conducted? Career Substitute 41-0
Workroom oot Seasonal and Postal Ansistant (over 30 days) 61-0 -
When Sheuld Treining be Conducted?

Points Te Be Covered

instructional Aids and
Notes 1 instructer

. Source of parcels

safety)

Q Mmoo aOwe

class

Primary Parcels (Nonmechanized)

. Layout of secondary separations

. Disposition of parcels after distribution

. Removal of damaged parcels

. Prevention of dumage to mail in distribution
. Conveyor operation, where applicable (controls and

. Treatment of special delivery, COD's, insured, and first-

H. Actual distribution under close monitoring

ERIC

Aruitoxt provided by Eic:

-2, 7-1-49
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Clerk 322 (p. 16)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Trex For (Positien) Shitt or Topic Bas’c Time
m | -
2361 Distribution Clerk Incoming Secondary Distribution and Dispatch 2 hours
{Letiers)
tnstructer te be (Positien) Type of Appointrment Desig. and Act. Code
Supervisor or OJT [astructor Reqular (Annual Rate) 11-0 °
Rogular (Hourly Rate) 31-0
Whete Sheuld Training be Conducted? Career Substitute 41-0
Workroom Soor SReasonal aud Postal Assistant (over 30 days) 61-0

“When Shoutd Train.ng be Conducted?

After trainee qualifies on secondary scheme, provide 30 minutes of individual instruction and 1% kours close moni-
toring before independent agsignment

Points To Be Covered

B.
C,

. Makeup of letter distribution case

Location of sparation on case
Mail for ench separation
Npecial delivers and other special holdouts

Source of letter mail

Distribution of letter mail
Distributtion activity (casing motion)
Use of hands
Importance of rhythm
Importance of speed and acenracy

. Distribution of letter mail under close monitoring
. Sweeping letter cases

. Case pull-down and tie-out

. Disposition of letter mail wheic separation is full

. Dispateh of mail to carrier station

. Danbiug uncanceled stamps

TO8 Form 13436

May 19048
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i 322 (p. 17) Craft Orientation and Skili Training: Clerk

POST OPPICE DEPARTMENT
CRAFT SKHL TRAINING REQUIREMENTS

fm For (Pasition) Shill or Topic Sasie Time
6.2 Distribution Clerk gm::ﬂ;xg Secotvlary Distribution and Dispatch 2 hours
8
instrucior 9 be (Poshtion) Type of Appoistrment Desig. and Act. Cade .
Supervisor or OIT Tastructor Regular ( Annual Rate) 11-0
oo i Trmng ot | gia Honrly fate) 3+
Workroom floor I Nettsonal and Postal Assistant (over 30 days) 81-0 -

When Sheuld Training be Conducted!

After trainee qualifiex on secondary scheme, provide 30 minutes of individusl instruction and 114 hours close moni.
loraing before independent assignment

Peints Yo Be Cevernd 'W

— * e

A, Mukeup of flat distribution case
Location of separation on cuse
Mail for each separation
Special delivery and other special holdouts

B. Source of Hlat mail

C. Distribution of flat mail
Distribution activity (casing motion)
Use of hands
Importance of rhythm
Importance of speetand accuracy

b. Distribution of flat mail under ¢lose monitoring
K. Sweeping flat cases

F. Dispo~ition of flat mail when separation is full
G. Dispateh of mail to earrier station

H. Daubing uneanceled stamps

*
ST form B2
. ®
O =2, 7-1-469
; (4 F AJ
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Clerk 322 (p. 18)
POST OFFICE DEPARTMENT
[~ CRAFT SKILL TRAINING REQUIREMENTS
Tr g For (Position) Skilt or Tepic Sasia Time
iden. No.
256.3 Distribution Clerk Incoming Necondary Distribution and Dispatch 3 hours
(Parcels)
Instructor to be (Position) Type of Appointment Deslg. snd Act. Code
Supervisor aud/or OJT Iustructor Regular (Annual Rate) 11-0
Regular (Iourly Rate) 31-0
Whers Should Training be Conducted? Career Substitute 41-0
Workroom floor Seasonal and Postal Assistant (over 30 days) 61-0

When Should Trsining bs Conducted?

Three hours before indepeudent assignment to this task

Points To Bs Coversd

instructione! Aids snd
Notes to instructor

Distribution of Parcels—Secondary (Mechanized or Nonmech-
anized)

. Sources of parcels:

From primary

Bypass direct to secondary
B. Rack layout-labeling rack
C. Hangingand pulling sacks

D. Di patch
Separation to carrier holdouts—hampers

Dispatching by routes to platform truck
Combining outsides with sacks to carrier assignment

Combining numbered sacks in sack routing system ac-
cording to volume
E. Treatment -f special delivery. COD's, insured, certified and
first-class

FP—
POD Form 1542-8
May 1968

n-2, 7-1.49
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322 (p. 19) Crzft Orientation and Skill Training: Clerk
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position) Skitl or Topic Basic Time

1den. No.

260 Distribution Clerk Neheme Orientation (Manual) 2 hours
instructor to be (Positlon) Type of Appointment Desig. and Act. Code
Instructor and/or Designated Super-

visor

Regular (Annual Rate) 11-0

Where Shouid Training be Conducted? Regular (Hourly Rate) 31-0

All ofices performing scheme distri- | Career Substitute 41-0

bution, Classroom or quiet area, i

When Should Training be Conducted?

r\t all offices performing scheme distribution—2 hours

Foints To Be Covered

Instructional Ailds and
Notes to Instructor

Scheme Orientation

A Detine types of schemes

B. FExplan purpose of seheme

. Equipment and supphe~ for ~cheme ~tudy

D). Disetss proficiency” requirements, schenie examinations and
job performance

. Relationship of printed scheme to geographical and delivery
areas

F. Discuss program for recognition of superior perforinance

G, Explanation of coding scheme study eards

. Disenss tools of selieme study and how they are to be used &,
a. Map
b. Praetice eards
e Practice case
. Blackboard or paper and peneils

Lo Diceves Toehnigues of Seleme Study, POD Publication 133

Maps, practice cards, practice
cases

POD Publication 67

Printed schemes for represented
schemes

POD Publieation 133
(tive a copy to each trainee

FOD Form 28428

May 1948
Q
ERIC ,
!

T2, 7-169




Craft Orientation and Skill Training: Clerk 322 (p. 20)
POST OFFICE DEPARTMENTY
CRAFT SKILL TRAINING REQUIREMENYS
Train: For (Position L
“v:ﬂ.og. or ) Sikill ar Topic Sasic Time
Not to
. Distribution Clerk o Neheme Traming (\lmuml) exceed 28 hours
instructor to be (Position) of Appointment Des d Act. Code
Instructor and/oc¢ Designated Super. Trpe & an
- visor
Regular (Anaual Rate) 11-0
Where Should Training be Conducted? Regular (Hourly Rate) 31-0
All offices performing scheme distriq{ Carcer Substitute 41-0
bution. Classroom or quiet area.
* When Should Training be Conducted?

LAt office where outhe-clock scheme training is anthorized

Points To Be Covered

Instructional Aids and
Notes to Instructor

204
- 2641
2642
266
266.1

262.2

POD form
May 1968

Aruitoxt provided by Eic:

Scheme Training Procedure

AL Differentiate between on-the-clock scheme training and off-

the-clock scheme study

B. Discuss lesson study plans which are prepared for each

scheme for use during each on-the-clock scheme training
pel iod

(. Schedule for scheme training

D. Lesson study plans:

a. Dividing scheme into minor components—streets,
avenues, buildings, sectional center facilities, asso-
ciated offices, ete.

b. Manorizing locations and sequencing of minor com-
ponents

c. Association of minor components or portions to scheme
delivery unit

d. Distribution or practice cards

e. Blackboard or paper and pencil exercises

f. Assignments for home study

g. Progress testing and record keeping

*Training Identification Numbers ;

Qutgoing

Outgoing Primary
Outgoing Secondary
Incoming

Incoming Primary
Incoming Secondary

Scnedule on blackboard or chart
lesson plan for each scheme and
for each on-the-clock training
period

25429

139




322 (p. 21)

Craft Orientation and Skill Training: Clerk

CRAFT SKILL TRAINING REQUIREMENTS

Traleung For (Position) Skil or Topic Basic Time
iden. No.
21681 Distribution Clerk (Machine)| Letter Sorter Machine Operation

(Outgoing Primary Scheme) [Nee 322 (p. 24)

Instructor to be (Position)
First Line Supervisor—Machine Dis-
tribution Instructor

Type of Appointment

Regular (Annual Rate)

Regular (Hourly Rate)

{29!
Where Shouid Tra'~'ng be Conducted? Caceer Substitute

Training classroom

Desig. end Act. Code

11-0
31-0
41-0

When Should Training be Conducted?

Start group 14 weeks before being assigned to machine

Points To Be Covered

Instructions! Aids and
Notes to instructor

I. Outgoing Primary Scheme*
2\ Equipment and supplies

B. Orientation for scheme
1. Explain scheme code humber assignment
2. Explain lesson study plan )
3. Explain speed and acenracy requirements for instan-
taneots recognition
Testing procedure for each lesson
Coding scheme study cards
- Individual Traimng Record, Form 2548
7. Daily record slip
. Scheme study procedure
L. Individual stndy
2., Companion practice
3. Instractor testing for each lesson
. Developing rapid recognition
v. Daily record slip
i. Entries on Form 24338
7. Entries on progress chart
*Thix 15 2 new seheme, developed specially for the LSM, and scheme
training 19 on-the clock, starting from “serateh

e

)
)

0

. Other Schetmes- -Incoming Pronaey. Incoming Secondary,
orState. Cover Mrea A" and B above

Seheme training for other schemes will be griven as plans are
neide to put thetn on the LM, Usually the incoming primary is
the ~econd scheme < heduled for the LRM, and ~clieme training
for mstantancous recognttion will <tart when the keyboard
opetator 1~ adreandy workmg on the LSM. The trainee shonld have
dadrve record for the meonmime and State <chemes before starting
selieme training for mstantaneous recognition,,

Scheme, one per trainee

Lesson study plan

Scheme cards

Individual Training Record,
Form 2548

Progress chart

Daily Record Slip, Form 2438

P-24, Operator Training Manual
for Multiposition Letter Sort-
ing Machine

Scheme

Lesson study plan

Schenie cards

Daily Record Sli[), Form 2438

P-24, Operator Training Manual
for Multiposition Letter Sort-
ing Machine

Daily Record Slip, Form 2438

Scheme cards

Stopwatch or clock for rapid rec-
ognition

P-24, Operator Training Manual
for Multiposition Letter Sort-
ing Machine

POD Farm 2542-8
Moy 1968

erlc 140

Aruitoxt provided by Eic:
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Craft Orientation and Skill Training: Clerk 322 (p. 22)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position) Skill or Topic Basic Time
1den. No.
2182 Distribution Clerk Letter Sorter Machine Operation

{Machine)

(Ncheme Numbers and Keying)

See 322 (p. 24)

instructor to be {Position)
First Line Supervisor—Machine Dis-
tribution Instructor

Where Should Treining be Conducted?
Tralning elassroom

Type of Apgointment

Regular (Annual Rate)
Regular (Hourly Rate)
Career Substitute

Desig. and Act. Code

11-0
31-0
41-0

Whaen Sheuld Trainng be Conducted?

Start group 14 weeks before being assigned to maehine

Points To Be Covered

Instructional Alds and

Notes to Instructor

Numbers Assigned to Outgoing and Incoming Primary Scheme
A Equipment and supplies

B. Orientation for kevhoard

1. Explain operations of training console

2. Explain operation of DETEX

3. Explain keyboard and how to make numbers

4. Console power off—learn basic numbers. Instruectors
call numbers—trainees key numbers as called

J. Demonstrate starting, stopping, loading, and keying
on he training console

. Kexboard nunber training procedure

o Trainee loads feed table with numbers lesson cards

. Starts console

. Key numbers as presented
Learn rhythm—when to depress keys
rerun errors
Repeat procedures 1 through 5

. Record number of errors on daily record slip

S Alternate on practice keyhoard after two rans of a
lesson

Advanee tonext lesson when acenraey is met

Repeat each lesson as above at rate of 35 cards per
minute until all number~ have heen learned

R

-

-1

Training consoles equipped with

DETEX

Practice keyboards

Keyboard number chart

Keyboard number lesson plan

DETEX card number decks

Individual Training Record,
Form 2548

Progress chart

Daily record slip

P-24, Operator Training Manual
for Multiposition Letter Sort-
ing Machine

Training console
Practice keyboard
Keyboard chart

Training console
Practice keyboard
DETEX ecard decks
Keyboard chart
Daily record slip

POD Form 1342-8
Moy 1958

-2, 7-1-69
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Aruitoxt provided by Eic:

322 (p. 23)

Craft Oriemation

and Skill Training: Clerk

CRAFT SKILL TRAINING REQUIREMENTS

Training for (Position) | swilt or Topic Basic Time
Iden. No.
2163 Distribution Clerk Letter Sorter Machine Operation See 322 (p. 24)
t)l:n-hinm t Keying Outgoing Primary scheme)
Instructor to be (Position) | Type of Appointment Desig. and Act. Code
First Line Supervisor—Machine Dis-
tribution Instructor Regular (Annual Rate) 11-0
Should Tralning be Conducted? Regular (Hourly Rate) - 31-0
Where d e " Career Substitute 41-0
Training classroom

Whan Should Training be Conducted?

After phase 1 and 2 are completed (scheme and keyboard number training)

Points To Bs Covered

Instructional Aids snd
Notes to iInstructor

Outgoing Primary Scheme
A Equipment and supplies

B. Keying scheme procedure

1. Trainee londs feed table with addressed DETEX
cards

2, Starts console

3. Keys addressed eards as presented

4. Keysinrhythm at designated speed

J. Rerun errors

6. Repr .t procedures { through s )

7+ Record number of errors on daily record slip

K. Alternate on practice keyboard after two runs of a
a lesson

9. Advance to next lesson when eriteria accuracy is met

10. Inerease speed by five letters-per-minute as each total

review lesson is passed until criterin of 60-per-
minute at 93 percent accuracy is attained

Training console with DETEX

Practice keyboards

Scheme lesson plan

DETEX card scheme decks

Individual Training Record,
Form 2548

Progress chart

Daily record slip

Training manual

Training console
Practice keyboard
DETEX eard decks
Progress chart,
Daily record slip

POD Ferm 2542-9
Moy 1948

142
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322 (p. 24)
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Aruitoxt provided by Eic:

322 (p. 25) Craft Orientation and Skill Training: Clerk

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

"rz'l‘maco For (Position) Skili or Topic Sasic Time
2181 Parcel Sorter Distributor Parcel Sorter Machine Operation (Introduction) |1 hour
{Machine)
Instructor to be (Position) Type of Appeintment Desig. and Act. Cods
Tralning Oficer and/or Supervisor
Instructgor r r pe Reguiar (Annual Rate) 11-0
Regular (Hourly Rate) 31-0
Where Should Training be Conducted? Career Substitute 41-0
Classroom

When Shoutld Training be Conducted?

First day of training

Points To Be Covered

instructional Aids and
Notes to Instructor

Parcel Sorter Training Introduction for Operator Trainees

2. Weleone and introduction to training personnel

13. Description of the parcel sorter

C. Datiex of the operator, facer. and panel control operator

D). Training criteria for each scheme. Speed and accuracy
requirements

E. Three phases of training

F. Testing procedure to obtain Level 6

Note: This procedure for on-the-job testing to meet criteria is
in the process of development.

G. Question and answer period on the training program

Film Parcel Sorter Operations;
Training manual; Handouts;
P.S. training device

P00 Form 2542-8
May 1948

oy 1
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Clerk 322 (p. 26)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Teainng For (Position) Skill or Topic Basic Time
iden. No.
218.2 Parcel Sorter Distributor Parcel Sorter Machine Operation

(Machine) (Scheme Training) 323 (p. 20)
Instructor to be (Position) Type of Appointmant Desig. and Act. Code
First Line Supervisor or Operator-
Instructor Regular (Annual Rate) llj

Regular (Hourly Rate) 31.

Where $hould Trsining be Conducted? Career Substitute 11-0
Scheme
Classroom

When Should Training be Conducted?

For Outgoing Primary, start 1'2-2 months before assignment to parcel sorter
For Incoming Urimnary, start training 2% months before scheduled assignment to parcel sorter

Points To Be Covered ' Notes '?J'T:..Q.‘?.'«:'."’

I. Outgoing Schieme
A. Equipment and supplies Scheme cards; Wall pro
chart ; Daily record ; Individual
Training Record, Form 2548,

Lesson plan
B. Explanation of scheme )
1. Number of new items daily Outgoing scheme; P.S. Training
2, Speed and accuracy requirements for instantaneous Manual
recognition
(. Procedure for learning scheme .
L. Practice on an individual basis Scheme §tudr cards; Daily record ;
2. (‘ompanion practicing Individual Traning Record,

3. Testing for each lesson Form 2548; Wall pro
chart; Handouts; Lesson plan
II. Incoming Scheme

Note: Trainee should Renerally have a live scheme record before starting
parcel sorter incowing scheme training.

Areas covered in the incoming scheme training are the sane as
for the outgoing scheme. The orientation will be given only once,
usually during the trainees’ first session.

II1. Mixed scheme ] i i i
Outgoing primary and incoming primary combined

POD Ferm 2542-8
May 1948

=2, 7-1-69




322 (p. 27) Craft Orientation and Skill Training: Clerk

Phase 2—Keyboard Number Training

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traiming for (Position) Skill or Topic Sasic Time
iden. No.
2183 Pareel Rorter Instributor Parcel Sorter Machine Operation 10 hours
7 (Machine) t Scheme Numbers and Keying)
Instructor to be (Position) Type of Appeintment Desig. and Act. Code -
First Line Supervisor or Operator-
Instructor Regular (Annual Rate) 11-0
Regular (Hourly Rate) 31-0 .
Where Should Training be Conducted? Career Substitute 41-0 .
Classroom

When Shouid Training be :Jonducted?

Starts simultaneously with scheme training

Points To Be Covered ‘ﬂﬂwdaﬁ’:‘:‘m urm

A. Equipment and supplies Parcel sorter training device;
Keybomrd guide; Wall chart;
Daily Record, Form 243%; Les-
son plan: Appropriate fil-
strips: P, Traming Manual

B, Exj anation of parcel sorter traimng device Training device
. Starting :m(i stopping
2. Speed selector switch
3. Counters
1. Record of errors
5. Operating keyboard
6. Projector

—

€. Numbers traming procedure Lesson plan; training device, ete.
I. Numbers to be learned See above.

2. Lesson plan--dexterity «rill; reviewing procedure; new
numbers drill

3. Speed and accuracy requirements

4. Recording recults

ay 1968

El{lC 146 o
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Craft Orientation and Skill Training: Cierk 322 (p. 28)

Phase 3—NKeying the Scheme
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Trai Positien)
'aomzc. For ( Shilt or Tepic Basic Time
. 218.4 Parcel Sorter Distributor Parcel Sorter Machine Overation
Machine) (Keying Schemes) See 323 (p. 20)
instrucior to be (Positien) Type of Appointment Desig. and Act. Code
First Line Supervisor or Operator-
Instructor pe perato Reguiar (Annual Rate) 11-0
Reguiar (Hourly Rate) 31-0
Where Should Tralning be Conducted? Carcer Substitute 41-0
Classroom

When Should Training be Conducted?

After completion of Fhase 1, scheme training, and Phase 2, keyboard number training

instructionsl Alds and
Points To Be Covered Notes to instructor

A. Equipment and supplies Parcel sorter training device;
Wall chart; Daily Record,
Form 2438; Lesson plan; Ap-
propriate filmstrips; P.S. Train-
ing Manual

B. Keyirg scheme training procedure o )
. Number of lessons and number of items for each lesson Training device; Lesson plan,
. Review lessons etc. Ses above
Speed and accuracy requirements for initial covering of
scheme items )
. Final speed and accuracy requirements in training (50
per minute at 98 percent accuracy)
. Procedure for keying lessons
. Requirements for passing each lesson
. Overcoming speed and accuracy plateaus

[ IO =

s K=t R

‘ B Tere TS
May 1968
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ERIC

Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Maiihandier

31(p. i)

330 MAILHANDLER CRAFT
331 Mailhandier Craft Orientation Requirements

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Classroom, quiet area, or work area

Yeaining For (Position) Shilt Basic Time
idon, He. e or Tople
220 Maithandler Responsibilities and Dutles of Position 10 min.
Inetructor te be (Pesitien) Type of Appoinament Desig. snd Act. Code
Superrvisor or Group Leader

Regulsr (Annual Rate) 12-0
Where Sheuld Training be Canducted? Regular (Hourly Rate) 32-0

Career Subatitute 42-0

“When Sheuld Training be Conducted?

Second day in duty status and before assignment to job

Points Te Se Covered

instructions! Alds and
Notes 10 instructer

A. Introduction and relationship to supervisor
B. Introduction and relationship to group leader
(.. Necessity of following instructious

D. Acceptable conduct

E. Schedule assignent :
Hours of duty
Days off
Personal appearance
F. Workroom conduct (Good housekeeping, smoking regula-

tions, personal needs. personal effects, relationship with
other ctmployees, eaution against horseplay)

700 Form 23542-A
Moy 1948
-2, 7-1-49
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331 (p. 2) Craft Orientation and Skill Training: Mailhandler

POST OPFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

) { F i or T Basic Time
m o (Pooition) or Topic
220 Mailhandler Responsibilities and Duties of Position 25 min,
[ tnewrucenr 1 be (Pesntem) Type of Appointment Desig. and Act. Code
Group Leader or Supervisor
Regular ( Annual Rate) 12-0
Whre Should Training be Conducted? Regular (Hourly Ratej 32-0 .
. < o ;
Classroon:, quiet ares, or work area | U2Fe€r Substitute 2-0

YWhen Sheuld Tramng de Conducted?

Second day in duty status and before assignment to job

Points To Be Coverss insuuctional Aids and

Duties of Position Job description

AL Loading and unloading mail

B. Transfer of mail

€. Preparing mail for distribution

D. Dispatehing mail

E. Protection of mail from damago, loss, or theft
F. Filn Dutées of the Mail Handler Duties of the Mail Handler-—
i 16-mm film, projector and screen

70D Form I33-A
Moy 1948

ERIC 150

Aruitoxt provided by Eic:




Craft Orientation and Skill Training: Mailhandler 331 (p. 3)
I POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Traming For (Position) Skilt or Topic Basic Time
Iden No.
220 Mailhandler Procedures to Follow When Unable to Report for { 15 min.
Duty
‘ instructor to be (Position) Type of Apgointment Desig. and Act. Code
Supervisor
pervis Regular (Annual Rate) 12-0
- Regular (Hourly Rate) 32-0
Where Sheuld Training be Conducted? Career Substitute B0
Classroom or quiet area
“When Should Trainmng be Conducted?
¥ cond day in duty status and before assignment to job
. structi Aids snd
Points To Be Covered o et

A, Telephone numbers—when to call
B. Use of Form 30971 Form 3971

C. ATAL program, annual and sick leave, AWOP, AWOL
(Specifically related to this craft assignment)

POD Form 2542-A
. Mey 1968

TL-2, 7-1-69
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331 (p. 9

Craft Orientation and Skill Training: Mailhandler

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Supervisor and ‘or Group Leader

Regular « Annual Rate)
Regular « Hourly Rate)
Career Substitute

Where Shouid Training be Conducted?
Classroom. quiet area, or work aren

Traming i For (Position) Skill or Topic | Basic Time

Iden No !

220 Mailhandler Safety and Emergency Procedures 435 min.
Instructor to be (Position) Type of Appomtment Desig. and A~t. Code

12-0
32-0
42-0

When Should Trasming be Conducted?

Sevond day in duty status and before assignment to job

Points To Be Coversd

Instructional Aids and
Notes to instructor

Sufety Kit (Mailhanaler)
N, Fil flo 1 1iTE Sufe 1y

5. Machine hazards

" Proper clothme:

Neckbiees, ties, anil foose sleeves prohibited arvound
moving machinery

Female emplovees required to wear ~hoes with heels
of moderare height

b, Correct methods of movag gnrneys ansd nutting tricks

E. Foeand emergency procedures

Film slides and script.

16-mm projector, screen, and film
Houw to Lift Sufely

P00 Form 1543-A
May 1948

ERIC

Aruitoxt provided by Eic:

1

2

TL-2, 7-1-4




Aruitoxt provided by Eic:

Craft Orlentahon and Skull Training: Maulhandler

331 (p. 5)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Supervisor and/or Group Lender
Regular { Annual Rate)

Where Should Training be Conducted? Regular ( Hourly Rate)
Classroom or quiet area and work-{ Career Substitute
room floor

Teaining For (Position) Skill or Topic Basic Time

tden. No. )

220 Mailhandler Identifying Types and Categories of Mail 30 min.

Instructor to be (Positlon) Type of Appointment Desig. and Act. Code

12-0
32-0
12-0

When Should Training be Conducted?

Second day in duty status and before assignment to job

Points To ds Covered

instructional Alds and
Notes to Instructor

Identification of, and Treatment Atforded ;

Local—Nonlocal
Metered—Stamped

B. Second-class mail:

. Third-class mail

Loeal

Yonlocal

Bulk nmil—recognition of, and clearance procedures
D. Special handling
E. Fourth-class mail;

Ordinary
Special handling

F. Speeial delivery
(i. Certified

H. Registered

I. Collect on delivery
J. Military mail

K. Chustoms

I.. Postage due

A First-class mml 35-mm filmstrip and projector,
Classes of Mail

Daily new-papers Specimens of the different classes
Magazines and types of mail

TOD Form 2581-A
May 1948

-2, 7-1-49
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331 (p. 6) Craft Orientation and Skill Training: Mailhandler

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training For (Position) Skill or Topic Basic Time
tden. No.
220 Mailhandler Tour of Assigned Installation 40 min
instructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or OJT Instructor
Regular 12-0
pgular (Hou at 2-0
Whers Should Training be Conducted? Qegular (Hourly Rate) 32

Assigned installation

When Should Training be Conducted?

Second day in duty status and before assignment to job

insteructional Aids and
Paints To Be Coversd Notes to instructor

A. Discussdingram of faclity Diagram of facility
B. Locations where work witl be performed

. Sources of mail--receipt and dispatel points clearance section
D. Flow of mail

E. Fire exits and equipment

F. Safety hazards

(3. Swing, lunch and locker rooms

H. Location of offives

Time section
Tour superintendent

I. Firstud room

POD Form I543-A
May 1968

-2, 7-1-49

E]{fc 154

Aruitoxt provided by Eic:



Craft Orientation and Skill Training: Mailhandler 331 (p. 7)
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Traiming For (Position) Skill or Topic Basic Time
Iden. No. Mailhandlers appointed prior
220 to installation of Craft Skill | Safety and Emergency Procedures 1% hours

Training System

“Instructor to bs (Position) Type of Appointmant

Supervisor and/or Group Leader Regular (Annual Rate)

Kegular (Hourly Rate)
Career Substitute

—whare Should Training be Conducted?

Classroom, quiet area, or work area

' Desig. and Act. Code

12-0
32-0
42-0

When Should Training be Conducted?

Comple* “wvithin three months after receipt of these requirements

Points To Be Covered

instructional Aids and
Notes to Instructor

A. Films, How to Lift Safely or A Weight Away

B. Machine hazards

C. Proper clothing

ing machinery

are not suitable for wear on workroom floor
D. Correct methcds of moving gurneys and nutting trucks
E. Fire and emergency procedures

F. Safety slide kit for mailhandlers

Necklaces, ties, and loose sleeves prohibited around mov-

Female employees required to wear shoes with heels of
low or moderate height. Open toe shoes and sneakers

16mm projector, screen, and
films, How to Lift Safely or
A Weight Away

Utilize mailhandler to demon-
strate proper lifting of sacks
and pouches

Mailhandler safety kit—slides
and script

POD Form 2342-A

Moy 1968
TL-5, 5--15-70




E I{[C -2, 7-1.49

Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Mailhandler 332 (p. 1)
332 Mailhandler Skill Training Requirements
\
\ POST OFFICE DEPARTMENT
} CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position} Skiil or Topic Basic Time
iden. No.
242.1 Mailhandler | Outgoing Mail Preparation (Mixed Collection) 3:30
instructor to be (Posution) Type of Appointment Desig. and Act. Code
Supervisor nnd/gr Group Leader Regular 12-0
Where Should Training be Conducted? Regular (Hourly Rate) 32-0
Career Substitute 42-0

Workroom floor

When Should Training be Conducted?

hour follo . up instruction during next period of assignment

Provide 12 hour mstruction before assignment, 112 hour close monitoring before independent assignment, and 1%

Points To Be Covered

instructional Aids and
Notes to Instructor

A. Segregating and dumping collection mail
Reading pouch and sack labels
Disposal of empty equipment )
Actual dumping under close monitoring

B. Culling (mixed collection mails)
Ldentifying classes and types of mails
Withdraw .ng bundles
Disposition of identitied bundles—local, out-of-town
Separating nonmachineable mail from cancelable mail
Disposition of nonmachine-cancelable mail
Actual culling under close monitoring

(. Facing mail (where applicable)
Actual facing under close monitoring

#OD Form 13438
Mey 1988




332 (p. 2) Craft Skill Training Requirements: Mailhandler

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

’;-w:—— .T_F;r _(r:_— ) _S;lil or Topic Basic Time
Iden. No.
2423 Mailhandler Outgeing Mail Preparation 1 hour
(Class A Machine-Canceling)
Instructor to be (Positlon) Type of Appointment Desig. and Act. Code

Supervisor and/or Group Leader

Regular
Regular (Hourly Rate)
Career Substitute

Whare Should Training be Conducted?

Workroom floor

12-0
32-0
42-0

When Should Training be Conducted?

Before independent assignment to operate the canceling machine

Pomts To Be Covered

Instructionsl Aids and
Notes to instructor

A Machme-Class * A" canceling
. . .
B. Changing die
€. Treatment of long letters and short letters
D. Actual canceling under elose monitoring

E. Performance of routine or minor maintenance tasks

';OD Form 13479

oy 1964

ERIC 157

Aruitoxt provided by Eic:

Ti=2, 7-1-4%




Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Mailhandler 332 (p. 3)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Traimng For (Position) Skill or Topic Basic Time
tden. No.
242.4 Maithandler Outgeing Mail Preparation 13%%2-2 hrs. class-
Facer Canceler, Rdger-Stacker room/2 hrs
on-the-job

Instructor to be (Positlon) Type of Appointment

First Line Super\'isnr.' (}roup Leader

ore uld Teaining nducted?

Regular 12-0
Regular (Hourly Rate) 32. £
Classroom and on-the-job Career Substitute 42-0

Desig. and Act. Code

When Should Training be Conducted?

On-thie-jub training is performed w hen first assigned to the machine

Classroom training must be completed hefore assignment to operating facer-canceler

Points To Be Covered

Instructional Aids and
Notes to Instructor

OPERATION OF FACER-CANCELER AND EDGER-
STACKER
Classroom

A Machine A" and Machine B Operators ;
1. Operating machine controls
2. Nafety precautions
3. Clearing jams

B. Machine A" Qperator:
1. Operating controls for edger-stacker
2, Stacking mail in the edger-stacker
3. Bemoving nonmachineable mail
4. Proper feeding of mail to the facer-canceler
a. Operates facer-canceler-edger-tacker at the preseribed

rate of SP 2470

(. Machue "B” Operator:
1. Disposing of canceled mail and providing empty trays
2. Clears jams and assists * 17 operator, as neec e({

Note: Machine “\” and “B™ operators interchange periodically

On-the-joh
D. Demonstrate the points listed under classroom training
5. Snpervisor fills out performance evalaation for each operator

F. Performance of rontine or .mmor maintenance tasks (upon
attwning performance standards preseribed for jobh)

P00 Form 2542-8
May 1968

Trammg manual P-22¢ 35-mm
filmsteip,  Maid  Preparation
Linc; shide projector; 16-mm
film Ldger-Stacker; film pro-
jector: handouts

See above

See above

Actual equipment,

Performance evaluation form

n-2, 7-1-69
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332 (p. 4 Craft Skill Training Requirements: Maithandler

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Treining For (Position) Skill or Topic Besic Time
Iden No.
2425 Mailhandler Outgoing Mail Preparation (Metered) 2 hours
Instructor to be (Position) Type of Appointment Desig. and Act. Code .
Supervisor and/or Group Leade

pe d/0 (111}] ader Regular ;%

Regular (Hourly Rate)

Whaere Should Treining be Conducted? Career Substitute 420
Workroom floor

When Should Treining be Conducted?

Fifteen minutes before assignment to process metered mail; 1:45 before independent assignment (where separate
metered breakup unit operated)

Points To Be Covered ln':;rtu.:t 'tt::‘ﬂ\:t'rﬂ'ct:cd

A, Metered muails

B. Trayimg—local- -out-of-town

(. Identifying nonmetered

D. Separating letter-size and other sizes
. Disposition of cancelable nal

F. Disposition of wetered mail

G. Actual performance under close monitoring

POD Ferm 25418
Moy 1988

E \l)C Ti=-2, 7-1-69
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Craft Orientation and Skill Training: Mailhandler

332 (p. 5)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traning | For (Position) Skill or Topic | Basic Time
Iden. No.
252 Maithandier Incoming Mall Preparation (Transit Opening 3 hours
Unit)
L]
instructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor and/or Group Leader
Regular 12-0

Where Should Training be Conducted? Regular (Houriy Rate) 320
Workroons floor Career Substitute 42-0
When Shoutd Training be Conducted?
Thirty minutes before assignment
Tw and one-half hours before independent assignment to incoming opening operations

Points To Be Covered Instructional Aids and

Notes to !nstructor

A. Segregating sacks and containers )
Preferential, nonpreferential, papers, letter circulars, ete.

B. Identification and handling of presorted mail and bypass mail

(. Placarding or identifving sacks of nonpreferential mail as to
time of receipt

D. Opening—dumping-~inspection of empty sacks
E. Conveyor operation—where applicable

. Identification and disposition of bundles and single pieces as
to type, classification, ete.
Special delivery, registered

G. Traying cr placing in work containers
H. Preparing bundles for distribution

L, Insposal of empty equipment
Sacks, labels, bands

J. Disposal of mail for further handling

. Disposal of mail bypassig further handling
L. Movement of mail to work centers

M. Weighing mail and recording weights

N. Actual performance under close monitoring

POD Form 1347-8
Meay 1968

Q  na2 7w
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332 (p. 6) Craft Skill Training Requirements: Mailhandier

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Supervisor and/or Group Leader
Regular

Regular Hourly Rate)
(Career Substitute

Where Should Training be Conducted?
Parcel repair area or workroom

Tr g | For (Position) Skitl or Topic Basic Time

tden. No !

a2 Mailhandler Repairing and Rewrapping Damaged Mail 2 hours

Instructor to be (Position) T Type of A;ao&nunont Desig. and Act. Code

12-0
32-0
42-0

When Should Training be Conducted?

Oune-half hour hefore assignment
Two and cue-half horrg before indepen {ent assignment to task

Points To Be Covered

Instructions! Aids end
Notes t0 Instructor

A, Repuring and rewrappmg damaged mail
B. Obtaining damaged nuul
C. Useof:
Tyving machine
Tape dispensers
Heat sealing (where applicable)
Rewrap cont iners:
Cartons
Bags
Hand wrapping
D. Tdentifieation and retention of contents, labels
I, Precautionary measures
I Disposei of nnidentifiable vontents
T. Re-entry into muil stream
H. Sanetity of mail and contents
I. Useof Form 3837
J. Useof Form 3823
K. Location of cupphes

L. Actual perfermauce ander elose monitoring

Form 3837
Frm 3823

POD Ferm 2542-3
Mey 1968

ERIC
161

TL-2, 7-1-69




Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Mailhandler , 332 (p. D
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position) Skilt or Topic Basic Time
iden No.
274 Mailhandler Sack Handling 1 hour
instructor to be (Position) Type of Appointmen® Desig. and Act. Code
Supervisor and/or Group Leader Regular . 12-0
Regular (Hourly Rate) 32-0
Where Should Training be Conducted? Career Substitute 42-0

Workroom fioor

When Should Training be Conducted?

Before independent assignment to perform that task

Points To Be Covered

instructional Aids and
Notes to instructor

A, Reading pouch and sack labels

B. Unloading mail (sacks, ponches, hampers)

(. Loading mail on moving belts

D. Loading mail on conveyors and down drop holes
E. Dumping mail frons sacks and pouches

F. Segregating and dumping mail

(. Culling (dentifying classes and types of mail)

H. Performance under close monitoring

J
POD Form 2542-8
May 1968

T2, * 6%
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332 (p. 8)

Craft Skill Training Requirements: Mailhandler

CRAFT SKiLL TRAINING REQUIREMENTS ‘

Traning for (Positien) Skill or Tepic Sagie Time |

iden. No. i

|

278.1 | Mailbandler Platform Operations 3 hours |

Instructor to be (Position) Type of Appointment Desig. snd Ast. Code !

L

Supervisor and/or Group Leader Regular 12-0 |

Where Should Training be Conducted? g:ue::rs:x?&u:‘:amu) 42-0 :
Platform

When Should Training be Conducted?

Two and one-half hours before independent agsignment

Thirty minutes before assignment (ciasaroom where films are shown and workroom) |

Points To Be Covered

Iastructional Alds snd
Notes to Instructor

L. Incoming Platform Operations
AW
.
. Platform levelers (where applicable)

1
L

“woading vehicles

shi

. Receiving direct mailers shipment—bulk mail
. Clearance procedures

. Use of portable conveyors

. Arrangement of plat form trucks and hampers

Dumping smai! in drops and on conveyors

1. Outgoing Plat form Operations
A. Sack handling at sawtooth platform

3
R
D
E
¥

L)

. Loading platform trucks

. Handling outsides
. Phicing saeks in holding area

. Loading vehieles and rail cars ;
Sequential platform

Full utilization of veﬁicle cube

U~e of portable conveyors

Use ()}

(where applicable)

Yraen
i

Opening vehicle and rail ear doors (where applicable)

,etc.

H. Reading of sack labels

. Disposition of mail by elassand t.y[)e:,
Preferential—nonpreferentia
Macks
Outsydes

J. Entry in conveyor-systems (mechanized offices)

. Direct runouts and chutes (mechanized offices)

lacement and loeding

platform dockboards, platform lev

16-mm projector (motion picture)
and films:
Outgoing Platform Activities
Incoming Platform Activities

Chapter VII—Handbook M-52

elare

bsd-4+1

POD form 15428
Moy 1968

Q

ERIC

Aruitoxt provided by Eic:

163
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ERIC

Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Mailhandier 332 (p. 9)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

;'3.'.'."3. | For (Posttion) Skill or Tepic Basic Time

276.2 Mailhandler Dispatch Procedures 2 bourse

Instructer to be (Position) Type of Appointment i Desig. and Act. Cede
ISupervisor and ‘or Goup lLender

Regular 12-0
Where Should Training be Conducted? Regular (Hourly Rate) 320
Thirty min. group lastructions work- | Carcer Substitute 42-0

room foor

When Shouid Inmlﬂ? b—:(-lmouctod?
Must be coupleted before assignment to the particular operation

Thirty minutes before assignment
Une and one-half hours before independent assignment

Points To Bs Covered

instructional Aids and
Notes to instructor

A, Sweeping mail from cases

E. Moving nutting trucks and other rolling equipment
F.

Loading sacks, pouches, and parcels in trucks or railread
equipment

Y. Louding and securing containers in trucks
H. Loose pack dispateh

I. Reading pouch and sack Iabels

J. Closing and locking sacks and pouches

K. Iuspatehing sachs aml pouches—where necessary, furnish
trainees written instructions on dispately procedures

M. Bandine W tter bandles

O Aetual performance under elose monitoring

T8O Form 25408
Mey 1NS

B. Assembling mail in trays
. Sacking and pouching niuil Chapter VII Handbook M-52
D. Loading nutting trucks Cargo Loading and Control

L. Tying flat hundles Banding Instruction Handout

N. Labeling packages of mail POD Notice 91

Ti-2 7-1-49

NN VN




ERIC

Aruitoxt provided by Eic:

332 (p. 10)

Craft Skill Training Requirements: Mailhandler

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Supervisor and/or Group Leader

Regular
Reyular ( Hourly Rate)

Where Should Training be Conducted? Career Substitute
Workroom area

Te L] For (Position) Skilt or Topic Basic Time

tden. No.

27n.1 Mailhaidler Parcel Post Mail Processing 1 hour

Instructor to be (Position) Type of Appointment Desig. and Act. Code

12-0
42-0

When Shoutd Training be Conducted?

One hour before independent assignment

Points To Be Covered

Aids snd

Instructions)
Notes to instructor

E.

A
B.

. Movement of hampers, plat form trucks, ete., to and from dis-

D.

: Dispateh to dump holes, platform trucks

Hangmg and labeling sacks

Rack Toeations and layout

tribntion areas
Sacking pareels

Pull down for dispateh

P00 Form 2542-8

Moy 1968

TL-2, 7-1-49 ‘




#00 Form 13439
o

Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Maithandler

332 (p. 11)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Tesns " For (P i "

Jraning g (Position) Shill or Topec I.mﬂmo

ns2 l Maithandler Distribution Procedures I 2 hours
instructor to be (Position) Type of Appointment Immmc«a
Supervisor and/or Group Lender

Regular | 120

Where Should Training be Conducted? Regzular « Hourly Rate) 32-0

Workmom floor., 30 min. group in-j Carver Substitute 12-0

structions i

-\'Ihon Should Trammg be Conducted?

Muxt be compieted before assignment to this particular operation

Points To Be Covered

instructionsd Aids snd
HNotes %0 Instructor

A Explasation of niri

B. Mail separations

€. Sack ansd pouch separation

D. Familiarization with outgoing distribntion area

K. Ledge loading tother)

-2, 7-149
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Craft Orientation and Skill Training: Special Delivery Messenger 341 (p. 1)

‘ 340 SPECIAL DELIVERY MESSENGER CRAFT
341 Special Delivery Messenger Orientation Requirements

PC3T OFFICE DEPARTMENT
_ CRAFT ORIENTATION REQUIREMENTS

:l:;:.c‘mg , For (Position) "1 suil or Tope Basic Time
3 Spechal Delivery Messenger Imties and Responsibilities: 2 hours
t se of Timecards
Intreduction
instructor to be (Position) | Type of Appointment Detig. and Act. Cods
") !
~ i Regular 14+-0
’ Where Should Tramng be Conducted? | Career Substitute $4-0
Temporary Substitute  Ind 54-0
Classroom or gulet area I

i

When Should Tumu;c Conducted?

Must b conepleted before assignment to duty or other trajnlng

Points To Be Coversd ‘m‘ Aids snd

AL Explanation of dunes Job deseription
Dhelivery of spectab delivery miail
Sehedude of work hour<and days
Prompt return to oftice after cotpletion of last delivery

B. Telephione nnmbuees for calling in during emergencies and
e~

‘ . Custonter relations
D, =afety

When drivine
When walking
When Tifring
Safery ide kit for special delivery messengers Safety slide kit, projector and
~rpreen
E Uwof timeeards or tie teeording badses

Form 1200

Form 122

Trip Cand (Form 1250 |

F. Intrahuetion
Stpervisor
Instrmctoro <) !
Fellow messengers

G Wearing of nniforms

*Nie~aal delivery foreman or qualitied special delivery OJT instructor

. P00 Farm DAI-A
May 1968

-2 7-1-49

Q 1 67

Aruitoxt provided by Eic:




341 (. 2) Craft Orientation and Skill Training: Special Delivery Messenger

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Tein | For (Position) Skitl or T Basic Time
iden. N, l ¢ opse
I
340 I sSpecial Delivery Messenger Typex of Mall Acceptable as Special Delivery 2 hours
instructor to be (Position) Type of Appointment Desig. and Act. Code
)
{ Regular 10

i

Where Shoutd Training be Conducted?
Classrinn or quiet ares

Carver Substitute | +4+-0

When Shouid Training be Conducted?

Must be svinpleted before assigument to duty or other training

. instructions! Aids snd
Points To Be Covered fNotes to instructor

AL Types of mal aceeptable as special delivery, Cliusses of Mail | 35-mm ﬁlmstrif) projector: 3313
tilmst e rpm record player
Clusces of Wil filmstrip

-
v

. Delivery of acconntable muul filmetrip Delivery of  Aecountable Mail

C. Special setvi filmstrip and record
a s 1 ervices

Special delivery
Recognition
Fees

D. Registered special delivery
Otlice treatment
Ntreet treatment
Delivery treatment

E. Insnred special delivery
Numbered and unnmunbered
Dlelivery procedures

F. Collect on delivery special delivery
Oflice treatment
Delivery rreatment

(. Certified \lﬂ‘t'i:ll delivery
Otlice treatment
Delivery treatment

H. Sanctity of niuls
Protection of nuzuld on ronte

expecinl delivery foreman or spevial delivery OJT instructor

e @
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Craft Orientation and Skill Training: Spacial Delivery Messenger 341 (p. 3)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Where Should Training be Cond':cted?

Classroom or quiet area

Training For (Position) Special Delivery | Skill or Topic Basic Time
Iden. No. Messengers appointed prior
430 to installation of Craft Skill | Safety Training 1% hours
Training System
Instructor to be (Position) Type of Appointment Desig. snd Act. Code
Special Delivery Foreman Regular (Annual Rate) 14-0
Career Substitute 44-0

When Should Training be Conducted?

Complete within three months after receipt of these requirements

Points To Be Covered

instructional Aids and
Notes t0 instructor

A. Safety slide kit for special delivery messengers
(Under development. Will be available in FY 1971)

B. Se:a.t belt film, Make It Your Habit
C. 16mm film, You Can’t Bite Back

D. Safety slide kit for driver orientation

Special delivery messenger
safety slide kit——script and
slides

16mm film, Make It Your Habit
16mm projector, screen

16mm film, You Can’t Bite
Back

Driver orientation slides and
script

FOD form 1AT-A
Mey 1968

“1-5, 5-15-70

ERIC
A 169




Craft Skill Training Requirements: Special Delivery Messenger 342 (p. 1)

I 342 SPECIAL DELIVERY MESSENGER SKILLS TRAINING REQUIREMENTS

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traiming Far (Position) Skill or Topic Basic Time
tden. No.
3421 Special Delivery Messenger Office Work Befure Leaving 3 hours
Instructor to be (Position) Type of Appointment Desig. and Act. Code
- *)
Regular 140
Where Should Training be Conducted? Career Substitute 24-0

Work station

When Shouid Training be Conducted?

Must be completed before assignment to duty or other training

Points Te 8o Covered

Instructions! Aids and
Notes to Instructor

A, Time recording procedures

B. Obtmumng mail and arrow keys
Special delivery
Speetaldelivery postage due
Spectal dehivery registered
Special delivery COD, msured and
Certitied

C. Receipting for aceountable mail
. b. Preparing forms for aceonntable mail
E. Arrangmg mail for sequence of delivery
Use of street gruide
F. Loading satchel
(1. Obtaining vehicle
Il Loading parcels in vehicle

L Useoftripeard

*Special delisery foreman or special delivery OJT instructor.

00 form 13428
Moy 1962

' -2, 7-1-49

ERIC

Aruitoxt provided by Eic:
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342 (p. 2) Craft Skill Training Requirements: Special Delivery Messenger
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position) Skiil or Topic Basic Time
iden. No.
3423 Special Delivery Messenger Street Duties 8 hours
{nstructor to be (Position) Type of Appointment Desig. and Act. Code .

*)

) Regular 14-0

Whers Should Training be Conducted? Carcer Substitute 1“0
{ha route -

When Should Training be Conducted?
Must be completed before assignment to duty or other training

Instructional Alds snd
Points To Be Covered Notes to instructor

AL Delivery methods and procedures
Importance of personal delivery
Procedure when acddressee is not home
When toleave special delivery article
When toreturn article to office
Use of Form 3955
Articles endovsed Restricted Delivery

B. Delivery to 2t of Bownd hoxes

S

" Delivery of acconntable and signature nyul
Protection of aceomtable mail before delivery

D Delivery to business addresses )
Multistory building: hotels 2 holiday service : retail stores

-

L Delivery to restdential addresses
High-rise apartment building: garnlen-type apartments;
single units: roonting houses
F. Handling. packing, and locking vehicle while making deliv-
CrIesS

*Special dehvery foreman or quatitied special dolivery OJT instructor.,

-2, 7-1-49

ERIC 171

Aruitoxt provided by Eic:




Craft Skill Training Requirements: Special Delivery Messenger 342 (p. 3)
POSTY OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Traioing For {Position) Skill or Topic Basic Time
Iden. No.
3825 Speciitl Delivery Messenger Office Work— After Return 2 hours
instructor to be (Position) Type of Appointment Desig. and Act. Code
L ]
)
¢ Regular 14-0
(‘areer Substitute 4H-0
. Where Should Training be Conducted?
Work station
When Should Training be Conducted?
Must be cotuple Lledd before assigument to duty or other training
Points To Ba Covered |ﬂﬂﬂ'm.!‘=ﬂ&n?'l”ﬂ‘m?d

POD Form
May 1940

\)‘ n-2, 7-1-49

ERIC

Aruitoxt provided by Eic:

AL Useoftrp earaand trock card

B. Disposition of imdeliverable items
(. Obtaining clearance for accountable, signature mail, and keys
D). Serviemg of vehicle

E. Cheek-n of vehicle

F. Questions and auswers—- immediate supervisor

(. Swnmary of eraft orientation and job skills

s¥pecial delivery foreman o qualified special delivery OJT instru-tor.

1'72




Craft Skill Training Requirements: Special Delivery Messenger

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

| For (Posi I skill or Topic Basic Time

Traming
Iden. No

430 Special Delivery Messenger Driver Orientation 2 hours

Instructor to be (Position) Type of Appointment Desig. and Act. Code
Designated Driver Instructor Regular (Annual Rate) 14-0
Career Substitute 440

Where Should Training be Conducted?
Classroom or quiet area

When Should Training be Conducted?

Before assigniment to driving duties- item< A, B and C, t~ be given before iuitial driver trainirg on vehicle-—1 hour;
items D-K, to be given after trainee completes traiuing on vehicles—1 hour,

. Instructional Aids and
Points To Be Covered Notes to0 Instructor

. Defensne duving
Professional »~. amateur drivers
Proper attitudes )
Explanation of stopping distances (reaction time plus
braking time) . .
safety slide kit for driver orientation Safety slide kit, slide projector,
screen
B. Velucle preservation
Role of driver in preserving vehicle

¢'. Loeal traflic laws and ordinances
Prohibition against speeding )
Rule~ on parking and double parking

D. Vehicle maintenance

['se of vepanr tag Form 4363, Repair Tag
F. Procedure incase of an accident
F. Disenssion of contents inaceident report kit Accrdent Report Kit
(7. Role of aceident review board P_()l)_p“h“"“ti““
Preventable rv. nonpreventable aceidents Far Erperts Only
Safe dviving awards
. Use of Form 70, Truck Card Form 4570 .
I. Driver customer relations
T 16.mm Glin—7he Snith Nystow af Npace Cushion Driving 16-mm ﬁh“‘—Th? Sm’t(l _Sysfem
. ) o ) ’ of Npace Cushion Driving .
K. seat belt il Malko it YVour Hahit 16-mm projector, screen

16-mm tilm—Make It Your Habit
16-mm projector, screen

P00 Form 2542-8
Mey 1968

El{fC‘ 173 Tie2, 7149

Aruitoxt provided by Eic:




Aruitoxt provided by Eic:

Craft Skill Training Requirements: Special Delivery Messenger

342 (p. 5)

POST OFFICE DEPARTMENT

CRAFT SKILLS TRAINING REQUIREMENTS

Traning | Sk or Topic

l For (Position)
Iden. No.

Special Delivery Messenger
Jeep Dispatcher 100)

Veliicle Familiarization (Right-hand drive,

Basic Time

1 hour

Type of Appointment

Regular (Annual Rate)
Career Substitute

instructor to be (Position)
Designated Driver Instructor

Where Shouid Tninln‘ be Conducted? B
Classroom or quiet area and garage
or driving range

Desig. and Act. Code

14-0
44-0

When Should Training be Conducted?

Within 3 months after receipt of these instructions for messengers alrcady assigned to drive this vehiele, if they have not
recetved same or equivalent training Immediately prior to a«-ignment to drive this vehicle for othcr messengers.

Points To Be Covered

Instructional Aids and
Notes to Instructor

A. Introduce and show slide-sound presentation, *From Foot-
power to Horsepower”,

—
v

. Discuss pertinent points of presentation.

o~

', Demonstrate and discuss following operations or parts of
vehicle and relate to shde-~ound presentation :

. Murors (rearview, pot lid 1. Seat adjustment

(=4

and side) i. Safety belt
b. Windshield wipers j. Controls and switches
¢. Tire pressure k. Instruments and indicator
d. Gasand oil lights
e. Doors, latches and locks 1. Steering capability
f. Gas tank location and clear- m. Acceleration and braking
ance characteristics
g. Loading and rear loading
clearance

D. Provide each trainee with Notice 76, Expanded Vehicle
Safety Check. Review and diseuss in relation to vehicle,

Slide  projector, cassette tape
player, screen, slides and cas-
sette

Ratio of instructors to trainees not
toexceed 1to b

Notice 76

5 Torm

Msy 1968 2542-B
N7, $-24-7)
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342 (p. 6) Craft Skill Training Requirements: Special Delivery Messenger

POST OFFICE DEPARTMENT
CRAFT SKILLS TRAINING REQUIREMENTS

Training | For (Position) | skift or Topic Basic Time
iden No '
i
432 1 Special Delivery Messenger Vehicle Familiarization (Conventional ¢ruck) 20 min. )
Instructor to be (Position) Type of Appointment Desig. and Act. Code
Designated Driver Instructor Regular (Annual Rate) 14-0
Where Should Training be Conducted? Career Substitute 440 -

Classroom or quiet area and garage
or driving range

When Should Training be Conducted?

Before assignment to driving duty. Time i3 based on prior training on right-hand drive truck or three-wheel vehicle,
If trainee has not received prior training, provide 1 hour for this phase

Instructional Aids and
Points To Be Coversd Notes to Instructor

Explain and demonstrate the following parts and operations of
a conventional vehicle ;

a. Gear shift Ratio of instructors to trainees

b. Ignition not to exceed 1 to 5

¢. Accelerator and brake pedals

d. Parking brakes and adjustments

e. Windshield wipers )

f. Light switches (headlights, parking, flashing, and direc-
tional)

g- Gasolineand oil gauges

h. Tire pressure

i. Loading vehicle

j- Mirrors (rearview, side, and pot lid)

Safety Check ] Notice 76
Notice 76 to each trainee for safety check

El{fc‘;" 2542.8
. 175



Aruitoxt provided by Eic:

POST OFFICE DEPARTMENY
CRAFT SKILL TRAINING REQUIREMENTS

Career Substitie

Where Should Training be Conducted?
Driving range

Traning | For (Position) | skifl or Topic Basic Time
Iden No.
hdd Special Dehivery Mossenger Coutrolled Driving Iustruction and Evaluation *)
Instructor to be (Position) " [ Tyoe of Appointment - Deslg. and Act. Code
Desiguated Driver Instracior Regular (Annual Rate) 14-0
440

Waen Should Teaining be Conducted?

Befoere assignment to drive that particalar vehicle

Points fo Bs Covered lna:,r'u.c’:tl&n?'l‘ 'A'l:.lﬂ:l'ld

Allow each tronee to practice driving for proficiency in:

a. Smooth stopping and knowledge of bruking distance re-
quired for varving speeds

b, Locating front and vear bumpers

sides

d. Parking of veluele- backing and perpendicular
v, Fivenrile road test for evalnation of driver trainee Form 1543

*I'rovide 2 hours nstruction and practice for right-haund drive or three-
wheel vehicles Allow 40 miutes practice for teft-hand drive velucle when
traines has recened prior tranung on right-hand drive or three-wheel
vohiele If toft-hand drive truck 15 mtial assigument, provide 2 hours prac-
tice for that vehicie

2o conventional tracks, use 112 For right-hand drive, nse 444

One veluele for two trainees (the
type svehiele employees will be
assigned to drive)

¢. Manewvering of veliele for clearanee on right and left [ Ten to 15 traffic cones or pylons as
required by course layout
Chalk for marking off stop lines
and course problems
Schematic of practice course

POD Ferm 2543-8
May 1968

TL-2, 7-1-69
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Craft Orientation and Skill Training: Motor Vehicle

350 MOTOR VEHICLE CRAFT
351 Motor Vehicle Craft Orientation Requirements

351 (p. 1)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training | For (Position) Skilt or Topic
iden. No.
) 430 Vehicle Operator Duties and Responsibilities

Approx,
15 minutes

instructor to be (Pasition) Type of Appointment

Supt, VO, or Designee

: | Regular

Where Should Training be Conducted? 11 :urm-r .\'ulh\\!n‘uw <n
Quiet. restricted area near the vehicle | empori ) Rubstitute 12
operations office !

Temporary Nubstitute NTE (must be over 30 days)

Desig. and Act. Code

13-5
43-5
Ao

63-5

when Shouid Train:ng ne Conducted?

Before assignment

Pownrts To Be Coversd

tastructional Aids snd
Notes to instructos

A Tuportance of on-time operation as it relates to other post
office functions: dispateh tines—-carrier leaving times—
rail sehedules- -routes of travel, ete,

B. Classesof mal : Types carred

(" Care and appearance of equipment- responsibility while in
driver's eustnly

D. Unanthorized riders, stops,or improper nee of vehicle

POD Publieation 70

Part 651, Postal Mannal

#OD Form 3543-A
May 1968

)
Yo 7

Aruitoxt provided by Eic:
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Craft Skill Training Requirements: Motor Vehicle

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
;l’z;.mag ! For (Position) Skill or Tepic Basic Time
50 Vehicle Operator Reporting. records. and schedutes Approx.
L | 45 minutes
instructor to be (Position) Type of Appelatment Ossig. and Act. Cods
fupt . V.0, or Dexignee
-L_ m Regular 13-3
Whaere Should Training be Conducted? 5“4: reer Sulmt' itute . 43-5
Quiet, restricted aren aear the vehicle | LERIorary #":"“m"? {\i.‘ be over 30 day g::'
opertions witice Tetporary Substitute NTE (mast be over 30 days) 03-0
“When Should Training be Cenducted!
Refore assignment
instructional Aids and
Pnts To Be Covered Notes to Instructer

A Reporting for duty
1. In proper uniform
2. On time
3. Employees' entranees and exists
1. How toascertain reporting time—make assignment for
subsequent day. Who makes assignment—how it is
determined
5. Local requirements when unable to report for duty
. Use and location of timeelo-ks
7. Location of swmg rooms—available facilities, ete,
B. Sehedules: (Explain in detail)
C. Records:
Explain usmg illustrations of various forms employees
use datly and frequently. Include proper procedure for

timeeards, accident reporting, Forms 4570, 4575, 4598,
ete,

POD Publieation 70

Form 4533
Vu-Giraph No. 1

Vu-Graphs Nos, 2-7

O

ERIC

Aruitoxt provided by Eic:
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Craft Orientation and Skill Training: Motor Vehicle

351 (p. 3)

POST OFFICE DEPARTMENT

CRAFT ORIENVATION REQUIREMENTS

Tramung '__For (Pom-u_t;n)
Iden. No
450 Veluele Gperator

Skill or Topic

Safety in Vehicle Operations

Basic Time

ADPProx.
2 hours

Instructor to be (l-';osluon)

Vehiele Operator Analyst with Tech:
nical Assistanee of safety Umt

Where Shouid Training be Conducted?
T Quiet, restricted area near the vehiele

operations office

Type of Appointment

Regular
(“areer Substitute
FPempuorary Substitute IND

Temporary Substitute NTE (must be over 30 days)

Desig. snd Act. Code

13-5

When Shouid Training be Conducted?

Before assignment

Points To Be Covered

instructionatl Aids and
Notes to instructor

1. Lochine of vehicles

E. Fue p vention

A. Loeal aud State laws as applicable to Government vehicles or
peeniiar oniy to (1. V.5, Briefly review local and State laws
on tiiek operation in general

B. Ty pes o accidents—proper procedure for reporting—forins
to be completed—explain contents of the acaident report kit

¢ Useof <t belts Sl Makee [t Your Habit

©snnth ilm—Space Cushion Driving

« ¢ safety shde kit for vehicle operator

POD Publication 70

Vu-Graphs Nos. 20-22

16-mm tlm Make It Your Habit

16-mm fln Space Cusion Drin-
ing; Projector and screen

Slide kit, 35-mm slide-projector
and screen

= et
POD Ferm 2342-A
May 1948

=2, 7-1-69

ERIC

Aruitoxt provided by Eic:
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ERIC

Aruitoxt provided by Eic:

351 (p. 4) Craft Skill Training Requirements: Motor Vehicle

CRAFT ORIENTATION REQUIREMENTS

Trmning | For (Position) | s«itt or Topic Basic Time
lden No. |
450 Vehicle Operatoer Vehu le Maintenance 1 heur

. ! - |30 min

Instructor to memn)

" Career Substitute

Where Id Training be cted? Temy rary Substitute IND

Quiet. restricted ares near the velucle

!
Superintendent, Vehicle Maintenance ! Regular
i
A |
operations office !

Tetnpeorary substitute NFE cmnst be over S0 ditys)

13-5
({3
b
L1539

l Desig. and Act. Code

When Should Training be Conducted?

Before issuzmnent

Points To Be Covered

Instructions! Aids snd
nstructor

Notes to |

A huroducnion of sapermtendent of maintenance. Briefly ex-
plas the effect of bad driving habits on vehicles.

B. Mamtenonee emplovee ontlines the use of Form $365—how it
1~ Hsen o asire hecessary repaies. hnportance of retaining
operator’s copy.

POD Pabhication 70

Damaged parts display
& )

Vu-Graph No. 19

PO0 Form 2541-A
Moy 1948

180
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Craft Skill Training Requirements: Motor Vehicle 351 (p. 5)
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Trasung For (Position) ! Skl or Topsc Basic Time
iden No.
]
Ll ! Vehicle Operator Methods and Provedures Approx. 2
i ] hours 30 minutes
) instructor to be (Position} - I ;rmofw Desig. and Act. Code
Sujw . V6 eor Destgnes -
" - 1 Regnlar 13-5
n i Career Substilute 43-5
. m‘m" In:'::-unmhnl- | Tetnperary Substume INT» a5
Qb Tiofed AT e W 1 Pemgeerney Substitite VUE (st be over 30 days) 635
olreratiens office 2
When Shouid Tra:mng de Conducted?
Before esiimuent
Points To Be Covered instructionad Aids and

Notes 10 instrucior

AL Handiing poneches

B, Reistered mail

¢, Collections and relays

D, Inspe-tion of vehicle before leaving warage

F. Method of bed loadimg ¢ Maximum enbe utilization. Order of
delivery.)

F. Containers—loading and control
1) Hampers
22y Plat form trucks
13 Pallets
4y Tray earts
159 Parvel post container

POD Publication 70

Sees. 240, 250, 260, and Part 5,
Methods Handbook M—t1

POD Notie 76

Vn-Graph Slides Nos. § through
1S

Methads Handbook M-52

‘ POD Form 2541-A
May 1948

-2, 7-1-49
Q
ERIC

Aruitoxt provided by Eic:
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351 (p. 6) Craft Orientation and Skill Training: Motor Vehicle

POSY OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Traming  © for (Postion) | Sluti or Tape Basic Time
tden No.
4 Vehivle Operator Relatioashtp of Vehicle Service to Postal Opera- Approx.
P Tions | 30 minutes
Instructor to be (Position) Type of Appeintment Desig. and Act. Code
Kunt.. VY, or Desitme
Rezular 13-3
" i Carver Substitute 43-3
Where Should Trawming be Conducted: o . . vy =
. i Femporiary Sutwtitute IND a3-3
Quiet. restricted aren uestr the sehicle Tempeerary Subststute NTE st be over 30 days) 53

vperations offiee
When Should Tramnung be Conducted?

Belore ascignment

Points To Be € A Mnch.o.nf Alcs and

A The MVO i< an integrad and vital part of the Post Office POD Publication 70

B. Vehicle operations saperyvisois and their line of authority

C. Supervision en ronte- - Nuthority of niil operations super-

Visors )
Do Areacoverml- Key mail points Areamaps
\ Photo~ of major docks

E. Leval rules and resuldations Handowt
TGO Torm T545-A
Moy 1948

El{llC - 182
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Craft Orientation and Skill Training: Motor Vehicle

351 (p. 7)

POST OFFICE DEPARTMENT

_ CRAFT ORIENTATION REQUIREMENTS

mwt i cammas i rary Substitute IND
8u|'e! res ric?eismn'r:'a near vehicle l Temporary Substitute
operations office

Training | For (Position) i Skilt or Topic Basic Time
iden No. | Vehicle Opeul\lmrs appointed
4 prior to installation of Craft | Safety 1% h
50 Skill Training System o 4 hours
instructor to be (Positlon) 77| Type of Appointmerr Desig. and Act. Code
Vehicle Operation Analyst Regular 13-6

Career Substitute 43-5

| 53-5

When Should Training be Conducted?

Complete within three months after receipt of these requirements

Points To Be Coversd

instructional Aids and
Notes to !

A. Local and State laws as applicable to Government ve-
hicles or peculiar only to G.V.S. Briefly review local
and State laws on truck operation in general

B. Use of scat belt film, Make It Your Habit

C. Fire prevention

D. Safety slide kit for driver orientation

POD Publication 70

16mm film, Make It Your Habit

Slide kit, 35mm slide projector
and screen

Form 2--A
May 1968

-8, $-15-70 ; 1 8 3
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Craft Orientation and Skill Training: Motor Vehicle 352 (p. 1) |
B - J

' 352 Motor Vehicle Craft Skiil Training Requirements

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Trang | For (Posison) Skitt or Topic | Basic Time
iden. No. i
4052 Vehiele Operator Controlled Driving Instruction and Evaluation Approx.
. i 1 hours
instructor to be (Posdion) " | Type of Appointment Desig. and Act. Code
Driver Indtructor and Examiner ! Regulnr 13-5
. _ _ ureer Substitute 43-3
Where Should Training be Conducted? . Temporary Sulstitate IND 3.3
Driving rauge and oo route : Tetwgmrnry Substitute NTE (must be over 3t days) 63 5
|
When Shoutd Trawsing be Conducted?
'rior to bemyg assignest to a run
. Instructions! Aids snd
Points To Be Coversd Notes 0 §
A Fanubarize emplovees wath veliele types involved POD Publication 70
B. Driving on ranay Coutrolld driving range
o Drnving i teadhie course Planned ronte of travel throngh
trathe
D Vst to terminad areas and main office plat form
E. Evaluatum of perfornee Form 1543

May 1948

ERIC 154




352 (p. 2) Craft Orientation and Skill Training: Motor Vebhicie

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traming | For (Position) ! Smil or Topic Basic Time
iden. No.
54 Vehele Operator Assignment to Work Situation-—Certifieation Approx.

16 hours

tnstructor to “_(M@;;_ Type ;_m Desig. snd Act. Code
Driver-Trainer Resular 13-5

Ciarver Suabstitate 43-5

Temporary Substitnte IND 33-3

Tempeerary Substitiute NTE (must be over 30 days) 63 -5 .

Where Should Training be Conducted? |
Route of drver-teainer l

" When Should Traimng be Conducted?

'rior to beangg assignes to regnlar daties

Points To Be Covered ln:“m.:ﬁglr Aids .?d

AL Ascignment to run with qualified driver-trainer
B. Obervanion of route

. Operation of route by trainee

. Evaluation of driver-trmner Form 1543

F.. Certification for duty

&
il
3

185 -2, 7-1-4%

O

ERIC

Aruitoxt provided by Eic:




Craft Orientation and Skill Training: Motor Vehicle 353 (p. 1)
353 Tractor-Trailer Operator Training Requirements
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Teaining | For (Position) Skill or Topic Basic Time
iden No.
462 Tractor-Treiler Operator Classroom ndoctrination 2 hours
. Instructor to be (Positoy | Type of Appointment Desig. snd Act. Code
Driver Instructor aml Examiner NOMINEES FOR TRACTOR-TRAILER VACANCIES S
Motor vehicle operators desiring tractor-trailer assign-
S " ments New employees aving had tractor-tratler ex-
Where 1d Training be Conducted? perience—Junior mechanles being promoted to MVO
. where some pirt-tune 1217 operatton may be required
Wm Shouid Traimng b_o_Conducud?
Before assignient
Points To Ba Covared Instructional Aids and
Al General operation POD Publication 70, Phase 11
B. Engines Cummin's film Diesel Engine Op-
1. Gasolme vration
2. Diewl
€. Transnissons POD Publication 70, pp. 27-30

D. Traler loading and hitehing
1. Fifth wheels
2. Landing gear

3. Cargo control

#OD Ferm 25438
Moy 1948

e 186

Aruitoxt provided by Eic:




Craft Orientation and Skill Training: Motor Vehicle 353 (p. 2)
POST OFFICE DEPARTMENT
. S CRAFT SKILL TRAINING REQUIREMENTS
Training | For (Position) Skili or Topic ’ Basic Time
iden No !
r Operator Tractor Familianzation 1 2 hours

164.1 Tractor-Traile

lnstrucwwr_toi; (Pos—m;m)

In facihity and on controll
runge

Driver Instructor and Examiner

Where Should Training be Conducted?

| Type ;awointmom

where some part-tine ‘T-F operation may be pequare

Before assignment

When Should Tnmmg-bo Conducted?

NOMINEES FOR TRACTOR-TRAILER VACANCIES
Motor seluele operators desiting tractor-traler assign

ments  New employees having had tractor-trader ex
od .]rnmgi petiencee —funor mechames being promoted to MV(

Desig. and Act. Code

-

Ponts To Be Covered

instructions! Aids and
Notes to instructor

1. .\ pressure
2. Tachometer
3. Ol gauge

B. Gears

M. Controls  Funetions:

C. Driving practive in controlled area

70D Ferm z'ﬁ-_-
Mey 1948

-2, 7-1-49

ERIC

Aruitoxt provided by Eic:
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Craft Orientation ard Skill Training: Motor Vehicle 353 (p. 3)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Traning | For (Position) Skill or Topic Basic Time
tden. No.
464.2 Tractor-Trailer Operator Trailer Familiarization 2 hours

instructor to be (Position)
Driver Instructor and Examiner

Type of Appointment
NOMINEES FOR TRACTOR-TRAILER VACANCIES *
Motor veluele operators desiring tractor-trailer assign-

— inents—New employees having had tractor-trailer ex-
Whers Shouid Training be Conducted? perience--Julner mechanies being promoted to MVO
O street where some part-tune 1-T operation may be required

Desig. and Act. Code

When Shoutd Training be Conducted?

Before assignment

" Instructional Aids and
Points To Be Covered Notes to Instructor

Al Tractor-Trailer Mating
1. Fifth wheels
2. Kingpins

B. Air Hoses and Light C'onnections
1. Hookup
2, Tratler itghts and brakes

. Landing Gear
1. Lowering
2. Damage pomnts
3. Specialized equipent
(1) Flexivans

(2) Piggvback equipment

D. Trailer Londing Chapter VII—Methods Tandbook
1. Sacks M-52
2. Contamers Vu-Graph Slides-—Loading Dia-
5. Cargo control graus

POD Ferm 2542-8
Moy 1968

TL=2, 7-1-49
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354 (p. 1)

Craft Orientation and

354 Tractor-Trailer Operator Skill Training Requirements

Skill Training: Motor Vehicle

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traming [ For (Position) Skill or Topic Basic Time
iden No
466 Tractor-Tratler Operator Driving Practice

2-10 hours

Instructor to be (Position)

Type of Appointment
Diriver Instructor and Examiner

perience
Practice area

NOMINFES FORTRACTOR-TRAILER V
Motor yvehicle nperators desiring teactor-trailer assign-
ments -New employ ees having had reactor-tratler ex-
Where Should Tramning be Conducted? Juicor mechames bemg promoted to MVO
where some pa-t-tine T operation may be requnred

Desig. and Act. Code
ACANCIES

When Shouid Training be Conducted?

Refore assignment

Points To Be Covered

instructional Aids and
Notes to Instructor

Aetual movenment of a tractor-traler combination in and around
et practice area

§ ommtem—
POD Form 2542-3

May 1968

TL=2, 7-1-69
O
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Craft Orientation and Skill Training: Motor Vehicle 354 (p. 2)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
lT‘;::‘mng For (Position) Skill or Topic Basic Time
408 Tractor-Trailer Operator Wwork Assignments 24 hours

Instructor to be (Posmon)-
GOeleeted Driver Observer

Where Should Treining be Conducted?

Assigned route

Type of App.o;;tmont

NOMINEFLS FOR TRACTOR-TRAILER VACANCIES,
Motor vehiele operators desiring trictor-traaler assign
wents  New employees havng had tractor-trailer ex
pertence - Junior mechanies being promoted to MVO)
where some part-time T-T operation mity be requirec

| Devig. end Act. Code

?_lhon Should Trainng bo_Conducted?

Upon assignment to a work schedule

Points To Be Coversd

Instructional Aids end
Notes to Instructor

A. Evalnation of performance

B. Certification for tractr-tratler operation

n-2, 7-1-69
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Craft Orientation and Skill Training: Rural Carrier Craft 361 (p. 1)
360 RURAL CARRIER CRAFT
361 Rural Carner Craft Orientat Requi [
POST OFFICE DEPANTMENT
) CRAFT ORIENTATION REQUIREMENTS
Training ' For (Position) Skt or Topic Besic Time
Iden. No.
Rural Carrier Safety and Dniver Onientation 2:00

Instructor to be (Position) Type of Appointment

Driver Instructor or Supervisor
Regular

Where Shoulc Training bs Conducted? Substitute of Kecord

When Should Training be Conducted?

Before assigtument to driving duties,

Points To Be Covered

A Rural carner’s responsibility for providing and maint.aoning
vehicle in good operating condition
B. Defen~tve driving.
Professional vs. umuteur drivers
Proper attitudes
Explunation of stopping distunces (reaction time plus
braking time)
The Ssmuth systent of spuce eushion driyving

(' Loeal traflie luw s and ordinuncees:
Prohibition uzainst \'\)ee(lmg
Rules on parking und double purking
D. Procedures to follow i cuse of an accident
E  Discussion of accident report kit
F. Role of Accident Review Board:
Preventuble vs, nonpreventuble accidents
Safe driving uwards
(i, Driver custonter refutions

H. sufety shide kit for rural carrers

I. Seat belt film Make 1t Your 11 bt

J. Five-mile road test

instructional Aids and
Notes to Instructor

Hundbook N-37, section 131,
aund POD Nariee 76

16mm-film 7he Smoth System
of Space Cushion Driving
1min-projector and sereen

Accident report kit

Publicution For Frperts Only

Slide projector .

Rurul carrier sufety slides und
seript

16mm-film Meake It Your Habit

Form 1543

ﬁnmz's_a.a
Moy 1948

Tie4, 10-10-69
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361 (p. 2)

Craft Orientation and Skill Training: Rural Carrier Craft

POST OFFICE DEPARTMENT
] CRAFT ORIENTATION REQUIREMENTS
:“v. e | For (Position) Skill or Tepes Basic Time
Rural Curnier Responsibility and Duties 2 hours

Imstructor to be (Position)

Postmaster and/or Supervisor Regular

Where Should Training be Conducte.?
Substitute of Record

Desig. and Act. Code
71-0

73-0

¥hen Should Tramning be Conducted?

Prior 10 assignment o street duties

Ponts To Be Covered

instructionsl Aids and
Netes to Instructor

\. Use of Formm 4240

B. Relationship to postmaster

C. Sanctity of mails
Knowledge of route and patron
E. Protection of postal funds (fixed credit)

F. Accept, collect and deliver on route ull classes and types of
mail

Prohibition agamst curtailing mail withovt authorization

H Identifymg classes of mail —determining postage rates for
euch

1 Identifying special services —Delivery of acconntable mail—
Determining fees for each

J  Muaintenance of roster book
K. Treatment of undeliverable mail

I, Supplies und forms furnished by Departinent

RIC

Form 4240

Orientation Handbook,
part 220, P-23

M-37 Handbook

Loiw to Deliver Accountable Mail,,
slide-sound presentation

Roster book

POD ferm 2542-A
Moy 1968

T4, 10-10-69 .




Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Rural Carrier Craft 362 (p. 1)
362 Rurel Carrier Skill Troining Requirements
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
m ; For (Position) ! Suill or Topee Basic Time
l Rural Carrier Office Work— Before Leaving 1 day
|
¢ -
netructor to be (Position) Type af Appointraent Desig. and Act. Code
Postmaster, Supervisor Rurad Carrier 71-0
and/or Rural Carrier Substitute of Record 73-0
Where Should Training be Conducted? i
Local post office i
When Should Tramng be Conducted?
Before independent assignment.
Points To Ba Coversd instructionsl Aids and

Notes to instructor

A. Obtaining and preparing for casing Rural Carrier’s Instruction
Handbook, M-37
B. Use of carrier case Carrier case
C. Learning locations of separations on case Handbook, M-37
D. How to case maii (all classes):
L. Cusing of letter-size mail
2. Casing mnagazines, papers, flats, etc.
E. Purpose and use of carrier route hook Route book
Throwback case
Applicable forms
F. Treatment of wndeliverable mail: Postal Manual, part 355
1. Forwarding
2. Return
3. Disposition
G. Obtaining und receipting for nccountable and postage due| Applicable forms
items Handbook, M-37
H. Strapping mail
I. Loading vehicle
TS form Bala
Moy 1908
Tied, 10-10-69
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262 (p. 2) Craft Grientation and Skill Troining: Rural Carrier Craft

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING ﬂEQ!lIRE“EMS

Travung | For (Position) | Skill or Topee Basic Time
{ Rurzl Carner On Route 2 Trip>
| instructor te be (Position) | Type of Appointment Desig. and Act. Code -
Postmaster, Supervisor ana or Rurid|  Regular 71-9
Carrier ! Nubstitute of Record 73-0
[ ‘whare Should Training be Conducte? : !
Local office i 1 .
“When Should Trawvng be Conductes? -
Prior to assignment to duty.
T TTTmTm T 1 N . ]
Points To Be ¢ . Instructional Aids and

. Line of travel of route M-37 Hundbook. Forin 4003,
route map

B. Delivery of ordinary mail
1. Use of signal flag
2. Disposition of parcels too large to pluce in box
3. Use of Forms 3570 and 4020

(. Delivery of signature and accountable mail: Applicable forms
L. Obtaining receipts for accountnble nmail delivered
and disposition of undeliverable articles.
- 2. Sale of stamps and money orders
3. Muailbox irregularities
4. Collecting ordinary muail
5. Issuing receipts for articles coilected

ti. Specil delivery (claiming fees; Form 3954

POD Tom 75428
Rey 198 -4, 10-10-59 ‘
o

LRIC
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Craft Orientation and Skill Training: Rurai Carrier Craft

362 p. I

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Traing | for (Poriton) | Skl or Togic
iden No.

Kural Carnien

.
;
.
,
! !
i

instructor 1o be (Position ! Type of Appowtment
Postmaster, Suj ervisor
__and or Rural Carnier Regular

Whiere Should Traming be Conducted? Substitute of Record

Local office '

Wiven Should Traurng e Cunducted?

Prior o indepondent assigmient to duty

Othice Work-~Return from Route

Bagic Time

1 Tour

instructional Aids snd
Notes to Instructor

A Use of Ferm 4240

B. Disposttion of mail enilected on route
1. Registered. insured. certiied and COD collected
2. Mouey order applications accepted

¢ Clearunce for weonntabie and signature mail
1. Return of wuleliverables
2. Procedures of clearance
3. Forms 3549 und 3811

D. Auswering official communications

m

. Ending tour of duty

Form 4240

Forms 3849 and 3511

Form 4240

PO0 Ferm 2547-8 -
Mey 1968

-8, 10-10-69
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362 tp. 4 Craft Orientation and Skill Training: Rural Carrier Craft

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Tum.ﬁ; . For (Ponhon.)— i it or Topic Basic Time
Iden No. \
i Ruaal Carner l Practee Casing 2%, 4 or 6 hours
i H
“Instructor to be (Position) ' Type of Appcintment l Desg. and Act Code
Postmaster and.or Suncrvisor i Regular I 7t-0
—WWO S—h'ould:rr'ml';;l;i be C;t;duch;? , !
Loeal post office © Substitute of Record I 73-0
>When %uld»'l’ramm. be_ Condt;cted? 7
After tramee tits receved othee work and ~treet duttes trauning.
Instructional Auds and
Pomnts To Be Covered Notes to instructor

-

Allow trainee to practice distributing -ards mto case to which] 53 1 8 * practice eards made ap of
he will be assigned., Cards <should be coded on back to indieate at least 50 ¢ of numes, addresses
row nunther and approximate position on case of separation. and or box numbers on route.

*Provide 2 hours of casng practice for routes evaluated les~ thar 30
hours weelly, 4 hours fur routes evatuated from 30 to 40 hours; and 6
hours of practice for routes evaluated over 40 hours.

:“‘: m T4, 10~10-49
¥ GPO 1969 O - 361748

ERIC 196
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Craft Orientation and Skill Training: Maintenance 371.4)

. 370 MAINTENANCE CRAFT
371 Supplemertal Instructions for Maintenance Orientation and Craft Skill Training

371.1
11

12

<13

14
15
Q..

3713
31

32

371.4

41

introduction

Chapter I provides general guidelines for installation, operation and management of the
Standardized Orientation and Craft Skill Training System. This section supplements
those guidelines and provides special instructions for situations unique to the Maintenance
Craft. Maintenance and other operating officials responsible for implementation of this
subchapter, must become familiar with Chapter 1 and these instructions.

A chart (exhibit A), showing training requirements common to two or more craft posi-
tions, is provided to aid in scheduling. The problem of convening classes of only one
or two employees can be minimized by grouping positions as indicated.

THE TRAINING PRESCRIBED IN THIS SUBCHAPTER IS DESIGNED TO MEET
THE REQUIREMENTS OF THE POSITIONS COVERED. IT IS NOT INTENDED
THAT EVERY EMPLOYEE RECEIVE TRAINING ON EVERY ITEM OF EQUIP-
MENT LISTED. LOCAL MANPOWER REQU{REMENTS, BASED ON EQUIPMENT
DEMANDS AND AVAILABLE SKILLS, SHALL BE THE DETERMINING FACTOR
IN SCHEDULING TEAINING.

Maintenance officials must continue to plan and arrange for advanced training, manu-
facturer and contractor traiiing, and special or modified equipment training not covered
in this handbook.

The safety ofticer should advise and counsel the instructor to the extent necessary.

General Orientation

Most maintenance positions, except foi custodial types, are normally filled by employees
already on postal roles. These emvloyees shouid have previously received General Orien-
tation and their Individual Training Record, Form 2548, annotated accordingly. The
training section will schedule, along with other postal crafts, General Orientation for
maintenance employees ne'v to the postal service.

Craft Orientation

Maintenance craft orientation is designed to familiarize newly hired or newly assigned
maintenance employees with the organization and procedures characteristic of their area
of maintenance. Therefore, separate Cratt Orieatation is required for the three major
maintenance areas—building services, equipment maintenance, and vehicle niaintenance.
Grouping employees having common orientation requirements within each area will make
it possible to establish orientation classes of an acceptable size.

Where orientation is conducted at a central facility in multistation cities, conduct the fa-
cility familiarization tour and instructions on local fire and safety regulations at the
errployee’s assigned installation.

Craft Skill Training

Each employee should receive the training he needs to perform his assigned duties under
normal supervision. Craft skill training is to be given only on those items of equipment or
jobs on which the employee will work within a short time after cempletion of training.
The need for skill training will be based on the judgment of the employee’s supervisor,
who will consider the employee’s background and skills as well as local equipment re-
quirements.

‘-Q. 12-1-70 197 -2
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371.42

42
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371.5

o
1V

53

Craft Orientation and Skill Training: Maintenance

Skill training will normally consist of both classroom and on-the-job training (OJT). Place
emphasis on OJT where possible and especially in cases where a small number of trainees
makes classroom instruction impractical, Supervised self-study 1s suggested as an alter-
native to classroom instruction for one or two students. In any event, local management
must be sure that requirements are met and that they are normally accomplished within
the time allocated.

Deletion of skill topics, or items within skill topics, will have to be based on supervisory
and- or instructor judgment of individual or group needs. For example, eight of the topics
shown on exlubit A are common to the positions of Mechanic Helper, General Mechanic,
and Maintenance Mechanic, MPE. Many employees, especially MPE mechanics, already
possess these basic skills. Some, however, may need training on only certain items within
a given skill topic. Only the required training should be given and adjustments in time
allocations should be made for the topics or items omitted.

Utilization of Mechanic Helpers and General Mechanics differs from office to oflice, de-
pending on equipment requirements and local practice. No attempt has been made to
change this. Where Familiarization and Preventive Maintenance topics on specitic items
of equipment are inappropriate for these positions at certain offices, this training is not
required. Further, topics such as planning the job, or items within topics such as calculat-
iy the speed of gears and belts may be omitted when classes consist, for example, of
Mechanics Helpers only.

This training program is flexible enough to allow for variances in local procedures, to
provide latitude for individual instructor capabilities and techniques, and to permit local
consideration of trainee background and abilities. By carefully considering and planning
for the many variables, valuable time can be saved without reducing the effectiveness of
the training program.

Employee Individual Training Record

Prepare and maintain Individual Training Records, Form 2548, for positions specified
according to 1152 and 139, chapter 1.

When portions of a skill topic are omitted, make a notation on the Individual Training
Record under “Remarks’ identifying the portions omitted. Enter reasons for omitting
training on the reverse of the racord.

In order to provide management with a single source for a complete history of each
employee’s training, also record ail other training (whether local, regional, or national)
on the Individual Training Record. This will include advanced training, manufacturer
training. equipment modification training, etc,

Keep tramning records on file in a location accessible to maintenance supervisors and
job instructors.

198 Ti~6, 12-1-70




Exhibit A

Maintenance

ining

Craft Orientation and Skill Tra
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372.1 (p. 1) Craft Orientation and Skill Training: Maintenance

372 Lahorer, Custodial; Custodian; ‘and Cleaner
372.1 Maintenance Craft Orientation Requirements

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Where Should Training be Conducted?
Classroom or Quiet Area

;l'&::‘ma: For (Position) Skilt or Topic Basic Time
Laborer, custodial; Custod- | Introduction to Maintenance Services 1 hour
| ian; and Cleaner
Instiuctor to be (Position) ) Type of Appointment Desig. and Act. Code
Supervisor Regular /3nnual Rate) 16-6
Regular (Hourly Rate) 36-6

When Should Training be Conducted?

If practical, second day in duty status and before assignment to job.

Points To Be Covered

{nstructional Aids and
Notes t0 instructor

A. Introduction to maintenance

B. Maintenance organization

C. Employee/supervisor relationship
D. Relationship with other craft supervisors

E. Work area conduct and habits; good housekeeping;
smoking regulations; personal needs, effects, cleanli-
ness, and appearance; relationship with other em-
ployees; horseplay; safety

F. Wearing of identification badges (in accordance with
local regulations)

16mm projector, screen and
film Mainstay of the Mail.
Introduce, show and discuss
film pointing out the fact
that most maintenance posi-
tions are depicted.

Maintenance organization table
(use transparency or en-
larged chart).

Demonstrate proper wearing.
Acquaint employees with
procedure to follow in case of
loss.

]: TC:: Form T543-A
. 200
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Craft Orientation and Skill Training: Maintenance

372.1 (p. 2

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Wnere Should Training be Conducted?
Classroom or Quiet Area

Haing For (Positior.) Skill or Topie Basic Time
en. .
Laborer, custodial; Custod- | Responsibilities and Duties of Position 1 hour
ian; and Cleaner
Instructor to be (Fositlon) Typs of Appointment Desig. and Act. Code
Supervisor Regular (Annual Rate) 16-6
Regular (Hourly Rate) 36-6

When Should Traming, be Conducted?

If practical, second day in duty status and before assignment to job.

Points To Be Coversd

instructional Aids and
Notes to Instructor

A. Job description
1. Laborer, custodial
2. Custodian
3. Cleaner

. B. Work schedules and production standards

C. Schedule assignment
1. Hours of duty
2. Days off

D. Procedures to follow when unable to report for duty
1. Telephone number(s) to call
2. When to call
3. Use of Form 3971

E. Time recording procedures {PSDS offices, or Nen-PSDS
offices as appropriate).

F. Safeguarding building and contents

Job description (pass out cop-
ies, discuss similarities anc
differences).

Facilities Handbook S-29 or

S-19. Form 4865.

Form 3971.

Review General Orientation
Requirement, 230 (p. 2).

Postal Service Manual.

P00 Ferm 2542-A

Moy 1948

E » L=b, 12170
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372.1 (p. 3)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

Trs ung
{den. No.

1‘“ For "(i’o;m-:r_\) ’ —‘Sk—m Jr_Tépcc
Laborer, custodial; Custod-
ian; and Cleaner

‘ype of Appoar-\;mont N

Regular (Annua! Rate)
e e e . | Regular (Hourly Rate)
Where Should Training b Conducted? |

—l;\;t—r;;ctorv to be (P&sutlon)

Supervisor or Job Instructor

Classroom or Quiet Area l

CRAFT ORIENTAT ON REQUIREMENTS

Safety and Emergency Procedures

' Basic Time

45 minutes

Desig. and Act. Code

16-6
36-6

When Should Training be Canducted?

1t practical, second day i1n duty status and before assignment to job.

Points To Be Covered

Instructional Aids and
Notes to Instructor

A. Preventing accidents

B. Proper lifting

C. Proper clothing—no loose sleeves, ties or necklaces
around moving machinery

D. Female employees required to wear shoes with low heels
and also wear slacks when doing high cleaning

E. Workroom and work area conduct

F. Reporting injuries and illnesses

G. Reporting of hazardous eonditions

H. Fire prevention, including location of firefighting equip-
ment

I. Fire and emergency procedures

*The safety officer should advise and counsel *he 1nstructor to the
extent necessary.

Supervisor’s Safety Handbook,
P-13, Chapter V1

16mm projector, screen and
film How to Lift Safely (Re-
late to maintenance assign-
ments)

Relate to safety

Handbook P-13, Chapter 2, 6,
8. Form 1769, Accident Re-
port, Postal Service Manual
461.4. Form 3956, Authoriza-
tion for Medical Attention.
Postal Service Manual 436.1.

Form 1767, Report of Hazard,
Unsafe Condition or Prac-
tice

Relate to employee's assigned
installation

POD Form 1541-A
" 1968

ERIC 202
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Craft Orientation und Skill Training: Maintenance

372.1 p. 9

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Tramung . For (Poston) switl or Tope T
iden No.

Laborer, custodial; Custod- | Tour of Assigned Installation
1an; and Cleaner

~Im_tmctor to be (Potm;m_) ’ Typo:r Appomumnr

Supervisor Regular (Annual Rate)
Regular (Hourly Rate)

“Whare Should_Trammc be Com-iu;:udr
Assigned Installation*

Basic Time

1 hour

Desyg. snd Act. Code

16-6
36-6

_V;ﬁcnrsl;éal;l'r;mnl‘bc Coﬁd;c}cdr
It practical, second day in duty status and before assignment to job.

Points To Be Covered

tnstructicnal Aids and
Notes to instructor

D. Safety Lazards

E. Swing, lunch and locker rooms, timecard racks and time
clocks.

F. Location of oflices

. Maintenance control center

Supply section and supply rooms
General foreman

Foreman of laborers and janitors

. Superintendent of Building Services

O

(. First aid or medical unit
H. Trash disposal area
1. Lookout galleries

Whele orentation 1s conducted at a central facility 1n multistation
cities, this tour will be conducted by a designated superviser at em-
ployees assigned location,

A. Discuss diagram of facility Prepare simplified diagram of
facility.

B. Loucations where work will be performed

(C. Fire exits and firetighting equipment .Handbook P-13, Chapters 2, 6,
8.

S
POO Ferm 2342-A
Moy 1958

F IKTC’H 12-1-70 203
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372.2 Croft Orientation ond Skil! Training: Mointenance

372.2 Maintenance Craft Skills Training Requirements

POST OFFICE DEPARTMENT
_?RAFT SKILL TRAINING REQUIREMENTS

T — — . .
) ‘v::‘ﬂmﬂg For (Posdtion) Shif} or Tepic Sasic Time
Laborer, custodial; Custod- |Good Housekeeping Clinic 8 hours
ian; and Cleaner
instructer to be (Positten) Type of Appointment | Desig. and Act. Code
Supervisor Regular (Annual Rate) 16-6
Regular (Hourly Rate) 36-6

“Where Should Training be Conducted?
Training Room and Work Area

When Should Training te Cenducted?

Following completion of Craft Or-entation, but prior to assignment to job performance, w here practical.

instructions! Alds and
Points To Be Coversd Metes te instructer

A. Cleaning routine Good Housekeeping Clinic Nar-
rator's Copy, prepared by
B. Exterior Buildings Branch, Mainte-
nance Division, Bureau of
C. Lobby Operations, and the instrue-
tional aids listed in the “For-

. Workrooms ward” of that publication.

Swing and locker rooms

T m O

Toilet rooms

;. Corridors

H. Office space It is extremely important that
you follow the narration and

I. Elevators all demonstrations exactly as
written.

J. Floor care

K. Reporting damage

Nmb, 13~1-70



Craft Orientation and Skill Training: Maintenance

372.3 Individual Training Record

3723

DATE ENTERED ON DUTY NAME OF EMPLOYEE
U.S POSTAL SERVICE
DESIGNATION B ACTIVITY CODE [$0CtAL SECURITY NO Trosition
INDIVIDUAL TRAINING RECORD Laborer, Custoaral, Custodian
Cleoner
REQUIRED ADDITIONAL
CHECK | |NSTRUCTION GIVEN® TRAINING PROVIDED
TNG. SUPERVISOR §
sKILL OR TORIC NEEDS | 'NSTRUCTOR'S TNG INSTRUCTOR S | TNG | SIGNATURE AND REMARKS
INITIALS AND | TIME INITIALS AND | TIME DATE
. W) DATE UsSED DATE USED|
“+—
A. GENERAL ORIENTATION-ALL TOPICS
IN GENERAL ORIENTATION GIVEN
B. CRAFT ORIENTATION-ALL TOPICS
IN CRAFT ORIENTATION GIVEN
C. CRAFT SKILLS
1 200U HOUStr F L PiING CLINIC
F‘“hen applican, , tasteactor shall note undet “REMARKS'' that additional training 1n this <kill .« nesded.

]: lC ::‘F:z"2543 K
-6, 12-1-70




373.1 (p. 1)

373 Mechanic Helper
373.1 Maintenance Croft Orientation Requirements

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Tnm-a( For {(Position) S|;|—II- or Top:c
0.

iden.
Mechanic Helper

Introduction to Maintenance Services

Basic Time

2 hours

instructor to be (Posi;i;)m B
Supervisor or Similar Designee

Type of Appointment
Regular (Annual Rate)

Whaere Should Training be Conducted? i
Classroom and Work Areas |

Desig. and Act. Code
16-7

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered

Instructional Aids and
Notes to instructor

A. Purpose of maintenance services—*“To facilitate move-
ment of the mails.”

B. Organization of local post office

C. Local maintenance organization and responsibilities
1. Maintenance, mail processing equipment
2. Other postal equipment
3. Building services—cleaning, security guards, ele-
vator operators and telephone operators, as ap-
plicable
4. Building equipment

D. Tour of maintenance work areas and areas associated
therewith such as:
1. Office of director of plant maintenance or postal
plant engineer
. Maintenance office
Stockrooms
. Maintenance control office
Medical unit
Locker rooms, swing rooms, lavatories, snack bars,
cafeteria, etc.
. Time clocks/badge readers, including proper use
. Elevators, including destinations
. Supervisors’ offices/stations
. Engine room
. Others as appropriate to meet local conditions

AR S

[
O o oo =3

Introduce, show and discuss
film Mainstay of the Mails

chalk-
trans-

Organization chart on
board, flip chart or
parency

chalk-
trans-

Organization chart on
board, flip chart or
parency.

Explain chain-of-command re-
sponsibilities.

Prepare written tour plan to
make maximum use of time
and ensure complete cover-
age. Point out safety consid-
erations and empnasize safe-
ty at every opportunity.

) Form 2542-A

ERIC™
T 206

IToxt Provided by ERI

Ti=6, 12~1-70




Craft Orientation and Skill Training: Maintenance 373.1 (p. 2)

’ POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

':’J:’n'ng [ For (Position) 7 Skill or Topic Basic Time
Mechanic Helper Responsibilities and Duties of Position 1 hour
) Instructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or Similar Designee Regular (Annual Rate) 16-7

Where Should Traiming be Conducted?
Classroom

When Should Traiming be Conducted?

Before assignment to job performance.

. instructional Aids and
Points To Be Covered Notes to Instructor

. Employee,/supervisor relationship

A

B. Necessity for following instructions

C. Relationship with other craft supervisors

D. Communications between employee and supervisors
Intercommunications system
Telephone

Two-way radio system
Personal communications
Bulletin boards

. Others as appropriate to meet local situations

’

&, oV W

E. Schedule assignment
1. Hours of duty
2. Days off
3. Procedure to follow when unable to report for duty

F. Job description Copy of standard job descrip-
tion. Provide copies as hand-
outs for each employee. Use
as outline for explanation
and discussion.

G. Training opportunities
1. On-the-job
2. Off-the-job
3. Employee responsibilities

POD Ferm 2542-A

Mey 1968

‘ -6, 12-1-70 “ 2 07




373.1 (p. 3) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Where Should Training be Conducted?

Training For (Position) Skill or Topic - Basic Time
Iden. No.
Mechanic Helper Responsibilities and Duties of Position—Cont.
Instructor to be (Position) Type of Appointment Desig. and Act. Code

When Should Training be Conducted?

Points To Be Covered

instructional Aids and
Notes to instructor

H. Promotion opportunities

I. Wearing of identification badges (in accordance with
local regulations)

J. Use of property pass

K. Work area conduct and habits—good housekeeping;
smoking regulations; personal needs, effects, cleanli-
ness and appearance; relationship with other em-
ployees; horseplay ; and safety.

Demonstrate proper wearing.
Acquaint employee with pro-
cedure to follow in case of

loss.

Sample GSA Form 7.

e ———
POD Form 2542-A
May 1968

ERIC

208

T~6, 12-3-70

.
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Craft Orientation and Skiil Training: Maintenance

373.1 (p. 4)

POST CFFICE DEPARTMENT

CRAFY ORIENTATION REQUIREMENTS

Traiming

Ty, ] For (Position)
on. Mo.

Skill or Topic
‘ Mechanic Helper Safety

Basic Time

2 hours

Instructor to be (Position) Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

Where Should Training be Conducted?
Classroom and Workroom Floor ‘

Desig. and Act. Code
16-7

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered

Instructional Aids and
Notes t0 Instructor

. Introduction to safety
Do’s of safety

Safety in the use of ladders

5 a & »

. On-the-job and off-the-job safety
1. Cost of injury to the employee
2. Cost of injury to employer

E. Lift safely

F. Electrical safety
1. On-off switches
2. Lockout switches
3. Lockout disconnects
4, Tagging of lockouts
5. Personal, individual locks
6. Restoring system to operating condition after
lockout.

G. Fire prevention

*Tha gafety officer should advise and counsel the instructor to the
extent necessary.

Personnel Handbook Series P-
16, Instructor's Guide for
Basic Maintenance Training,
part 4 and pages 23 and 44.

P-13 Handbook, Chapters 2, 6,
8

Introduce, show and discuss
film Lift Safely. Use lifting
demonstration model (see
pages 7, 9 and 51 of Person-
nel Handbook P-16).

P-13 Handbook.

Show and demonstrate use of
safety switches, lockout de-
vices/tags/signs, etc., likely
to be encountered.

POD Form 2342-A
May 1948

-6, 12-1-70
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373.1 (p. 5) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Training For (Position) Skill or Topic _. Basic Time
1den. No.
Mechanic Helper Safety—Continued
instructor to be (Position) Type of Appointment Desig. and Act. Code
Where Shouid Training be Conducted?
When Should Training be Conducted? o o -

. Instructional Aids and
l"omts To Be Coversd Notes to Instructor

H. Fire and fire extinguishers Show and demonstrate use of
1. Class A fires—wood, paper, trash fire extinguishers /extinguish- |
2. Class B fires—flammable liquids (oil, paint, grease, ing agents—chemical, soda |
gas, etc.) acid, CO, water (can and |
3. Class C fires—electrical hose). |
I. Local fire and emergency procedures Pass out copies and discuss lo- i
cal fire and emergency pro- ‘
cedures, |
|

J. Reporting of hazardous conditions Form 1767, Report of Hazard,

Unsafe Condition or Prac-

tice.
., -6, 12-1-70




Craft Orientation and Skill Training: Maintenance

373.1 {p. 6}

POSY OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIRZMENTS

Traning

For (Position)
{den. No.

Skill or Topic

Mechanic Helper

Introduction to Maintenance Management

Basic Time

2 hours

instructor to be (Position)

Maintenance Supervisor or Similar
Designee

Where Should Training be Conducted?
Classroom and Maintenance Control | Regular (Annual Rate)

Type of Appointment

Desig. and Act. Code

16-7

When Should Training be Conducted?

Before assighment to job performance.

Points To Be Covered

Instructional Aids and
Notes to instructor

A. Mantenance management program
1. Preventive maintenance
2. Repair maintenance

B. Mechanic’s responsibilities and importance in the main-
tenance management program, including use of Form
4851, Correction Needed.

C. Work codes, standards and performance frequencies

D. Form 4777, Check List (General)

E. Form 4776 series, Route Sheet (General)
1. Purpose
2. Interpretation and explanation of terms
3. Discussion of sample form (old and new, as ap-
propriate)

F. Form 4940, Request for Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Preparation of form

Facilities Handbook MS-10.
Explain clearly the concepts
of preventive maintenance
and repair maintenance.

Form 4851. Demonstrate its
proper use and have em-
ployee complete one under
supervision.

Form 4777. A transparency or
large oversized sample is rec-
ommended; otherwise, pass
out standard sized samples
for use during discussion.

Form 4776.

Pass out copies of Form 4940
and have employee prepare
under close supervision.

POD Form 1342-A
Mey 1968

Q n-6, 12-1-70

ERIC

IToxt Provided by ERI
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373.1 {p. 7) Craft Orientation and Skill Training: Maintenance
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
H:'i‘mag For (Position) Skill or Topic Basic Time
Mechanic Helper Introduction to Maintenance Management—
“ontinued
Instructor to be (Position) Type of Appointment Desig. and Act. Cods

Where Should Training be Conducted?

When Should Training be Conducted?

Points To Be  vered

instructions! Aids and
Notes to instructor

G. Form 4941, Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Use of employee’s maintenance number

H. Form 4774, Breakdown Investigation Report
1. Purpose
2. Discussion of sample
3. Preparation of form

I. Guided tour of Maintenance Control Office

Sample copy of Form 4941.

Sample copy of Form 4774.

Have maintenance control rep-
resentative explain various
aspects of system, fiow of
paper, and use of mainte-
nance data gathered.

Emphasize necessity of accu-
racy in data.

-6, 12-1-.70




Craft Orientation and Skill Training: Maintenance

373.2 Maintenance Craft Skills Training Requirement

.. 320

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training

For (Position)
iden. No.

Skill or Topic

Mechanic Helper Use and Care of Handtools

Basic Time

2 hours
30 minutes

—ln—uructor to be (Position) Type of Appointment

Supervisor or Job Instructor
Where Should Training be Conductad?

Regular (Annual Rate)

Classroom or Quiet Area in Shop

Desig. and Act. Code

16-7

W;f'snwm Traning be Conducted?

the judgment of the employee’s supervisor.

Prior to assigning significant duties involving use of handtools. The need for skill training will be based on

Points To Be Covered

Instructional Aids and
Notes to instructor

A. General familiarization

B. Selection of right handtool for the job
1. Shape considerations
2. Size considerations
3. Speed considerations
4. Safety considerations

C. Proper use of handtools
1. To accomplish the job
2. To prevent damage to the handtools
3. To prevent damage to equipment being worked on
4. Safety considerations

D. Care of common handtools
1. Cleaning
2. Minor repair—removal of nicks and burrs, re-
placement of handles, ete.
3. Custody, checkout/check-in/replacement proce-
dures

E. Hand drills, hacksaws, and soldering irons
1. Selection, nomenclature, familiarizaticn
2. Use
3. Care

Personnel Handbook P-16, ap-
pendix A

Part 1, P-16 Handbook

P-13 Handbook, Chapters 2, 6,
8

Handbook Series CD-1, Me-
chanical Fundamentals, part
III. Demonstrate proper use
of common handtools. Point
out resuits of wrong use-.
damage to the handtool and
the machine equipment part.

Form 4787, Broken-Worn Tool
Report

Demonstrate and supervise
proper use of representative
items.




373.2(p. 2)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training for (Position)

il or Topic
iden. No. Skill or Topi

Mechanie Helper
Mechanical Kquipment

Introduction to Mechanisms and

[ Basic Time

3 hours

Instructor to be (Position) Type of Appointment

Supervisor or Job lnstiuctor Regular (Annual Rate)

Where Should Training be Conducted?

Quiet Area and Workroom Floor

Desig. and Act. Code
16-7

When Should Training be Conducted?

ployee s supervisor,

Prior to univ on Lubrication 1f possible. The need for skill training will be based on the judgment of the . m-

Points To Bs Coversd

Instructional Aids and
Notes to instructor

A. Introduction to mechanisms

B. Purpose of mechanical equipment

c

Safety considerations

D. Terminology

=

. Observation of representative mechanisms and mechani-
cal equipments in use

Parts 1 and 1I, Appendix I,
Personnel Handbook Series
P-15. Manufacturer publica-
tions such as Bulletin 59216,
P-13 Handbook, Chapters 2,
6,8

The Installation, Operation
and Maintenance of Chain
Drives, rublished by CHAIN
Belt Co. Obtain through lo-
cal representatives.

Handbook Series CD-1, Me-
chanical Fundamentals, parts
I and II.

Show trainees representative
mechanisms and equipment
in use.

700 Form 15438
May 1948

ERIC 214

7 [~

-6, 12-1-70




Craft Orientation and Skill Training: Maintenance 373.2(p. 3)

POST OFFICE DEPARTMENTY
CRAFT SKILL TRAINING REQUIREMENTS

Traning | For (Position) Skill or Topic Basic Time
tden No.

Mechanic Helper Lubrication 2 hours
“Instructor to be (Position) " 7| Type of Appointment o Desig. and Act. Code

Supervisor ov Job Instructor Regular (Annual Rate) 16-7

“Where Should Training be Conducted? i

Classroom l

-_w;cn ’éﬁﬂiﬁn.}m. be Condactod?

Prior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em-
ploy ee’s supervisor.,

Points To Be Covered lnm?:ﬂ‘ ‘A'm and

A. Functions Part VII, "nstructor’'s Guide
for Training Mechanics, Per-
sonnel Handbook Series P-
15.

B. Types of lubricants and tools
C; Importance of using proper lubricant
D. Sealing

E. Preparation for lubrication
1. Cleaning
2. Rust removal

F. Methods of lubrication

G. Over lubrication
1. Harmful effects
2. Safety considerations

H. Representative lubrication programs (with emphasis on | Facilities Handbooks MS-12,
safety) MS-20, or similar handbooks
providing outlines for lubri-
cation Pprograms on local
equipments.
P-123 Handbook, Chapters 2, 6,
8

POD Form 1542-3
May 1948

Q
ERIC  ns, 1221270

IToxt Provided by ERI



373.2(p. 4) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT ’

CRAFT SKILL TRAINING REQUIREMENTS

T f '
; m«m or (Position) Shil! ar Tepic Basic Time
Mechanic Helper Removal, Installation and Adjustment of
Equipment 2 hours
instructer 1o be (Position) Type of Appointment ] I Desig. and Act. Code .
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Sheuld Training be Conducted?

Classroom or Quiet Area
When Sheuld Training be Cenducted?

Prior to assignment to duties involving removal, installation and adjustment of equipmenta. The need for akill
training will be based on the judgment of the employee’s supervisor.

Points To Be Covered I ae onel Aide ang

A. Removal of gearing Personnel Handbook P-15, In-
structor's Guide for Train-
B. Removal and attaching V-belts ing Mechanics, part 111,

C. Removal and attaching chains

. Removing and installing pulleys and sprockets

. Checking alignment
Checking belt stretch

& ®m m o

Checking chain slack

- o

. Replacing covers

Ll

Calculating speed of gears

d. Calculating:
1. Speed of V-belts
2. Chain drives

K. Safety considerations P-13 Handbook, Chapters 2, 6,
8

T4, 12=1~70
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Craft Orientation and Skill Training: Maintenonce

373.20. 5

CRAFT SKILL TRAINING REQUIREMENTS

Where Shauld Training be Cenducted?
Classroom or Quist Area

:m For (Position) | Skilt or Togic Sasic Time
Mechanic Helper Fundamentals of Blueprint Reading and 2 hours
Mechanical Drawings
Instructer 10 be (Pesition) Type of Appoiniment | Desig. ond Act Cade
Supervisor or Job Instructor Regular (Annual Rate) 16-7

When Sheuld Training de Cenducted?

Prior to assignments (including technical training) involving blueprints, drawings or sketches. The need for
skill training wll be based on the judgment of the employee’s supervisor.

Peints Te B¢ Coversd

Ingbructional Alds end
Metes » instructer

A. Types of drawings
1. Plain views
2. Assembly drawings
3. Detailed drawings

B. Dimensioning of drawings
Line dimensions

Circular dimensions
Tolerances

Scales

. Visible and invisible lines
Center lires

Line width

. Hatch marks

. Thread designations

©WNM @R

C. Block diagrams

D. Sketches

Handbook Series CD-1, Me-
chanical Fundame~tals, part
IV and/or part 8, Personnel
Hsandbook P-186.

May 1948

‘ s, 12-1-70

IToxt Provided by ERI
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373.2 (p. 6} Craft Orientation ond Skill Training: Maintenance

POST OFFICE DEPARTMENT -
CRAF'I’ SMI.L TRAINING REQUIREHEN?S
: — . —_—
: m For (Position) Skt or ‘l’m Basic Time
i Mechanic Helper Pixsaning the Job 2 hours
S
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Instrucier 1o be (Pesitien) ’fmum ) C "7 7T Desg. snd Act. Code
e e T i
Where Sheuld Training be Conducted? i

i

Llus_rfom or vat Area ) |
When Sheuid ‘lnm b Cnmmr

Prior to independent assignment to job performance. The need for skill training will be based on the judgment
of the employee’s superyisor.

e m—— - ———

. Inatructionsi Aids and
Points Te Be Coversd Notes ts instructor

A. Importance of planning Personnel Handbook P-186,

part 10 and appendix E.
B. Devising a course of action

C. Procedure for planning—questions to be answered
Where is the job”

What is the job?

What could go wrong?

What tools will be needed?

What parts may be needed?

Will an assistant be needed ?

O G GO

D. Course of action
1, Plan—think or write.
2. Take action—get tools, parts, ete. and do job
3. Think back—did I have everything”
4. Remember—for next time.

E. Show application by relating to representative job(s). | Have students work out plan
for a typical assignment.

-6, 12-1-70
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Craft Orientation and Skill Training: Maintenance 373.2(p. 7)
POST OFFICE DEPARYMENT
CRAFT SKILL TRAINING REQUIREMENTS

—1;;}\7"1 For (Position) Skill or Topic Basic Time

iden. No. |

Mechanic Helper Eletrical Parts and Circuits 8 hours

instructor to ba (Posstion) | Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Training be Conducted?

Prior to assignment involving maintenance of electrical equipment. The need for skill training will be based on
the judgment of the employee’s supervisor.,,

Instructions! Aids and

Points To Be Covered Notes to Instructor

A. Switches Handbook Series CD-2, Elec-
trical Fundamentals, and/or

B. Circuit breakers similar basic references.

C. Fuses Representative components.

D. Lamps

E. Relays

F-. Photocells

G.. Motors

H. Motor brakes
I. Solenoids -
J. Generators
K. Rectifiers

L. Wiring diagrams and electrical drawings

) a— p—
POD Form 23423
Moy 1948

n-6, 12-1-70




373.2 (p. 8) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFY SKiLL TRAINING REQUIREMENTS

Training For (Position) Skill or Topic Basic Time
tden. No.

Mcchanic Helper Electronic Parts and Circuits 8 hours

Instructer to be (Position) Type of Appointrment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Whare Should Training be Conducted?
Classroom or Quiet Area

When Should Training be Conducted?

Prior to assignment involving maintenance of electronic equipment. The need for skill training will he based
on the judgment of the employee’s supervisor,

. Instructionsl Aids and
Foints To Be Covered Notes to (nstructor

. Batteries Handbook Series CD-2, Elec-
trical Fundamentals, and/or

. Transistors similar basic references.

. Resistors—symbols, color coding and tolerances Representative components

A
B
C
D. Capacitors
E. Voltage and current
F

. Circuits

G. Coils and transformers

H. Tubes, tube pins and sockets

Py

Heater (filaments)
Connections and nodes
. Insulators
Ohmmeters, voltmeters, etc.
. Units of electrical /electronic measurement

. Reading schematic diagrams

°© z2z 2 v & &

Resistance values and computing resistances

: l)"o Teé, 12-1-70
i
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Craft Orientation and Skill Training: Maintenance

373.2(p. 9

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Whaere Should Training be Conducted?
Quiet Area and on Equipment

'll’é::‘mg | For (Position) Skilt or Topie Pasic Time
T Mechanic Helper Air Conditioning Equipment (Familiarization| 8 hours*
I and Preventive Maintenance)
Instructor to be (Position) I Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

When Shouid Training be c«mductodr“

skill training will be based on the judgment of the employee’s supervisor.

Prior to routine assignment to assist in preventive maintenance of air conditioning equipment. The need for

instructions! Alds and
Points To Be Covered Notes to Instructor

1. Basic theory of refrigeration
2. Refrigeration cycle

C. Self-contained units
1. Window units
2. Floor units
3. Capacity ratings
4. Operating checks
5. General maintenance

D. Central systems
1. Compressors, condensers and chillers
2. Refrigerants
3. Cooling towers
4. Air handlers

8

*Four hours of classroom instruction (or supervised on-clock study)
followed hy four hours OJT and close supervision assisting in pre-
ventive maintenance.

A Introduction Facilities Handbook Series
MS-24, Air Conditioning,
B. Theory of refrigeration Parts 1-4 and Part 9.

E. Safety P-13 Handbook, Chapters 2, 6,

2<1




373.2(p. 10 Craft Orientation and Skill Training: Maintenance
POST OFFICE DEPARTMENY
CRAFT SKILL TRAINING REQUIREMENTS
"r;::‘mung For (Position) Skill or Topic Basic Time
o Mechanic Helper Conveyor (Familiarization and Preventive 8 hours

Maintenance)

i

| };po of Appointment
Regular (Annual Rate)

Instructor to be (Position)
Supervisor or Job ’nstructor

Whers Should Training be Conducted?
Classroom and Workroom Floor

Desig. and Act. Code
16-7

When Should Training be Conducted?

ment of the employee's supervisor.

Prior to being assigned to maintenance on conveyors. The need for skill training will be based on the judg-

Points To Be Covered

Instructional Aids and
Notes to Instructor

A. Types of Conveyors
1. Bulk
2. Portable

B. Introduction to the system
1. General description
2. Convevor numbhering system
3. Safety considerations
4. Tour of the system(s)

C. Detailed description and operating principles
. Nomenclature

Drive unit

Motors and motor controls

. Gear reduction units

Drive pulley

Conveyor belt

. Belt supports—slider bed and rollers
Tensioning device

RS R RN O

D. Lubrication program

E. Check lists and route sheets

F. Preparations for maintenance
1. Requirements regarding shutting down equipment
for maintenance
2. Safety considerations on and around system
3. Materials 'handtools needed

Facilities Handbook MS-12,
Bulk Belt Conveyors and
MS-26, POD Portable Con-
veyors

Introduce both types but con-
fine instruction primarily to
bulk conveyors pointing out
that information applies
equally well to portable con-
veyors. P-13 Handbook,
Chapters 2, 6, 8

Part 4, Facilities Handbook
MS-12

Part 5, Facilities Handbook
MS-12

Employee’s lock and key

Necessary handtools, rags, lub-
ricants, etc.

o am—
POD Form 2541-8
Mav 1048

Yy

n-6, 12-1-70




Craft Orientation and Skill Training: Maintenance

373.2(p. 11)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training | For (Position) | skt or Topic
iden. No.

Maintenance) —Continued

Basic Time

Mechanic Helper Conveyor (Familiarization and Preventive

imstructor to be (Position) - _Tm of Appointment

Where Should Training be Conducted?

Desig. and Act. Code

When Should Training be Conducted?

Points To SBe Covered

instructional Aids and
Notes 10 instructor

Gi. Cleaning and lubrication procedures

H. Cleanup and preparation of forms to turn in to tour
foreman

I. Placing system back in operation
1. Removal of lockouts
2. Checking disconnects for ON position
3. Functional tests
4. Reporting operational status of system

Keep constant lookout for lost
and damaged mail matter.

POD Form 2542-8
Maey 1968

n-6, 12-1-70
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373.2(p. 12)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

'T;::‘mag For (Position Skill or Topic Basic Time
o Mechanic Helper Elevator (Familiarization and Preventive 8 hours*
Maintenance)
instructor 10 be (Position) Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Whaere Should Training be Conducted?
Quiet Area and on Equipment

When Should Treining be Conducted?

Prior to routine assignment to assist in preventive maintenance of elevators. The need for skill training will
be based on the judgment of the employee’s supervisor.

Points To Ba Covered 'Waﬂ’mmﬂ
A. Introduction Facilities Handbook MS-21,

Elevator Maintenance
B. Basic elevator components and their functions

C. General preventive maintenance
1. Purpose
2. Base elevator
3. Service classifications
4. Basic check lists
5. Sample check lists

D. Preventive maintenance check list application

E. Safety P-13 Handbook, Chapters 2, 6,
8

*Four hours of classroom instruction (or sup-rvised on-the-clock
study) followed by four hours OJT and close supervision assisting in
preventive maintenance.

-6, 12-1-70
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C:aft Orientation and Skill Training: Maintenance 373.2 (p. 13)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Temming For (Position) Skiil or Topic Basic Time

iden. No. Mechanic Helper Edger-Stacker Machine (Familiarization and 2 hours
Preventive Maintenance)

Instructor to be (Position) Type of Appointment Desig. snd Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7
L Whare Should Training be Conducted?

Classroom or Quiet Area and
Workroom Floor

When Should Training be Conducted?

Prior to assignment to work on edger-stackers. The need for skill training will be based on the judyment of the
employee's supervisor.

Points To Be Covered lnml&nﬂ“ Atids and

A. Introduction 16mm film on edger-stacker
1. Purpose operation and 35mm film-
2. Operation, general strip illustrating the total
3. Safety considerations canceling system.

‘ B. Machine description

1. Principle of operation
2. Detailed description
3. Vibrator hopper

4. Inclined feeder conveyor
5. Stacker assembly

C. Interim check lists and route sheets

D. Preparations for maintenance
1. Notifications required when taking machine out of

- service
2. Safety considerations on and around machine P-13 Handbook, Chapters 2, 6,
3. Disconnect, off and lockout requirements 8
. 4. Materials/tools needed
E. Cleaning and lubrication Keep continual lookout for lost
1. Program and damaged mail matter.

2. Procedures
F. Cleanup
G. Completion of forms to be turned in to tour foreman

H. Removal of lockouts and placing machine back in opera-

. tion

Q  FOD Ferm 23428

- Mey 1968
ERIC i 1a-1-70 oo




373.2 p. 14) Craf: Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT '

CRAFT SKILL TRAINING REQUIREMENTS

Training | For (Position) Skill or Topic Basic Time
iden. No.
Mechanic Helper Mark I Facer-Canceler (Familiarization and § hours
Preventive Maintenance)
Instructor to be (Position) | Type of Appointment - | Desig. and Act. Code ‘
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Whars Shouid Training be Conducted?
Classroom and on the Machine

When Should Training bo—Eondudodr

Prior to assignment to maintenance on facer-cancelers. The need for skill training will be based on the judgment
of the employee’s supervisor.

Points To Be Covered ln':ﬁmm.:tg?'l‘éla u'od

A. Introduction to the machine Mark II 2” x 2” operating and
1. General description maintenance slides, Hand-
2. Controls book MS-14, Facer-Canceler

3. Operating instructions
4. Safety considerations—operations and maintenance

B. Checklists and route sheets

C. Preparation for maintenance
1. Requirements regarding shutting down for main- | P-13 Handbook, Chapters 2, 6,
tenance 8
2. Disconnecting from power source
3. Checklists, handtools, lubricants, rags, etc.
4. Speciai safety considerations-——~machines with bi-
color recognition system modification

D. Cleaning and lubrication procedures Students perform under close

supervision

E. Cleanup and preparation of forms tc be turned in to tour
foreman

F. Placing machine back in operation
1. Restoring power
2. Setting of circuit breakers
3. Functional tests
4. Reporting operational status of machine

O

-6, 12-1-70




Craft Orientatioi: and Skill Training: Maintenance

373.2(p. 15)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Where Should Training be Conducted? '
Classroom and on the Machine I

Traning | For (Position) Skill or Topic Basic Time
iden No.
Mechanic Helper Multiposition Letter Sorting Machine (Familiar-| 8 hours
ization and Preventive Maintenance)
Instructor to be (Position) " 777 Type of Appointment T Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

When Should Traming be Conducted?

the judgment of the employee's supervisor.

Prior to being assigned to maintenance on letter sorting machine. The need for skill training will be based on

Points To Be Covered

tnstructions! Aids and
Notes to instructor

A. Introduction to machine
1. General description
2. Operating instructions
3. Safety considerations
4. Disconnecting electrical power source
5. Tour of machine

LSM checklists and rcrvée sheets
Console checklists and route sheets
. Cleaning and lubrication program

. Use of jog cords

Wm0 w

Use of piggy-back motor

G. Procedures for cleaning code wheels of letter carts
H. Procedures for cleaning outer skin of machine

L. Preparations for maintenance

1. Requirements for shutting down equipment
2. Safety considerations including lockout

3. Materials/handtools needed

J. Other cleaning and lubrication procedures

K. Cleanup and preparation of forms for submission to tour

Engineering Handbook E-13,
Muiti-Position Letter Sort-
ing Machine Model 120 and
121, Chapter 1; 2” x 2” LSM
Operation and Maintenance
Slides. Point out various
components.

P-13 Handbook, Chapters 2, 6,
8

LSM letter cart with code shaft
removed from cait.

Keep coutinual lookout for lost
and damaged mail matter.

Employee lock and key

Applicable checklists and route
sheets. Have students per-
form cleaning and lubricat-

foreman ing procedures under clos»
supervision.
POD Ferm 25429
May 1948

Q
EMC" 12-1-70 r)r‘»?

IToxt Provided by ERI




373.2(p. 16) Craft Orientation and Skill Training: Maintenonce

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

T —ﬁﬁl o_r Topic Basic Time

Multiposition Letter Sorting Machine (Familiar-
ization and Preventive Maintenance) —Cont.

! For (Positrom)

Mechanic Helper

Trlmzng
iden. No.

Desig. and Act. Cede

lmtruch to_ M-(Po;;tl;;) ___“.” of Appointment

) -

Where Shou’l;l;;;ﬁna be Co;ducudr_

When Should Traiming be Conducted?

Points To Be Covered ! Notes w%&w

L. Returning machine to operating condition Exercise care when turning
1. Removal of lockouts CB-16 and CB-1 to ON po-

2. Restoration of power sition, as full bin circuitry
3. Safety considerations will be thrown off balance.

o =
ER|Ciey 153 74

e ! 228 T~é, 12-1~70



Craft Orientation and Skill Training: Maintenance 373.2(p. 17
. POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
‘Il’m For (Positien) Skill or Tepic Basic Time
Mechanic Helper Parcel Sorting Machine (Familiarization and | 8 hours
Preventive Maintcnance)

" Instructor to be (Rosition) Type of Appointment N Desig. and Act. Code

Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be Conducted?
Classroom and on the Machine

wWhen Should Trainung be Conducted?

Prier to assignment to maintenance on the parcel sorter. The need for skill training will be based on the
judgment of the employee’s supervisor.

Peints To Be Covered e diids and

A. Introducticn to the machine Facilities Handbook MS-2,
2. Purpose of machine Parcel Sorting Machine,
3. General deseription Over and Under Type or
3. Safety considerations similar publication for local
4. Observation of machine equipment.

B. Traveling deflector P-13 Handbook, Chapters 2, 6,
1. Motor and drive assembly 8

2. Conveying assembly
3. Deflector assembly
4. Safety lockout

C. Parcel sorter Employee’s lock and key
1. Motor and drive assembly
2. Conveying assembly
3. Memory unit

. Checklists and route sheets

E. Preparation for maintenance Keep continual lookout for lost
1. Shutting down requirements and damaged mail matter.
2. Lockout procedures
3. Checklists/lubrication & cleaning schedule
4. Necessary handtools, lubricants, rags, etc.

F. Cleaning and lubrications procedures Students perform under close
supervision. Emphasize safe-

=

G. Cleanup and preparation of forms for submission to tour
foreman ty.

H. Placing machine back in operation
1. Restoring power
2. Remove lockout
3. Functional tests
4. Reporting operational status

o

l“." 1968
E

©
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373.2(p. 18)

Craft Orientation ond Skill Training: Malntenonce

CRAFT SKILL TRAINING REQUIREMENTS

“Where Should Training be Conducted? |
Classroom sand on the Machine |

;r;::;-f._ T For (Position) Shill or Tepic Besic Time
. NO.
Mechanic Helper Sack Sorter (Familiarization and Preventive 8 hours
Maintenance)
i
Instructor to be (Pesition) Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor | Regular (Annual Rate) 16-7

- thn_-Wutd Training be Conducted?

of the employee's supervisor.

Prior to assignment to maintenance on sack sorters. The need for skill training will be based on the judgment

Points To Be Covered

instructionsl Alds snd
Nates t0 instructor

A. Introduction
1. Purpose of machine
2. General description of machine
3. Safety considerations
4. Terminology
5. Familiarization tour of machine

B. Description and operating principles
1. Drive assemblies
2. Conveyor parts
3. Carriers
4. Memory system

C. Checklists and route sheets

D. Preparation for maintenance
1. Shutting down equipment
2. Checklists /lubrication & cleaning schedules
3. Necessary handtools, lubricants, rags, etc.

E. Lubrication and cleaning procedures

F. Cleanup and preparation of forms for submission to tour
foreman

G. Placing machine back in operation
Restoring power

Removal of lockout

Functional tests

Reporting operational status
Review of safety considerations

Ll o e

Facilities Handbook MS-28
Monorail Sack Sorters, part I
or similar publication for lo-
cal equipment

P-13HB, Chap.2,6. 8

Demonstrate
dures.

Keep continual lookout for lost
and damaged mail matter.

lockout proce-

Have students perform under
close supervision. Emphasize
safety.

S

TNub, 13-1-70




Croft Orientation and Skill Training: Mointenance 373.2 (p. 19
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
x:nmﬂo Fee (Position) Sikill or Topc Basic Time
' Mechanic Helper Tray Transport System (Familiarization and 8 hours
Preventive Maintenance)

instrucior tobe (Positlen) | Type o0 Appeintment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Sheuld Training be Conducted?
Classroom and Workroom Floor

When Sheuld ?nmn;u Cun‘uem—l h

on the judgment of the employee’s supervisor.

Prior to being assigned to maintenance on the tray transport system. The need for skill training will be based

Peints To Be Covered

instructions! Aids and
Notes to instructer

A. General description of the equipment

B. Principles of operation
1. Drive assemblies
2. Drive pulley
3. Drive unit
4. Deactivation of electrical supply to drive unit
5. Takeup pulleys—types and locations

C. Safety considerations
1. Emergency stop buttons
2. Disconnect switches
3. Interlock (electrical) conveyor system

D. Checklists and route sheets

E. Preparations for maintenance
1. Requirements regarding shutting down equipment
for maintenance
2. Safety considerations on and around system
3. Materials needed

F. Cleaning and lubrication
1. Program
2. Procedures

G. Cleanup and preparation of forms to be turned into tour
foreman

H. Placing conveyor system back in operation
1. Removal of lockouts
2. Checking disconnects for ON position

Facilities Handbook MS-20,
Tray Transport Conveyors

Identify and point out during
complete tour of system.

P-13 Handbook, Chapters 2, 6,
8

Keep continual lookout for lost
and damaged mail matter.

Necessary handtools, rags, lub-
ricants, etc. Students per-
form under close supervision.
Emphasize safety.

“70 Form 33433

Q
" 19468
E MC b, 12-1-70
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3733 Craft Orientation and Skill Training: Mointenance
373.3 Individuol Training Record

DAYE ENTERNED ON DUTY NAME OF EMPLOYEL

U.s, POSTAL SERVICE

CERIGMAT ONR ACTIVITY CODK |$OCIAL SECUHRIT Y NO POSITION

MOIVIDUAL TRAINING RECORD
Meghenic Helper

REQUIRED ADOITIONAL

CHECK NST TION GI . ™ ING PROVI
"G, 1 RUCTION GIVEN AINING OVIDED SUPERVISOR'S

-
SRILL OR TOMC NEEDS| INSTRUCTOR 3| TNG JINSTH. CTOR $ | ThG 4 SIGNATURE AND REMARKS -
INITIALS anD | TIML INITIALS AND [TIME DATE
@ ) LATE ustED CATE USED

- N S
A. GENERAL ORIENTATION-ALL TOPICS
IN GENERAL ORIENTATION GIVEN

8. CRAFT OMIENTATION-ALL TOPICS
IN CRAFT ORIENTATION GIVEN

C, CRAFT sKILLS
e e e —

1, UBE AND CANE OF 1aANDTOOLS L

¢ LUSRICATION |

O - — - — -

INTRO YO MLC™ANISMS ANT
MUCHANICAL LQUIBMENT

4 REMOVAL INSTALLATION aAND
ADJUSTMENT OF I QUIBMINT

% FUNDAMENTALS OF BLURPRINT
RECADING AND MECHANIC AL LHABRING ‘
fomm

t

-

PLANNING THL JOJ

——— e

~

L ELECTRICAL PARYTS AND CIACUITS

f ELECTRONIC PARTS AND CIRCUITS

E
!
T
? A CEQUIPMENT FAMILIARIZATION |
ANT PREVINTIVE MAINTENANGE! i ‘
+
1

[,

10 CONVEYOR FAMILIARIZATION ANT
PREVUNTIVE MAINT L %ANCe

- —_———

1 FLEVATOR FAMIL 'ARIZATION ANT
PREENTIVE MANTENANCE

12 tDGFM STACRER MACHINE & AMIL
TARIZATION ANT PREVINTIVE
MAINTENANCE ! .

13 MANK 18 FACtRACCANC: LI R FAMIL.
TARIZATION AND RH[ v eTivi

RIS W S b e 4 — e —

TANABEL! - e Lo e e e — e —]
14 MULT POMTION LI T"ER SORTLR
IFAMILIARIZATION AN PRI VIN
| TiVEMAINTCRANCE e
T 18 PARCEL SORYTING MACKHINE F aMi -
TARIZATION ANT PRCVENTI/E

MAINTI NANCE e e - . . [ W —
- - -

e e e —

1, SACH SORTY' R FAM' | 1ARI2ATION t
AND PREVINTIvE MASNTENANT!

B s et e et -

Ty TRAY TRANSPORY svo ' t8 £ AMIL
PARIZATION ANT HREZENTIL
MAINT L G ANCT) - P

cra—— = - -4 [

e

‘
U W han applii able, st 1or shall nofe andel “REMAKRAS" 124* additional traning in this shell is tiede

Q
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LRIC <32 '
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Craft Orientation and Skill Training: Maintenance

374 General Mechanic
374.1 Maintenance Craft Orientation Requirements

3741 (p. 1

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Where Should Training be Conducted?
Classroom and Work Areas

"I'J:'n‘mag For (Position) Skill or Topic Basic Time

General Mechanic Introduction to Maintenance Services 2 hours
instructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or Similar Designee Regular (Annual Rate) 16-7

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered

instructional Aids and
Notes to Instructor

A. Purpose of maintenance services—*“To facilitate move-
ment of the mails.”

B. Organization of local post office

C. Local maintenance organization and responsibilities
1. Maintenance, nia1l processing equipment
2. Other postal equipment
3. Building services—cleaning, security guards, ele-
vator operators and telephone operators, as ap-
plicable
4. Building equipment

D. Tour of maintenance work areas and areas associated
therewith such as:
1. Office of director of plant maintenance or postal

plant engineer

Maintenance office

Stockrooms

Maintenance control office

Medical unit

Locker rooms, swing rooms, lavatories, snack
bars, cafeteria, etc.

. Time clocks, badge readers, including proper use

Elevators, including destinations

Supervisors’ offices /stations

Engine room

Others as appropriate to meet local conditions

R

Pk st
HMowx

Introduce, show and discuss
film Mainstay of the Mails

Organization chart on chalk-
board, flip chart or transpar-
ency.

Organization chart on chalk-
board, flip chart or transpar-
ency.

Explain chain-of-command re-
sponsibilities.

Prepare written tour plan to
make maximum use of time
and ensure complete cover-
age. Point out safety consid-
erations and emphasize safe-
ty at every opportunity.

Q
ERICY i ™
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374.1 (p. 2)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

Training
tden No.

For (Position)

General Mechanic

|

instructor to be (Position)

Supervisor or Similar Designee

Skill or Topic

Responsibilities and Duties of Position

l Besic Time

1 hour

Tyg;o of Appointment
Regrular (Annual Rate)

Desig. and Act. Code
16-7

“Where Should Training be Conducted?
Classroom

When Should Trlimnl.-b:_ C_o-nductod?

Before assignment to job performance.

Points Yo Be Covered

instructional Alds and
Notes to Instructor

. Employee ‘supervisor relationship
Necessity for following instructions
Relationship with other craft supervisors

. Communications between employee and supervisors
1. Intercommunications system
2. Telephone
3. Two-way radio system
4, Personal communications
5. Bulletin boards
6. Others as appropriate to meet local situations
E. Schedule assignment
1. Hours of duty
2. Days off
3. Procedure to follow when unable to report for duty

. Job desecription

. Training opportunities
1. On-the-job
2, Off-the-job
3. Employee responsibilities

Copy of standard job descrip-

tion. Provide copies as hand-
outs for each employee. Use
as outline for explanation
and discussion.

POD Form 2342-A

O ‘Y
ERIC

234
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Craft Orientation and Skill Training: Maintenance 3721 (p. 3)

. POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Trainng | For (Postion) Skilt or Topic Basic Time
iden. No.

General Mechanic Responsibiiities and Duties of Position—Cont.

|
i

|nstruc;or to be (Positlon) ’ i Typo_ of . ATp;i_r;t;v;mt - Desig. and Act. Code
~\7\1.'00—1;“5—;1;;I}!?r_acnin_l—t;c_(:-n-)n}im:t;;!? T
&Q.n'sFSEtli‘i{-_mm. be i:ond;ctod} T
Points To Be Covared Instructionat Aids and

Notes to Instructor

H. Promotion opportunities

I. Wewuwring of identification badges (in accordance with | Demonstrate proper wearing.
local regulations) Acquaint employee with pro-
cedure to follow in case of

‘ loss..
J. Use of property pass Sample GSA Form 7

K. Work area conduct and habits—good housekeeping;
smoking regulations; personal needs, effects, cleanli-
ness and appearance; relationship with other employ -
ees; horseplay: and safety.

l PCD Form 2542-A

) May 1948

EMCL—G 12-1-70 . 55 ]
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374.1(p. 4

Craft Orientation and Skill Training:

Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

For (Position)

Supervisor or Job Instructor Regular (Annual Rate)

Whera Should Training be Conducted?
Classroom and Workroom Floor

Tramung Skill or Topic Basic Time
idon. No,
General Mechanic Safety 2 hours
_Instruc;; t;; il_’;;mon)‘ o - Type of Appointment Desig. and Act. Code

16-7

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Coversd

Instructional Aids and
Notes to instructor

A. Introduction to safety
B. Do’s of safety
C. Safety in the use of ladders

D. On-the-job and off-the-job safety
1. Cost of injury to the employee
2. Cost of injury to employer

E. Lift safely

F. Electrical safety

. On-off switches

Lockout switches

Lockout disconnects

Tagging of lockouts

Personal, individual locks

Restoring system to operating condition after lock-
out

SO W=

G. Fire prevention

*The safety officer should advise and counsel the instructor to the
extent necessary.

]
E

IToxt Provided by ERI

Personi.el Handbook, Series P-
16, Instructor's Guide for
Basic Maintenance Training,
part 4 and pages 23 and 44.

P-13 Handbook, Chapters 2, 6,
8

Introduce, show and discuss
film Lift Safely. Use lifting
demonstration model ({see
pages 7, 9 and 51 of Person-
nel Handbook P-16).

Show and demonstrate use of
safety switches, lockout de-
vices/tags/signs, etc., likely
to be encountered.

POD Form 2542-A
ugy 1948

IC

@
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Craft Orientation and Skill Training: Maintenance

374.1 (p. 5)

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Where Should Training be Conducted?

Training For (Position) Skill or Topwc Basic Time
Iden. No.
General Mechanic Safety—Continued
inatructor to be (Positlon) Type of Appomntment Desig. and Act. Cads

When Should Train‘ng be Conducud?p

Paints To 8e Coversd

instructional Aids and
Notes to Insructor

H. Fires and fire extinguishers
1. Class A fires—wuood, paper, trash
2. Class B fires—flammable liquids (oil, paint, grease,
gas, etc.)
3. Class C fires—electrical

I. Local fire and emergency procedures

J. Reporting of hazardous conditions

A ——
POD Form 2542-A

Show and demonstrate use of
fire extinguishers /extinguish-
ing agents-—chemical, soda
acid, CO., water (can and
hose).

Pass out copies of and discuss
local fire and emergency pro-
cedures.

Form 1767, Report of Hazard,
Unsafe Condition or Practice

Vay 1968

‘Tlr-6, 12-1-70 2;37
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374.1 (p. 6)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Training
1aen. No.

For (Position) Sxill or Topsc

General Mechanic

Introduction to Maintenance Management

Basic Time

2 hours

lnnn;ct;ar to bc (Poutl;);v; -

Maintenance Control Supervisor or
Similar Designee

Where Should Training be Conducted?

Typ; ;{A-ppananom
Regular (Annual Rate)

Classroom and Maintenance Control

Desig. and Act. Code
16-7

When Should Training be Conducted?

Before assignment to job performance.

Points To Be Covered

instructional Aids and
Notes to Instructor

A. Maintenance management program
1, Preventive maintenance
2. Repair maintenance

B. Mechanic’s responsibilities and importance in the main-
tenance management program, including use of Form
4851, Correction Needed.

C. Work codes, standards and performance frequencies

D. Form 4777, Check List (General)

E. Form 4776 series, Route Sheet (General)
1. Purpose
2. Interpretation and explanation of terms
3. Discussion of sample form (old and new, as ap-
propriate)

F. Form 4940, Request for Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Preparation of form

Facilities Handbook MS-10.
Explain clearly the concepts
of preventive maintenance
and repair maintenance.

Form 4851. Demonstrate its
proper use and have em-
ployee complete cne under
supervision.

Form 4777. A transparency or
large oversized sample is rec-
ommended; otherwise, pass
out standard sized samples
for use during discussion.

Form 4776

Pass out copies of Form 4940
and have employee prepare
under close supervision.

POD Form 2542~A
May 1968

Q
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Craft Orientation and Skill Training: Maintenance 3741 (p. 7)
‘ POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
"I‘é:’u'mag For (Position) Skill or Topic Basic Time

General Mechanie

Introduction to Maintenance Management—Cont.

instructor t: bo~(P:s;tlon) Type of Appointment

Where Should Training be Conducted?

Desig. and Act. Code

When Should Training be Conducted?

Points To Be Covered

Instructional Aids and
Notes t0 instructor

G. Form 4941, Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Use of employee’s maintenance number

H. Form 4774, Breakdown Investigation Report
1. Purpose
2. Discussion of sample
3. Preparation of form

I. Guided tour of maintenance control office

Sample copy of Form 4941

Sample copy of Form 4774

Have maintenance control rep-
resentative explain various
aspects of system, flow of
paper, and use of mainte-
nance data gathered.

Emphasize necessity of accu-
racy in data.

POD form 2542-A
May 1968

. Ti~6, 12-1~70




374.2 (p. 1)

374.2 Maintenance Craft Skills Trommg Reqmremcnts

Craft Ommohon cmd Skill Troming Maintenar.ce

POST OFFICE DEPANTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Where Should Training be Conducted?

Classroom or Quiet Area in Shop

Training i For (Position) Skilt or Topic Basic Time
iden. No. |
General Mechanic Use and Care of Handtools 2 hours
30 minutes
i
instructor to ;?Po:iﬂon) - i Type of Appeintment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

When Should Tnmm( ba Conducted?

judgment of the employee’s supervisor.

Prior to assigning significant duties involving use of handtools. The need for skill training will be based on the

Points To Ba Covered

instructional Aids and
Notes 10 (nstructor

A. General familiarization

B. Selection of right handtool for the job
1. Shape considerations
2. Size considerations
3. Speed considerations
4. Safety considerations

C. Proper use of handtools
1. To accomplish the job
2. To prevent damage to the handtools
3. To prevent damage to equipment heing worked on
4. Safety considerations

D. Care of common handtools
1. Cleaning
2. Minor repair—removal of nicks and burrs, replace-
ment of handles, etc.
3. Custody, checkout /check-in/replacement proce-
dures

E. Hand drills, hacksaws, and soldering irons
1. Selection, nomenclature, familiarization
2. Use
3. Care

Demonstrate and supervise

Personnel Handbook P-16, ap-
pendix A

Part 1, P-16 Handbook

P-13 Handbook, Chapters 2, 6,
8

Handbook Series CD-1, Me-
chanical Fundamentals, part
III. Demonstrate proper use
of common handtools. Point
out results of wrong uyse-
damage to the handtool and
the machine equipment part.

Form 4787, Broken-Worn Tool
Report

proper use of representa-
tive items.

POD Form 2542-8
) 968
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374.2(p. 2

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position) Shil) or Topic - Basic Time
Iden. No.
General Mechanic Introduction to Mechanisms and Mechanical 3 hours
Equipment
Instructor to be (F_‘;:aﬂon) ’ T ~‘f/—ym of Appoc;acm - T Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Whaere Should Treining be Conducted?

Quiet Area and Workroom Floor

When Should Tramning be Conducted?

Prior to unit on lubrication if possible. The need for skill traming will be based on the judgment of the em-
ployee’s supervisor.

instructional Aids and
Points To Be Covered Notes to Instructor

A. Introduction to mechanisms A. Parts I & II, Appendix I,
YPersonnel Handbook. Se-

ries P-15, Instructor's
Guide for Training Me-
chanics. Manufacturer
publications such as Bulle-
tin 59126, The Installation,
Operation and Mainte-
nance of Chain Drives,
published by CHAIN Belt
Co. Obtain through local
representatives.

Handbook Series CD-1, Me-
chanical ~ Fundamentals,
parts I and II.

Show trainees representative
mechanismis  and  equip-
ment in use.

B. Purpose of mechanical equipment

C. Safety considerations C. P-13 Handbook, Chapters 2,
6, 8

D. Terminology

E. Observation of representative mechanisms and mechani-
cal equipments in use

POD Form 25428
May 1968

TL-6, 12-1-70
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374.2 (p. 3)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

Tr‘ammg

For (Position) ‘siuu or Tot;;c" -
iden No
{ General Mechanie L.ubrication
|
Instructor to be (Position) ! Type of Appointment |

Supervisor or Job Instructor Regular (Annual Rate)

e e el
Where Should Training be Conducted? |
. i

Classroom f

CRAFT SKILL TRAINING REQUIREMENTS

Besic Time

2 hours

Desig. end Act. Code
16-7

‘W‘f;cr-\ _!‘»ho;_ld i’ranm-r}l. bi VCoc;(;u—ct-d?

ployee's supervisor.

Prior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em.

Points To Bs Covered

instructionsl Alds end
Notes to Instructor

A. Functions

Types of lubricants and tools
Importance of using proper lubricant

Sealing

m P o W

. Preparation for lubrication
1. Cleaning
2. Rust removal

F. Methods of lubrication

G. Over lubrication
1. Harmful effects
2. Safety considerations

H. Representative lubrication programs (with emphasis on
safety)

Part VII, Instructor's Guide
for Training Mechanics, Per-
sonnel Handbook Series P-15

P-13 Handbook, Chapters 2, 6,
8

Facilities Handbooks MS-12,
MS-20, or similar hundbooks
providing outlines for lubri-
cetion programs on local
equipment.

<32

-6, 12-1-70




Craft Orientation and Skill Training: Maintenance 374.2 (p. 4)

CRAFT_SKILL TRAINING REQUIREMENTS

7

H::‘m% For (Position) Skill or Topc Basic Time
General Mechanic Removal, Installation and Adjustment of Equip- | 2 hours
ment
1 N R - e
- “Instructor to be (Position) ) Type of Appointment Detig. and Act. Coda
Supervisor or Job Instructor ; Regular (Annual Rate) 16-7

Where Should Training be Conductodr_ i

Classroom or Quiet Area ,

When Should Traming be Conducted?

Prior lo assignment to duties involving removal, installation and adjustment of equipment. The need for skill
training will be based on the judgment of the employee’s supervisor.

. Instructiona! Aids and
Points To Bs Covered Notes to instructor

A. Removal of gearing Personnel Handbook P-15, In-
structor's Guide for Train-
ing Mechanics, part 111

. Removal and attaching V-belts
. Removal and attaching chains

. Removing and installing pulleys and sprockets

. Checking alignment

1 m O O 9w

. Checking belt stretch

G. Checking chain slack

H. Replacing covers

I. Calculating speed of gears

J. Calculating:
1. Speed of V-belts
2. Chain drives

K. Safety considerations P-13 Handbook, Chapters 2, 6,
8

. P00 Form 15429
1968

Moy

‘ -6, 12-1-70




374.2(p. 5)

Craft Orientation and Slnll Trommg Muinhmo

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Teaing For (Position)
den. No.

General Mechanic

Shill or Tepic

Fundamentals of Blueprint Reading and

! Mechanical Drawings
|

Basic Time
2 hours

]
{nstructor to be (Position)
Supervisor or Job Instructor

Type of Appointment
Regular (Annual Rate)

Desig. and Act. Code
16-7

Where Shouid Training be Conducted?
Classroom or Quiet Area

When Should Traning be Conducted?

Prior to assignments (including technical training) involving blueprints, drawings or sketches. The need for
skill training will be hased on the judgment of the employee's supervisor.

Points To Be Covered

Instructional Alds and
Notes 10 instructor

A. Types of drawings
1. Plain views
2. Assembly drawings
3. Detailed drawings

B. Dimensioning of drawings
Line dimensions

Circular dimensions
Tolerances

Scales

Visible and invisible lines
Center lines

Line width

Hatch marks

. Thread designations

S R Bl ol ol Al e

C. Block diagrams

D. Sketches

Handbook Series CD-1, Me-
chanical Fundamentals, part
1V, and/or part 8, Personnel
Handbook P-16.

'OD hnn 2542-8

[Kc

wll Toxt Provided by ERIC

-6, 12-1-70




Craft Orientation and Skill Training: Maintenance 374.2 (p. 6}

CRAFT SKILL TRAINING REQUIREMENTS

Treimung | For (Position) Shill or Tepic Sasic Time
General Mechanic Planning the Job 2 hours
. instructor 10 be (Position) ! Type of Appeintment Desig. and Act. Cods
Supervisor or Job Instructor Regular (Annual Rate) 16-7

“Where Should Training be Conducted?
Classroom or Quiet Area

“When Shouid Training be Conducted?

Prior to independent assignment to job performance. The need for skill training will be based on the judgment
of the employee's supervisor.

Points To Be Covered Instructional Aroe and

A. Importance of planning Personnel Handbook P-16, part
10 and appendix E
B. Devising a course of action

C. Procedure for planning—questions to be answered
1. Where is the job?
‘ 2. What is the job?
What could go wrong?
What tools will be needed?

What parts may be needed?
Will an assistant be needed?

RO ol o

D. Course of action
1. Plan—think or write.
2. Take action—get tools, parts, etc, and do job
3. Think back—did I have everything?
4. Remember——for next time.

E. Show application by relating to representative job (s). Have students work out plan
for a typical assignment.

‘ "POD Form 1542-8

y Moy 1968
U T, 12-1-70




3742 (. N Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT .
CRAFT SKILL TRAINING REQUIREMENTS
Traming | Fec (Position) - Skitl or Topee - Basic Time
tdon. No.
General Mechanic Electrical Parts and Circuits 8 hours
. i

Instructer to be (Position) ) Type of Appointment - Desig. and Act. Code .
Supervisor or Job Instructor Regular (Annual Rate) 16-7
“Whers Sheuld Training be Conducted?

Classroom or Quiet Area .

“When Should Training be Conducted?

Prior to assignment involving maintenance of electrical equipment. The need for skill training will be based on
the judgment of the employee’s supervisor.

Points To Be Covered lmmclm.' &gtﬁn At“m.ct:f"d

A. Switches Handbook Series CD-2, Elec-
trical Fundamentals, part 11,
B. Circuit breakers and/or similar basic refer-
ences.
C. Fuses
Representative components.
D. Lamps
E. Relays
F. Photocells
;. Motors

H. Motor brakes
I. Solenoids

J. Generators
K. Rectifiers

L

. Wiring diagrams and Electrical Drawings

-6, 12-1-70

&
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Maintenance 374.2 (p. 8)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position) Skil) or Topic Basic Time
iden. No.
General Mechanic Electronic Parts and Circuits 8 hours

instructor to be (Position) Type of Appointment ] Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Trainunve be Conducted?

Prior to assignment involving maintenance of electronic equipment. The need for skill training will be based on
the judgment of the employee’s supervisor.,

instructional Aids and
Points To Be Coversd Notes to instructor

. Batteries Handbook Series CD-2, Elec-
trical Fundamentals, part I,
Transistors and/or similar basic refer-
ences.

. Resistors—symbols, color coding and tolerances

Representative components.
. Capacitors

. Voitage and current

M mY QO W B

Circuits

. Coils and transformers

@

. Tubes, tube pins and sockets

oy
.

Heaters (filaments)
Connections and nodes
. Insulators
Ohmmeters, voltmeters, etc.
. Units of electrical /electronic measurement

. Reading schematic diagrams

© Zz B2 & R =

Resistance values and computing resistances

A ————
POD Form 2542-3
Moy 1968

=6, 12-1=-70




374.2(p.9)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Tramning
tden. No.

For (Position)

General Mechanic

Skl or Topic

Air Conditioning Equipment (Familiarization

and Preventive Maintenance)

Basic Time

8 hours*

instructor to ;Ti’osntlon)
Supervisor or Job Instructor

Type of Appointment
Regular (Annual Rate)

-Whuo Should Training be Conducted?
Quiet Area and on Equipment

" When Should Training be Conducted?

Prior to routine assignment to assist in preve
skill training will be based on the judgment of the employee's supervisor.

Desig. and Act. Code
16-7

ntive maintenance of air conditioning equipment. The need for

Points To Be Coversd

Instructional Awds and
Notes to Instructor

A. Introduction
B. Theory of refrigeration

2. Refrigeration cycle

C. Self-contained units
Window units
Floor units
Capacity ratings
Operating checks

Gk W

D. Central systems
2. Refrigerants
3. Cooling towers
4. Air handlers

E. Safety

preventive maintenance.

1. Basic theory of refrigeration

General maintenance

1. Compressors, condensers and chillers

*Four hours of classroom instruction (or supervised on-the-clock
study) followed by four hours NJT and closs supervision assisting in

8

Facilities Handbooks MS-24,
Air Conditioning, parts 1-4
and part 9.

P-13 Handbook, Chapters 2, 6,

Aruitoxt provided by Eic:

Ti~d, 12~1.70




Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Maintenance 374.2(p. 10

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Trating | For (Position) Sialt or Topic Basic Time
iden No |
(Gieneral Mechanic Conveyor (Familiarization and Preventive Main- | 8 hours
tenance)
Instructor to be (Position) 7T Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be Conducud_?

Classroom and Workroom Floor

W;en Should Training be Conducted?

Prior to being assigned to maintenance on conveyors. The need for skill tramning will be based on the judgment
of the employee's supervisor.

Instructional Aids and
Points To Be Covered Notes t0 Instructor

A. Types of conveyors Facilities Handbooks MS-12,
1. Bulk and MS-26.
2. Portable
B. Iniroduction to the system Introduce both types but con-
1. (ieneral description fine instruction primarily to
2. Conveyor numbering system bulk conveyors pointing out
3. Safety considerations that information applies
4. Tour of the system(s) equally well to portable con-
veyors.
C. Detailed description and operating principles P-13 Handbook, Chapter 2, €,
1. Nomenclature 8
2. Drive unit
3. Motors and motor controls
4. Gear reduction umts
5. Drive pulley
6. Conveyor belt
7. Belt supports—slider bed and rollers
8. Tensioning device
D. Lubrication program Part 4, Facilities Handbook
MS-12
E. Checklists and route sheets Part 5, Facilities Handbook
MS-12

P00 Form 2542-8
1948

Mey

n-6, 12-1-70




3742 (p. 11) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Trainng | For (Position) Topi i
iden.No ! Skill or Topic Basic Time
General Mechanic Conveyor (Familiarization and Preventive
Maintenance) —Continued
Instructor to be (Posutlon—) o Typ; of Appaintment Desig. and Act. Code i}
|
Whare Should Traiming be Condurted? j .
1
I
Whaen Should Training be Conducted?
Points To Be Coversd Instructional Aids and

Notes to Instructor

F. Preparations for maintenance Employee’s lock and key
1. Requirements regarding shutting down equipment
for maintenance Necessary handtools, rags, lub-
2. Safety considerations on and around system ricants, etc.

3. Matcrials - handtools needed

G. Cleaning and lubrication procedures Keep constant lookout for lost

and damaged mail matter
H. Cleanup and preparation of forms to turn in to tour
foreman

I. Placing system back in operation
1. Removal of lockouts
2. Checking disconnects for ON position
3. Functional tests
4 Repoiting operational status of system

0D Form 2542.8
DAt

‘ . 50 -6, 12-1-70

IToxt Provided by ERI



Craft Orientation and Skill Training: Maintenance 374.2 (p. 12)

. POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position) Skill or Topic Basic Time
tden. No.
General Mechanic Elevator (Familiarization and Preventive Main-| 8 hours*
tenance)
- Tnstructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Whare Shouid Training be Conducted?

Quiet Area and on Equipment

When Should Train:ng be Conducted? -

Prior to routine assignment to assist in preventive maintenance of elevators. The need for skill training will
be based on the judgment of the employee’s supervisor.,

- Instructional Aids and
Pownts To Be Covered Notes to Instructor

A. Introduction Facilities Handbook MS-21,
Elevator Maintenance
B. Basic elevator components and their functions

C. Generai preventive maintenance

1. Purpose
’ 2. Base elevator
3. Service classifications
4
5

. Basic checklists
. Sample checklists

D. Preventive maintenance checklist application

E. Safety P-13 Handbook, Chaptzrs 2, 6,
8

*Four hours of classtoom instruction (or supervised on-the-clock

= study) followed by four hours OJT and close supervision assisting in
preventive maintenance,

‘ POD Form 2542-3

\) May 1968
E lC -6, 12-1-70
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374.2 (p. 13) Craft Orientation and Skill Training: Maintenance

E

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
“Tramng | For (Positon} T Skill or Topic Basic Time
Iden No. |

General Mechante Edger-Stacker Machine (Familiarization and| 2 hours
Preventive Maintenance)

|nstructor to be (Posmon) Typc of Appomtmont Desig. and Act. Code

Supervisor or Job Instructor Regular (Annual Rate) 16-7
“Where Should Traiing be Conducted?

Classroom or Quiet Area and Work- |

room Floor

When Sh0u|d Traumnz be Conducted?

Prior to assignment to work on edger-stackers. The need for skill training will be based on the judgment of the
employee’s supervisor,

Instructional Aids and

Points To Be Covered Notes to instructor
A. Introduction 16mm film on Edger-Stacker
1. Purpose operation and 35mm film-
2. Operation, general strip illustrating the total
3. Safety considerations canceling system.

B. Machine description
Principle of operation
Detailed description

. Vibrator hopper
Inclined feeder conveyor

. Stacker assembly

ANl

e

. Interim checklists and route sheets

D. Preparations for maintenance
1. Notifications required when taking machine out of

service
2: Safety considerations on and around machine P-13 Handbook, Chapters 2, 6,
3. Disconnect, off and lockout requirements 8
4. Materials: tools needed
E. Cleaning and lubrication Keep continual lookout for lost
1. Program and damaged mail matter.

2. Procedures
F. Cleanup
;. Completion of forms to be turned in to tour foreman

H. Removal of lockout and placing machine back in opera-
tion

TQ m a4

RIC

3
93
[

L6, 12-1-70

Aruitoxt provided by Eic:




ERIC

Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Maintenance

374.2 (p. 14)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Tmnm‘ For (Position) Skill or Topic
tden. No.

General Mechanic Mark 1l Facer-Canceler (Familiarization and
l Preventive Maintenance)

Basic Time

5 hours

Instructor to boﬁ'&]ﬂon) Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

Where Should Training be Conducted?

Classroom and on the Machine

Desig. and Act. Code
16-7

When Should Training be Conducted?

of the employee's supervisor.

Prior to assignment to maintenance on facer-cancelers. The need for skill training will be based on the judgment

Instructional Aids and
Points To Be Coversd Notes to Instructor

A. Introduction to the machine

3. Operating instructions
4. Safety considerations—operation and maintenance

B. Interim checklists and route sheets

C. Preparation for maintenance
1. Requirements regarding shutting down for main- 8
tenance
2. Disconnecting from power source
3. Checklists, handtools, lubricants, rags, etc.
4. Special safety considerations—machines with bi-
color recognition system modification

D. Cleaning and lubrication procedures

supervision

E. Cleanup and preparation of furms to be turned in to tour
foreman

F. Placing machine back in operation
1. Restoring power
2. Setting of circuit breakers
3. Functional tests
4. Reporting operational status of machine

Mark II 2” x 2” Operating &
1. (ieneral description Maintenance Slides. Hand-
2. Controls book MS-14, Facer-Canceler

P-13 Handbook, Chapters 2, 6,

Swudents perform under close

POD form 2542-8
Moy 1948

Ti~6, 12-1-70




374.2 (p. 15) Craft Orientation and Skill Training: Maintenance

» - .- e ——————— e —— e =

POST OFFICE DEPARTMENT

I T "CRAFT SKILL TRAINING REQUIREMENTS
Tnlmng—-—“ For (Position) . Skill or Topic Basic Time
tden. No.
+ General Mechanic Multi-Position Letter Sorting Machine (Famil-{ 8 hours
. 1arization and Preventive Maintenance)
!
instructor io be (P;);il;n) ! Type of Appointment Desig. and Act. Code -
Supervisor or Job Instructor Regular (Annual Rate) 16-7

—Whore Should Tr.almn. be Conducted?

Classroom and on the Machine

When Shouid Tram.ng‘t;cf_Conducted?

Prior to b :ng assigned to maintenance on letter Sorting machine. The need for skill training will be based on
the judgm: nt of the employee’s supervisor.

instructional Aids and

Points To Be Covered Notes to Instructor
A. Introduction to machine Engineering Handbook E-13,
1. General description Multi-Position Letter Sort-
2. Operating instructions ing Machine Models 120 and
3. Safety considerations 121, Chapter 1; 2” x 2” LSM
4. Disconnecting electrical power source Operation and Maintenance
5. Tour of machine Slides. Point out various
components.

B. LSM checklists and route sheets

C. Console checklists and route sheets

D. Cleaning and lubrication program P_13 Handbook, Chapters 2, 6,
8

E. Use of jog cords

F. Use of piggy-back motor

G. Proceduves for cleaning code wheels of letter carts LSM letter cart with code shaft
removed from cart.

H. Procedures for cleaning outer skin of machine Keep continual lookout for lost

and damaged mail matter.

I. Preparations for maintenance
1. Requirements for shutting down equipment Employee lock and key
2. Safety considerations including lockout
3. Materials -handtools needed

J. Other cleaning and lubrication procedures Applicable checklists and route
sheets. Have students per-
form cleaning and lubricat-
ing procedures under close
supervision.

nwm 2542-8

O m

IToxt Provided by ERI



Craft Orientation and Skill Training: Maintenance 374.2 (p. 16)

. POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Traning | For (Position) Skill or Topic Basic Time
tden. No. ’

General Mechanic Multi-Position Letter Sorting Machine (Famil-
iarization and Preventive Maintenance)—Cont.

Instructor to be (Position) Type of Appointment Desig. and Act. Code

Where Should Training be Conducted?

When Should Tramagge—cmducudr

Instructional Aids and
Points To Be Covered Notes to instructor

K. Cleanup and preparation of forms for submission to tour

foreman

L. Returning machine to operating condition Exercise care when turning
1. Removal of lockouts CB-16 and CB-1 to ON posi-
2. Restoration of power tion, as full bin circuitry will
3. Safety considerations be thrown off balance,

‘ POD Form 2542-8

May 1968

EMC TL=6, 12-1-70 ::55

Aruitoxt provided by Eic:



374.2 (p. 17)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training
Iden. No.

For (Position) Skill or Topic

General Mechanice ;
Preventive Maintenance)

Parcel Sorting Machine (Familiarization and

Basic Time

8 hours

instructor to be (Position)

Supervisor or Job Instructor

Type of Appointment

Regular (Annual Rate)

Where Should Training be Conducted?

Classroom and on the Machine

Desig. and‘ Act. Code
16-7

When Should Training be Conducted?

Prior to assignment to maintenance on the parcel sorter, The need for skill training will be based on the judg-
ment of the employee’s supervisor.

Points To Be Covered

instructional Aids and
Notes to Instructor

Introduction to the machine
1. Purpnse of machine
2. General description
3. Safety considerations
4. Observation of machine

. Traveling deflector

1. Motor and drive assembly
2. Conveying assembly

3. Deflactor assembly

4. Safety lockout

. Parcel sorter

1. Motor and drive assembly
2. Conveying assembly
3. Memory unit

. Checklists and route sheets
. Preparation for maintenance

1. Shutting down requirements

2. Lockout procedures

3. Checklists /lubrication & cleaning schedule
4. Necessary handtools, lubricants, rags, etc.

. Cleaning and lubrications procedures

. Cleanup and preparation of forms for submission to tour

foreman

. Placing, machine back in operation

1. Restoring power
2. Remove lockout
3. Functional tests
4. Reporting operational status

Facilities Handbook MS-2,
Parcel Sorting Machine,
Over and Under Type or
similar publication for local
equipment.

P-13 Handbook, Chapters 2, 6,
8

Employee’s lock and key

Keep continual lookout for lost
and damaged mail matter

Students perform under close
supervision. Emphasize safe-
ty.

POD Form 2542-8

Moy 1968

ERIC

IToxt Provided by ERI
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ERIC

Aruitoxt provided by Eic:

Craft Onentohon and Skill Trammg Maintenance 374.2 (p 18)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traming For (Position) Skill or Topic Basic Time
Iden. No.
General Mechanic Sack Sorter (Familiarization and Preventive 8 hours
Maintenance)
instructor to bc (;;sl&n_)_ T | Typa of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Shouid Training be Conducted?

Classroom and on the Machine |

When Should Tramning be Conducted?

Prior to assxgnment to maintenance on sack sorters. The need for skill training will be based on the judgment
of the employee’s supervisor.

instructional Aids and

' B. Description and cperating principles

Points To Be Coversd Notes to instructor
A. Introduction Facilities Handbook MS-23,
1. Purpose of machine Monorail Sack Sorters, part I
2. feneral description of machine or similar publication for lo-
3. Safety considerations cal equipment
4. Terminology P-13 Handbook, Chapters 2, 6,
5. Familiarization tour of machine 8

1. Drive assemblies
2. Conveyor parts
3. Carr.ers

4. Meinory system

C. Checklists and route sheets

D. Preparation for maintenance Demonstrate lockout proce-
1. Shutting down equipment dures. Keep continual look-
2. Checklists ‘lubrication & cleaning schedules out for lost and damaged
3. Necessarv handtools, lubricants, rags, etc. mail matter.
E. Lubrication and cleaning procedures Have students perform under
close supervision. Emphasize
safety.

F. Cleanup auu preparation of forms for submission to tour
forcmr n

G. Placi- £ machine back in ¢peration

. Restoring power

Removal of lockou .

. Functional tests

Reporting operational statu:
Review of safety considerations

S 0o o

POD Form 2542-3
May 1968

TL-6, 12-1-70




374.2 (p. 19) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT ‘

CRAFT SKILL TRAINING REQUIREMENTS
.Té""'r'i' —1 ;ot (Position) ’ Skilt or Topic Basic Time
, NO.
" Generat Mechanie l Tray Transport System (Familiarization and 8 hours

Preventive Maintenance)

‘ — ar—

" Type of Appointment Desig. and Act. Code
Regular (Annual Rate) 16-7

Instructor to be (Position)
Supervisor or Job Instructor

-1

_\Wun —S:;:l?’rramin[ be Conducted? i
Classroom and Workroom Floor | *

Whan Sho-u_ld_ T:;a;lll:l_l_ b; a:na:cud?

Prior to being assigned to maintenance on the tray transport system. The need for skill training will be based
on the judgment of the employee's supervisor.

instructional Aids snd
Points To Ba Covered Notes to instructor

A. General description of the equipment Facilities Handbook MS-20,
Tray Transport Conveyors.
B. Principles of operation

1. Drive assemblies

2. Drive pulley

3. Drive unit

4. Deactivation of electrical supply to drive unit

5. Take-up pulleys—types and locations

C. Safety considerations Identify and point out during
1. Emergency stop buttons complete tour system.
2. Disconnect switches P-13 Handbook, Chapters 2, 6,
3. Interlock (electrical) conveyor system 8

D. Checklists and route sheets

E. Preparations for maintenance Keep continual lookout for lost
1. Requirements regarding shutting down equipment and damaged mail matter.
for maintenance
2. Safety considerations on and around system
3. Materials needed

F. Cleaning and lubrication Necessary handtools, rags, lub-
1. Program ricants, etc. Students per-
2. Procedures form under close supervi-

sion. Emphasize safety.
G. Cleanup and preparation of forms to be turned into tour
foreman

H. Placing conveyor system back 1n operation
1. Removal of lockouts
2. Checking disconnects for ON position I

==m 25408
O
-6, 12-1-70
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Craft Orientation and Skill Training: Maintenance 374.2 (p. 20)
POST OFFICE DEPARTMENT
. CRAFT SKILL TRAINING REQUIREMENTS
_‘;;ll;\-;\}— i For (Pou;;o_n) T “Swili or Topic o Basic Time
iden No.
General Mectianie Assembly and Maintenance of Scales 4 hours

structor to be (Position)
Supervisor or Joh Instructor

‘Whare Should Training be Conducted?
Shop or uiet Area

V-Vhen Sh;:uld Training be Conducted?

ment of the employee’s supervisor.

ment

B. Installation
C. Operation & Testing
D. Preventive maintenance

E. Repair maintenance

F. Records and :eports

2. Repair maintenance

“Type of Appontment

Regular (Annual Rate)

Prior to indepedent assignment to maintenance of scales. The need for skill training will be based on the judg-

Desig. end Act. Code
16-7

Points To Be Covered

Instructional Aids and
Notes to Instructor

A. Nomenclature and description of representative equip-

1. I’reventive maintenance

Ha

Have

Requi
stu

Facilities Handbook MS-13,
Imperial Scale Model 570, or

sentative equipment.

close supervision.

close supervision.

ndbook for other repre-

student perform under

red records /reports, Have
uent make entries under

P00 Form 2542-8
Aoy 1963

E MC 16, 12-1-70

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

Ciaft Orientation and Skill Training: Maintenance

374.3 Individual Training Record

3743

US POSTAL SEAVICE

INDIVIDUAL TRAINING RECORD

DATE ENTERE!

CCGNATY S

ON DUTH

P

¥ TOrE

NN ArTiyiv

NAME OF EMPLOYELE

SCCIAL SECUMITY NO

‘ POSITION
| seneral Mechanic

J

snill OR TOPIC

2z
™
r
(o]
v
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Craft Orientation and Skill Training: Maintenance

375 Maintenance Mechanic (MPE)
375.1 Maintenance Crafi Crientation Requirement:

k

3751 6. 1)

POST OFFICE DEPANTMENT

CRAFT ORIENTATlON REQUIREMEN'I’S

Training | Skl or Topnc

1 For (Position)
Iden. No i

Maintenance Mechanic
(MPE) !

Introduction to Maintenance Services

Basic Time

2 hours

| Type of Appointment

Instructor to be (Position)

Supervisor or Similar Designee ! Regular (Annual Rate)

Where Should Traning M—Conducud’

{
Classroom and Work Areas !

Desig. and Act. Code
16-7

When Should Training be Conducted?

Before assignment to job performance

Points To Be Covered

instructional Aids and
Notes to instructor

A. Purpose of maintenance services—*“To facilitate move-
ment of the mails.”

B. Organization of local post office

C. Local maintenance organization and responsibiiities
1. Maintenance, mail processing equipment
2. Other postal equipment
3. Building services—cleaning, security guards, ele-
vator operators and telephone operators, as ap-
plicable
4. Building equipment

D. Tour of maintenance work areas and areas associated
therewith such as:
1. Office of director of plant maintenance or postal
plant engineer
. Maintenance office
. Stockrooms
. Maintenance control office
. Medical unit
Locker rooms, swing rooms, lavatories, snack
bars, cafeteria, etc.
. Time clocks ‘badge readers, including proper use
. Elevators, including destinations
. Supervisors’ offices ‘stations
. Engine room
Others as appropriate to meet local conditions

= O

- O 0o~

[Sorauyeery

Introduce, show and discuss
film Mainstay of the Mails

Organization chart on chalk-
board, flip chart or tran:par-
ency.

Organization chart on chalk-
board. flip chart or transpar-
ency.

Explain chain-of-command re-
sponsibilities.

Prepare written tour plan to
make maximum use of time
and ensure complete cover-
age. Point out safety consid-
erations and emphasize safe-
ty at every opportunity.

'00 Form 2542-A
r 1968 .

Y (Val
EK 8. 12-1-70 ;.61-

wll Toxt Provided by ERIC




375.1(p. 2 Craft Orientation and Skill Training: Maintenaonce

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Tvau_!_u—l;_ fFor (_Potmol_!)— - ) l—_s;n or-.Top.i_c_ Basic T
fden. No
i Maintenance Mechanic i Responsibilities and Duties of Postion 1 hour
' (MPE) '
“Instructor to be (Position) ' Yype of Appointment h TTTTTTTTTT T 7T ] Oesig and Act. Code
i
Supervisor or Similar Designee ' Regular (Annual Rate) 16-7
“Where Should Training be Conducted? I
Classroom §
“When Should Tramng be Conducted? 7
Before assignment to job performance
Points To Be Coversd Instructional Aids and

A. Employee supervisor relationship
B. Necessity for following instructions

C. Relationship with other craft supervisors

D. Communications hetween employee and supervisors
1. Intercommunications system
2. Telephone
Two-way radio system i
. Personal communications
Bulletin boards
Others as appropriate to meet local situations

P ot 80

E. Schedule assignment
1. Hours of duty
2. Days off
3. Procedure to follow when unable to renort for duty

F. Job description “ Copy of standard job deserip-
i tion. Provide copies as hand-
l outs for each employee. Use
' as outline for explanation
g and discussion.
;. Training opportunities :
1. On-the.job !
2. Off-the-job
3. Enmployee responsibilities

P00 Form 2547-A
1948

‘ 2 62 n-6, 12-1-70
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Craft Orientation and Skill Training: Maintenance 375.1 (p. 3)

POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS

}'3::‘-;‘0 i For (Positson) Skill or Topic Basic Time
: Maintenance Mechanic Responsibilities and Duties of Position—Cont.
{ (MPE)
! - R e —
Instructor to be (Position) Type of Appointment Deswg. and Act. Code

Where Should Training be Conducted?

When Shouid Training be Conducted?

H. Promotion opportunities

I. Wearing of identification badges (in accordance with | Demonstrate proper wearing.

local regulations) Acquaint employee with pro-
cedure to follow in case of
loss.
J. Use of property pass Sample GSA Form 7

K. Work area conduct and habits—good housekeeping;
smoking regulations: personal needs, effects, cleanli-
ness nd appearance; relationship with other em-
plovees: horseplay; and safety.

P30 Ferm 1581-A
Moy 1948

C-c, 12-1-70 263 .




375.1 (p. 4

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Where Should Training be Conducted?
Classroom and Workroom Floor

T‘;:nma: ! For (Pomition) Skill or Topic Basic Time
iden. No.
" ! Mantenance M¢ zhame Safety 2 hours
(MPE)
| ‘ - .
Instructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

When Should Traming be Conducted?

Before assignment to job performance

Points To ka2 Coversd

Instructional Aids and
Notes to Instructor

. Introduction to safety
. Do’s of safety

Safety in the use of ladders

O 0O w »

. On-.the-job and off-the.job safety
1. Cost of injury to the employee
2. Cost of injury to employer

E. Lift Safely

F. Electrical safety

On-off switches

Lockout switches

Lockout disconnects

Tagging of lockouts

. Personal, individual lccks

Restoring system to operating condition after lock-
out.

S Yoo 1o

(s Fire prevention

*The safety officer should advise and counsel the instructor to the
extent necessary.

Personnel Handbook Series P-
16, part 4 and pages 23 and
44. P-13 Handbook, Chap-
ters 2,6, 8

Introduce, show and discuss
film “Lift Safely.” Use lift-
ing demonstration model (see
pages 7, 9 and 51 of Person-
nel Handbook P-16).

Show and demonstrate use of
safety switches, iockout de-
vices tags signs, etc., likely
to be encountered.

@

-6, 12-1-70
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Craft Orientation and Skill Training: Maintenance

375.1 (p. 5)

FOST OFFICE DEPARTMENT

CRAFY ORIENTATION REQUIREMENTS

Traming | For {Position) Skill or Topic
0.

tden. N
Safety—Continued

Maintenance Mechanic
(MPE)

Basic Time

Instructor to be (Positlon)

Where Shouid Traning be Conducted?

Uesig. and Act. Code

When Shouid Training be Conducted?

Points To Bas Covered

Instructionsl Aids snd
Notes to instructor

H. Fires and fire extinguishers
1. Class A fires—wood, paper, trash
2. Class B fires—flammable liquids (oil, paint, grease,
gas, etc.)
3. Class C fires—electrical

Local fire and emergency procedures

J. Reporting of hazardous conditions

Show and demonstrate use of
fire extinguishers/extinguish-
ing agents—chemical, soda
acid, CO,, water (can and
hose).

Pass out copies of and discuss
Jocal fire and emergency pro-
cedures.

Form 1767, Report of Hazard,
Unsafe Condition or Practice

. 700 Form 1542-A

Moy 1948

Q 4 12-1-
EMC.‘ 12-1-70 265

IToxt Provided by ERI




375.1(p. 6) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Teamng | For (Position) | Skin or Topic
Iden.

(MPE)

| Maintenance Mechanic Introduction to Maintenance Management 2 hours

Basic Time

Instructor to be (Position) Type of Appointment

Maintenance Control Supervisor or | Regular (Annual Rate)
Similar Designee

Whera Should Training be Conducted? |
Classroom and Maintenance Control |

"

Desig. and Act. Code
16-7

When Should Training be Conducted?

Before assignment to job performance

Points To Be Covered

Instructional Aids and
Notes to Instructor

. Maintenance management program
1. Preventive maintenance
2. Repair maintenance

. Mechanic’s responsibilities and importance in the main-
tenance management program, including use of Form
4851, Correction Needed.

. Work codes, standards and performance frequencies

. Form 4777, Check List ((General)

. Form 4776 series, Route Sheet ((;eneral)
1. Purpose
2. Interpretation and explanation of terms
3. Discussion of sample form (old and new, as ap-
propriate)

. Form 4940, Request for Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Preparation of form

Facilities Handbook MS-10

Explain clearly the concepts of
preventive maintenance and
repair maintenance

Form 4851. Demonstrate its
proper use and have em-
ployee complete one under
supervision.

Form 4777. A transparency or
large oversized sample is rec-
ommended; otherwise, pass
out standard sized samples
for use during discussion.

Form 4776

Pass out copies of Form 4940
and have employee prepare
under close supervision

N-6, 12-1-70
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Craft Orientation and Skill Training: Maintenance

375.1(p. 7)
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Teawung | For (Position) Skill or Topic Basic Time
iden No.
Maintenance Mechanic Introduction to Maintenance Management—Cont.
(MPE)
Instructor to be (Position) Type of Appointment Desig. and Act. Code

Where Should Training be Conducted? l

When Should Training be Conducted?

Points To Be Coversd

Instructional Aids and
Notes t0 instructor

G. Form 4941, Maintenance Work Order
1. Purpose
2. Discussion of sample
3. Use of employee’s maintenance number

H. Form 4774, Breakdown Investigation Report
1. Purpose
2. Discussion of sample
3. Preparation of form

1. Guided tour of maintenance control office

Sample copy of Form 4941

Sample copy of Form 4774

Have maintenance control rep-
resentative explain various
aspects of system, flow of pa-
per, and use of maintenance
data gathered. Emphasize
necessity of accuracy in data.

$OO Farm 2542-A
May 1948

=6, 12-1~-70
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375.2(p. 1)
375.2 Maintenance Craft Skills Training Requirements

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Traming | For (Position)
Iden. No.

Skill or Topsc

Maintenance Mechanic Use and Care of Handtools

Basic Time

2 hours
30 minutes

Instructor to be (Posmon)_—v Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

“Where Should Traning be Conducted?

Classroom or Quiet Area in Shop

Desig. and Act. Code
16-7

When Should Training be Conducted?

Judgment of the employee’s supervisor.,

Prior to assigning significant duties involving use of handtools. The need for skill training will be based on the

Points To Be Covered

instructional Aids and
Notes to Instructor

A. General familiarization

B. Selection of right handtool for the job
1. Shape considerations
2. Size considerations
3. Speed considerations
4. Safety considerations

C. Proper use of handtools
1. To accomplish the job
2. To prevent damage to the handtools
3. To prevent damage to equipment being worked on
4. Safety considerations

D. Care of common handtools
1. Cleaning
2, Minor repair—removal of nicks and burrs, replace-
ment of handles, etc.
3. Custody, checkout check-in replacement proce-
dures

E. Hand drills. hacksaws, and soldering irons
1. Selection, nomenclature, familiarization

ERIC

Personnel Handbook P-16, Ap-
pendix A.

Part I, Handbook P-16

P-13 Handbook, Chapters 2, 6,
8

Handbook CD-1, Mechanical
Fundamentals, part IIIL
Demonstrate proper use of
common handtools. Point out
results of wrong use damage
to the handtool and the ma-
chine equipment part.

Form 4787, Broken-Worn Tool
Report

Demonstrate and supervise
proper use of representative
items.

2. Use
3. Care
D Form 25428
¥y 1968
PR
Ao T, 12=1-70




Craft Orientation and Skill Training: Maintenance

375.2(p. 2)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Traming
tden. No.

For (Position) Skill or Topic
Maintenance Mechanic

(MPE) Mechanical Equipment

Introduction to Mechaniams and

Basic Time

3 hours

instructor to M(_P;;]Qlon) Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

Where Should Training be Conducted?

Quiet Area and Workroom Floor

Desig. and Act. Code

16-7

When Should Training be Conducted?

wiill be based on the judgment of the employee’s supervisor.

Prior to assignment to equipment maintenance and before training on lubrication. The need for skill training

Points To Be Coversd

Instructionat Aids and
Notes to Instructor

A. Introduction to mechanisms

B. Purpose of mechanical equipment
C. Safety considerations
D. Terminology

E. Observation of representative mechanisms and mechani-
cal equipment in use

Parts I & II, appendix I, Per-
sonnel Hdbk. Series P-15,
Instructor’s Guide for Train-
ing Mechanics. Manufacturer
publications such as Bulletin
59126, The Installation, Op-
eration and Maintenance of
Chain Drives, published by

CHAIN Belt Co. Obtain
through local representa-
tives.

Handbook Series CD-1, Me-
chanical Fundamentals, part
I and II.

Show trainees representative
mechanisms and equipment
in use

P-13 Handbook, Chapters 2, 6,
8

POD Form 3543-8

May 1968
=6, 12-1-70

~69




375.2 (p. 3)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training For (Position) Siull or Topic Basic Time
tden. No,

Maintenance Mechanic Lubrication 2 hours
Instructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be Conducted?

Classroom

When Should Training be Conducted?

Prior to assigning to lubrication duties. The need for skill training will be based on the judgment of the em-
ployee’s supervisor.

: instructional Aids and
Points To Be Covered Notes to Instructor

. Functions Part VII, Personnel Handbook,
Series P-15
Types of lubricants and tools

Importance of using proper lubricant

Sealing

m O o w »

. Preparation for lubrication
1. Cleaning
2. Rust removal

F. Methods of lubrication

G. Over lubrication
1. Harmful effects
2. Safety considerations

H. Representative lubrication programs (with emphasis on Facilities Handbooks MS-12,
safety) MS-20, or similar handbooks
providing outlines for lubri-
cation programs on local
equipments.
P-13 Handbook, Chapters 2, 6,
8

POD Form 2542-8

May 1968

~ . %0 -6, 12-1~70
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Craft Orientation and Skill Training: Maintenance 375.2(p. 4
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Training | For (Position) skill or Topic Besic Time
iden. No.
Maintenance Mechanie Removal, Installation and Adjustment of 2 hours
(MPE) EKquipment
I
Instructor to b_o (Position) “T"y_po of Appointment T Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Where Should Training be C;&Léted? ‘

Classroon: or Quiet Area |

When Should Tr/;n;mg- be Conducted? -

Prior to assignment to duties involving removal, installation and adjustment of equipment. The need for skill
training will be based on the judgment of the employee’s supervisor.

instructional Aids and
Points To Be Covered Notes to instructor

A. Removal of gearing Personnel HB P-15, part III.
B. Removal and attaching V-belts
C. Removal and attaching chains
D. Removing and installing pulleys and sprockets
E. Checking alignment
F. Checking belt stretch
G. Checking chain slack
H. Replacing covers
I. Calculating speed of gears
J. Calculating:
1. Speed of V-belts
2. Chain drives

K. Safety considerations P-13 Handbook, Chapters 2, 6,
8

POD Form 2542-8
May 1948

-6, 12-1-70 2071
v .




POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Training F;rh(—Pomhon) -

Training Skill or Topie Basic Time

Maintenance Mechanie Fundamentals of Blueprint Reading and 2 hours
I (MPE) | Mechanical Drawings

lnnr;:;or tc J;-ZPOQI;ISK)- B fypo of Ap;;o:];agrnont— Desig. and Act. Code

Supervisor or Job Instructor

Regular (Annual Rate) 16-7

Where Shoutd Training be Co.:ducted?

|
Classroom or Quiet Area !

When Should Train ng be Conducted?

375.2 (p. 5) Craft Orientation and Skill Training: Maintenance

Pror to assignments (including technical training) involving blueprints, drawings or sketches. The need for
skill training will be based or the judgment of the employee’s supervisor.,

Instructional Aids and
Pownts To Be Covered Notes to Instructer

A. Types of drawings Handbook CD-1, Mechanical
1. Plan views Fundamentals, part 1V, and/
2. Assembly drawings or Part 8, Personnel Hand-
3. Detailed drawings book P-186,

B. Dimensioning of drawings
Line dimensions

Circular dimensions
Tolerances

Scales

. Visible and invisible lines
Center lines

. Line width

. Hatch marks

Thread designations

© 0~ ® O N

C. Block diagrams

D. Sketches

POD Form 2542-8 '
May 1968

Q -6, 12-1-70
ERIC o,
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ERIC

IToxt Provided by ERI

Craft Orientation and Skill Training: Maintenance

375.2 (p. 6)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Euma. _{—F(_:; (Position) Ski—ll or Topic Basic Time
on o
Maintenanee Mechanic Planrng the Job 2 hours
(MPE
Instructor fo be (Position) " | Type of Appaintment T Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

“Where Should Traiming b Conducted”

1
|
Classroom or Quiet Arca |

W—r:on _Sl:t;uia‘Trn|;\nn| b; éc;r;duc(od?

Prior to independent assignment to job performance. The need for skill training will be based on the judgment
of the employee's supervisor.

" Instructional Aids and
Points To Be Covered Notes to lns(lmctor

A. Importance of planning Personnel Handbook P-16,
part 10 and appendix E
B. Devising a course of action

C. Procedure for planning—questions to be answered
1. Where 1s the job?
. What is the job?
. What could go wrong”
What tuols will be needed”
. What parts may be needed’
. Will an assistant be needed?

2]

e I AN i O}

D. Course of action
1. Plan—think or write.
2. Take action—get tools, parts, etc, and do job
3. Think back—did I have everything?
4. Remember—for next time.

E. Show application by relating to representative job(s). Have students work out plan
for a typical assignment.

POD Form 2542-8
May 1968 N

n-6, 12-1-70 273




3752 p. 7)

Craft Orientation and Skill Training: Maintenance

Teaming
iden. No.

" For (Pomtom)
Mamtenance Mechanie
i (MPE)

Itmru:to!_to b-o(Pomlot;) o
Supervisor or Job Instructor

’V;;no Should 'i"_l-lﬂ(_ﬂ‘ be C;;duct;:l’
Classroom or Quiet Area

When Should Tramning be Conducted?

A. Switches

B. Circuit breakers
C. Fuses

D. Lamps

E. Relays

F. Photocells

G. Motors

H. Motor hrakes

1. Solenoids

J. Generators

K. Rectifiers

CRAFT SKILL TRAINING BEQQ!REMENYS

Prior to assignment invelving maimtenance of electrical equipment. The need for skill training will be based
on the judgment of the employee’s supervisor.

Points To Be Covered

L. Wiring diagrams and ele-trical drawings

POST OFFICE DEPARTMENT

SOu-ll or‘T;ptc o Basic Time

Flectrical Parts and Circuits 8 hours

Denig. and Act. Code

16-7

| Typs of Appointment

' Regular (Annual Rate)
|
f
|

instructional Aids and
Notes to instructor

Handbook Series CD-2, Elec-
trical Fundamentals, part I,
and ‘or similar basic refer-
ences.

Representative components.

"POD Form 2542-8
May 1958

Aruitoxt provided by Eic:

-6, 12-1-70
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Maintenance

375.2 (p. 8,

Regular (Annual Rate)

"Instr;cto‘r_lo be iPomlo_n)_ - l T;po ;f_;;;po;mﬁml
Supervisor or Job Instructor |
|

~_—V;':cre Shoulcr'lrl';vnxng be Conducted? i

. |
Classroom or Quiet Area i
|

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traning | }};&BSQ&.BT.T T skl or Yopic
Iden No l
Maintenance Mechanie Electromie Parts and Circuits
(MPE) !
{
H

Basic Time

8 hours

Desig. and Act. Code
16-7

-V;h;n S':;L_ll;}r;m;gil;oﬁcon&:é;e‘d?

the Judgment of the employee’s supervisor.

Prior to assignment involving maintenance of electronic equipment. The need for skill training will be based on

Points To Be Covered

tnstructional Aids and
Notes to instructor

A. Batteries

B. Transistors

C. Resistors—symbols, color coding and tolerances
D. Capacitors

E. Voltage and current

F. Circuits

G. Coils and transformers

H. Tubes, tube pins and sockets

bt

Heaters (filaments)

Connections and nodes

s

. Insulators
Ohmmeters, voltmeters, etc.,
. Units of electrical, electronic measurement

. Reading schematic diagrams

©c Z = -

. Resistance values and computing resistances

Handbook Series CD-2, Elec-
trical Fundamentals, part I,
and/or similar basic refer-
ences.

Representative components

POD Form 2541-8
May 1968

-6, 12-1-70
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375.2(p. 9 Craft Oriemtation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKIL; TRAINING REQUIREMENTS

‘lrnmmg ;“F;r (Posstion) | Shill or Topsc Basic Time
don !
Maintenance Mechanie i Bulk Conveyor Maintenance 40 hours®
(MPE) i
i ! . _
Instructor to be (Positton)

Supervisor or Job Instructor

iv‘m“w Desig. and Act. Code *
i
]
1

Whare Shouid Training be Conducted?
Classroom, Workshop and * Regular (Annual Rate) 16-7 .
Workroom Floor ' i

When Should Tumunl bc Conmwr

Prior to assignment to independent maintenance of bulk conveyors. The need for skill training will be based on
the judgment of the emiployee’s supervisor.

Points To Be Covered 'mﬂm g‘f'mAmm“

A. Introduction to system—purpose, terminology and gen- | Facilities Handbook for Bulk
eral description Conveyors, MS-12, and In-
stallers Manual.

B. Safety considerations—lockout procecdures, precautions, Emphasize safety at appropri-

ete. ate points throughout in-
struction.
C. Tour of system(s) Point out locations of emer-

gency stops, controls and cir-
cuit breakers; review con-
veyor numbering/lettering

system.
D. Detailed description and operating principles
1. Drive unit
2. Motors
3. Power transmission equipment .
4. Drive pulley
5. Conveyor belting
6. Belt supports
7. Tensioning devices ) |
8. Controls |
E. Maintenance tools Emphasize proper use and ter- |
minology throughout. Section ‘
4.8, MS-12. |
F. Belt conveyor engineering Part 3, M3-12.

*The Headquarters approved course (broadly outlined here) should
be followed regardless of whether training is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

-6, 12-1-70
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Craft Orientation and Skill Training: Maintenance 375.2 (p. 10}
. POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENYS
Teauung For (Position) | skt or Topic Basic Time
iden. No. |
i Maint.- -u;\lu E\h-chanir Bulk Conveyor Maintenance—Continued
( )
i _ !
. “Instructor to be (Positlon) Type ot Appointment Desig. snd Act. Code
Where Should Training be Conducted? !
. |
— —— - ' -
When Should Tnamn. be Conducted?
o ] inastructions! Aids snd

Points To Be Covered

Notss to tnstructor

G. General preventive maintenance

. Bearings

. Motors and Drive components
. Pulleys

. Conveyor belts

. Tensioning devices

Control components

= Structural parts of conveyor
. Lubrication program

00 =3 & Yt B TGO PO M

H. Routine preventive maintenance route sheets and check-
lists

I. Common repairs, replacements and adjustments

J. Power turns

Pass out sample route sheets
and checklists

o T 12170

ERIC A
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375.2(p. 11) Craft Orientation and Skill \roining: Maintenance

'tmmn;' For (P«mhor:)_ i Skl or Tope ) Basic Time
lden Mo. H
" Maintenanes Mechanic © Edger-Stacker Machine Maintenance 4 hours
: (MPE) !
"instructor to be (Position) ;rm[.ummmm Desig. and Act. Code
Supervisor or Job Instructor i

|
Regular ( Annual Rate) i 16-%
“Where Should Trammng be Conducted? !
Classrouvm, Workshop and ‘
Workroom Floor

" When Shouldt Tramung be Conducted?

Prior to assignment to independent maintenance of edger-stacker machines. The need for skill training will be
based on the judgment of the employee’s supervisor.

Pomts To Be Covered l"m“' uct I&om.lnmm' Aids and

A. Introduction to machine—purpose, terminology, general P-13 Handbook, Chapters 2, 6,
description and safety considerations 8

B. Description and operating principles of machine compo- 16mm film on Edger-Stacker
nents operation

C. Description and operating principles of electrical system 35mm filmstrip illustrating the
components total canceling system

D. Air system

E. Hopper-feeder control system
F. Controller box hopper feeder
(. Operation of machine

H. Preventive maintenance

I. Checklists and route sheets

J. Troubleshooting and repair

n-6, 12-1-70
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Craft Orientation and Skill Training: Maintenance 375.2(p. 12

‘ FOST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Tramng . For (Poston) o Skt or Togic B Basic Time
tden. No.
Maintenance Mechanic Mark Il Facer-Canceler Maintenance 80 hours®
(MPE) i

' i m T " 77771 Desig. and Act. Code

Supervisor or Job Instructor 16-7

Classroom, Workshop and
_Workroom _l'.—l()fl: o ]
When Shouid Training be Conducted?

nsircor o ba iPoition "'f,...,u,,...w
!
{
i

Prior to assignment to independant maintenance of Facer-Cancelers. The need for skill training will be based
on the judgment of the employee’s supervisor,

Poi Yo @s C . Instructional Aids and

Notes to Instructor

A. Introduction-—purpose, terminology and general descrip-
tion

B. Safety on and around the machine

35mm filmstrip illustrating the
total canceling system

'P-13 Handbook, Chapters 2, 6,

8
‘ C. Controis and operation—machines A & B

D. Service and maintenance of mechanical components Facilities Handbook MS-14.

. Main drive

. Feeder unit

. Separation unit

. Rollers

Feed belts

. Impression rollers

. Transport belt system

. Inverter brushes and guides

. Clutches and main gear drives
. 10. Feeder main gear drive

11. Stackers and stacker components
12. Inking system and components
13. Gate assembly

OO N

E. Power supply and motor control units
1. Stop line circuit
2. AC power circuit
3. DC power circuit

F. Electronic circuits

Emphasize electrical safety.

*The Headquarters approved course (broadly outlined here) should
be followed regurdiess of whether training is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

Q 6, 12-1-70
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375.2 (p. 13) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Trang | For (Position) Skill or Topic Basic Time
iden. No.
Maintenance Mechanic i Mark Il Facer-Canceler Maintenance—Cont.
l (MPE) |
l_n;mmf»bo (Po;iﬂon) N T vy ment o

Whare Shouid Trammyg be Conducted?

l‘l’mo!hppoinﬁnom ) 'Dat-ndmm .
i
|
1
i

When Should Tramning bs Conducted?

‘ Instructionsd Aids snd
Points To Be Coversd Notes to Instructor

G. Block diagrams Show application in circuit
tracing and trouvbleshooting.
H. Electronic adjustments

I. Troubleshooting
1. Mechanical
2. Electrical
3. Eiectronic

J. Lubrication program

K. Parts catalog and criteria

Mey 1948 -6, 12-1-70
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Craft Orientation and Skill Training: Maintenance 375.2 (p. 14)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Teaung ' For (Postion) 7 7] swutt or Topie Basic Time
iden No.

i .\lamtenancsh.\lechamc Letter Sorter Machine Maint.nance 120 hours*
i (MPE)
1

) !ATypo of Appomtment Desig. and Act. Code

_in-s;_rucim—to bo (Po;n-tlof;)

Supervisor or Job Instructor | Regular (Annusl Rate) 16-7

—-v_viu-u SOmul-d_‘l-‘raimnl be é;nductcd?“

Classroom and on Machine

When Should Trawung be Com‘h;ﬁcd?

Prior to assignment to independent maintenance of LSM. The need for skill training will be based on the judg-
ment of the employee's supervisor.

Instructional Aids and
Notes to instructor

Familiarization Show movie LSM OPERA-
1. Introduction TION
2. Tour of machine
3. Start stop procedures Utilize all instructional aids
4. Physical configuration listed in National Mainte-
5. Responding to supervisory lamps nance Training Course

Motor control circuits
1. Reading circuit diagrams
2. Troubleshooting

C. Cart conveyor system

D. LSM maintenance safety P-13 Handbook, Chapters 2, 6,
8
E. Main drive unit, assembly

F. Main conveyor components

G. Console
1. Electrical circuits
2. Feeder assembly
3. Vacuum motor
4. Feeder table disassembly and reassembly

*The Headquarters approved course (broadly outlined here) should
be followed regardless of whether tramming is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

POD Form 2341-8

Mey 1968
Neb, 12=1=70




375.2(p. 15) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Yraming For (Position) Skill or Topc

 ‘Whare Shou!d Traming be Conducted?

iden No Basic Time
.\lamtcnaixlc}; I_‘.\lechamc Letter Sorter Machine Maintenance—Continued
(MPE)
“tnstructor to be (Position) 77 77 7| Type of Appointment Desig. and Act. Code

When Should Tramng be Conducted?

Points To Be Covered

Instructional Aids and
Notes to Instructor

G. Consvle—Continued

5. Keyboard assembly

. Troubleshooting console circuits

. Mechanical power train

Power take-off assembly

Clutch adjustment and shear pin replacement
Vacuum pick-off unit

Swmuoy

[

H. Encoder
. Operation
. Drive and synchronization
Encoder to cart synchronization
. Repairs
Parts replacement
Removal and installation

-

o=

@ Ut

I. Inserter dropper
1. Detailed description
2. Tube disassembly
3. ABC chain
4. Synchronization procedures

J. Troubleshooting encoder and console
K. Decoder operation, adjustment and synchronization

L. Cart repairs

-6, 12-1-70




Craft Orientation and Skill Training: Maintenance

375.2 (p. 16}

POST OFFICE DEPARTMENT

Tranig | For (Position) T T swtortope
Iden No.

Maintenance Mechanic
(MPE)

Instructor to be (Posntio;). N . Bpoin

Type of Appoinu_im;nt

|
i
ol

Where Shouid Traming be Conducted?

CRAFT SKILL TRAINING REQUIREMENTS

LSM Maintenance—Continued

Basic Time

Desig. and Act. Code

V;hm;f;ha\.rld‘ham;n(‘bo C;na;c;edl A

Points To Be Covered

Instructional Aids and
Notes to instructor

. Code bar
1. Installation
2. Track alignment
3. Setting

N. Stray letter belt—detailed description
. Brush and cart door closer adjustment
P. Safety features
1. Circuits—description and block diagrams
2. Devices—adjustments and maintenance
3. Troubleshooting safety circuits
Q. Full bin warning system
1. Components
2. Circuits
. Removal and installation of door trip assembly

Preventive maintenance procedures

. DETEX circuits—description and operation

c = ©» =

. Troubleshooting
1. Guide
2. Procedures

POD Form 2542.8
Moy 1968

-6, 12-1-70
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375.2(p. 17) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

i

Traiming { For (Position) Skilt or Topic Basic Time
fden. No. :
Maintenance Mechanie Parcel Sorung Machine Maintenance 40 hours*
(MPE) |
instructor to be il_’osutlon) htl‘;po of Appoint;unt Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Classroom, Shop and Workroom

—
Where Should Training be Conducted? ‘
2
Floox i

When Should Trammi Eu Conducted?

Prior to assignment to independent maintenance of parcel sorting machines. The need for skill training will be
based on the judgment of the employee’s supervisor.

Ins*~uctional Aids and
Points To Be Covered Notas to Instructor

A. Introduction to machine—purpose, terminology and gen- | Facilities Handbook MS-2,
eral description Parcel Sorting Machine Over
1. Belt conveyor feeding equipment and Under Type, or similar
2. Traveling deflector publication for local equip-
3. Conveying assembly ment.
4. Memory unit

B. Safety on and around machine Emphasize safety considera-
tions at appropriate points
throughout instruction/
training.

C. Traveling deflector description and operating principles
1. Motor and drive assembly
2. Conveying assembly
3. Deflector assembly P-13 Handbook, Chapters 2, 6,

D. Parecel sorter description and operating principles 8

1. Motor and drive assembly
2. Conveying assembly
3. Memory unit

E. Preventive maintenance
1. Purpose
2. Checklists
3. Cleaning and lubrication
4. Routine preventive maintenance

F. Repair maintenance
1. Troubleshooting
2. Common repairs, replacements and adjustments

G. Replacement parts lists

*The Headquarters approved course (broadly outhned here) should
be followed regardless of whether training 1s conducted at the national,
regional or local level., Modify as appropriate to reflect local equipment,

POD Form 54-24
May 1968

ERIC

-6, 12~1-70
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Craft Orientation and Skill Training: Maintenance

375.2 (p. 18)

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Training For (;nmon)

Skill or Topic
Iden No.

Maintenance ‘Mechamc Sack Sorter Maintenance

(MPE)

Basic Time

40 hours*

Instructor to-iw_o_(P;sctlon) Type of Appointment

Supervisor or Job Instructor Regular (Annual Rate)

“Where Should Training be Conducted?

Classroom, Shop and Workroom
J*_‘!oor

Desig. and Act. Code
16-7

When should Tr;nﬁ]l;;—b:_cgr;ductnéf

the judgment ot the employee’s supervisor.,

Prior to assignment to independent maintenance of sack sorters. The need for skill training will be based on

Points To Be Covered

instructional Aids and
Notes to instructor

A. Introduction—purpose, terminology and general descrip-
tion

B. Safety consideration—lockout procedures, precautions,
etc,

C. Familiarization tour of sorter system

D. Detailed description and operating principles
1. Drive assemblies
2. Conveying parts
3. Carriers
4. Memory system

E. Preventive maintenance
1. Cleaning
2. Lubrication program
3. Tools
4. Checklists

F. Repair maintenance
1. Performance standards
2. Time standards
3. Troubleshooting
4. Common repairs, replacements and adjustments

*The Headquarters approved course (broadly outlined here) should
be tollowed regurdless of whether traming is conducted at the national,
regional or local level. Modify as appropriate to reflect local equipment.

Facilties Handbook MS-23,
Monorail Sack Sorters, or
similar publication for local
equipment

Point out controls, circuit
breakers, emergency stop
buttons, and other safety
features.

P-13 Handbook, Chapters 2, 6,
8

POD Form 2542-8

May 1968

-6, 12-1-70 , B
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375.2 (p. 19) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traming 1 “For (Position) Skilt or Topic Basic Time
fden No. :
Maintenance Mechanic Tray Transport System Maintenance i 24 hours
(MPE) |

instructor t‘t;l;-t_(?()‘s-ﬂ»o_n‘) ) T Typ_;;f_iapo;u_'nont o Desig. and A.t. Code !
Supervisor or Job Instructor Regular (Annual Rate) 16-7
m:re Shouid ?;aming be Conducted? T

Classroom and Workroom Floor ! i

When Shouid Training bovConduchd?W

Prior to assignment to independent maintenance of tray transport system. The need for skill training will be
based on the judgment of the employee'’s supervisor.

Instructional Aids and
Points To Be Covered Notes to Instructor

A. Introduction—purpose, terminology and general descrip- Facilities Handbook for Tray
tion Transport System, MS-20,

and Installers Manual

B. Safety considerations—lockout procedures, precautions, Point out emergency stop but-

etc. tons, controls, circuit break-
ers and other safety consid-
C. Familiarization tour of system erations; review numbering
system.
D. Description and operating principles P-13 Handbook, Chapters 2, 6,
1. Drive assemblies, motors 8
2. Power transmission equipment
3. Drive pulleys
4. Takeup pulleys, devices
5. Conveying sections
6. Traftic control systems

E. Muaintenance tools Emphasize proper use and ter-

minology throughout.

F. General preventive maintenance
1. Drive components

. Conveyor belting

3. Bearings

4. Control components

5

6

oo

. Structural parts of transport system
. Lubrication program

G. Routine preventive maintenance route sheets and check- Use handouts on local system.
lists

FOD Form 2542-8 '

Mey 1948

Q .
l: MC A 86 6, 12~1-70
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Aruitoxt provided by Eic:

Craft Orientation and Skill Training: Maintenance 375.2 (p. 20)

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Trmmr‘li- " i For (Po;utlon) sttt o>r7f—op|c Basic Time
iden No
l Maintenance Mechanic Tray Transport System Maintenar ce—Cont.
I (MPE)
“Instructor to be (Position) "I Type of Appointment o T Desig. and Act. Code
‘Where Shoutd Tra.ning be Conducted? |
- - P - . m—— - | . e ——— - ———— et A —— e+ — e —————
When Should Traiming, be Conducted?
Points To Be Covered instructional Aids and

Notes to Instructor

H. Troubleshooting guides

I. Common repairs, replacements and adjustments Demonstrate lacing and have
trainees perform under close
supervision as appropriate.

POD Form 2542-8
Moy 1968

N6, 12-1-70 ’
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375.2 (p. 21)

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Tramng | For (Position) 7] switl or Topre Basic Time
tden. NO.
Maintenance Mechanic Portable Conveyor Maintenance 8 hours
(MPE)
instructor to ;o (Po;;tﬁn—) T T _i'ypo of Appointment ’ o T Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 16-7

Whaere Should Training be Conducted?
Classroom and Workroom Floor

When Should Traming be Conducted?

Prior to assignment to independent maintenance of portable conveors. The need for skill training will be based
on the judgment of the employee’s supervisor.

Points To Be Covered lnr:gtu.:ﬂ&n?'l‘ 'A'I:‘s “:t:d

A. Introduction—purpose, terminology, general description Facilities Handbook MS-26,

and safety considerations POD Portable Conveyors
B. Construction and operating principles Manufacturer’s Manual/Hand-
1, Drives book for particular local
2. Drive arrangement equipmenc.
3. Motors and controls
4, Reducers P-18 Handbook, Chapters 2, 6,
5. Power transmission equipment 8
6. Pulleys
7. Conveyor belting
8. Belt supports
9, Takeup devices

C. Preventive maintenance
1. Concept
2. Checklists and route sheets
3. Lubrication program
4. Procedures

D. Common repairs, replacements and adjustments

POD Form 1341-8
Mav 1948

:88 -6, 12-1-70




ERIC

Aruitoxt provided by Eic:

5753 individual T;;i—nizt;g?t:cord

Craft Orientation and Skill Training: Maintenance

v DATE ENTERED ON DUTY NAMT OF £t MPLOYEE
! US POSTAL SEIVICE
. OESIGNATIONS ACTIVI " I3 -
! INDIVIDUAL TRAINING RECORD ACTIVI® ¢ COOE [30CIAL SECURITY NO POS TION
Moirtenonce Machanic, MPE
] - REQUIRED ADDITIONAL
; CHECK | |NSTRUCTIDN GIVEN® TRAINING PROVIDED .
; TNG SUPERVISOR'S
. SKILL OR TOPIC NEEDS] 'N5°RUCTOR § TNG PINSTRUCTOR S | TNG | SIGNATURE AND REMARKS
! INITIALS AnD | TME INTTIALS AMO | TIME DATE
! ! [T oaTE USEO OATE U<EO
Do
A. GENERAL ORIENTATION-ALL TOPICS

1M GENERAL ORIENTATION GIVEN
| 8. CRAFT ORIENTATION-ALL TORICS '

IN CRAFT ORIENTATION GIVEN

—— AREE

C CRAFTY SKiILLS

' USE AND CARE OF MANDTOOLS

’ —
i 2 MNTROTICTION "0 MECHANISMS
i ANDG M- CrA%IC AL LQUIPMENT

e e e e

3 L BR L ATIOY

——————

4 REMD, AL (NSTALLL®ION AND

ADIUSTMENT OF EGUIPMENT

3 FUNDAMENT ALS OF S_LUEPR:NT
READ G AND MET~ANIC AL
ORANING

JROUOT G

8 PLANN/NG THE JOB

7. ELECTRAONIC PARTS aND ZIRCU T8

e e— - 4

8 ELECTAICA. PARTS AND CIRCU!ITS

i

? LISMMAINTENANCE

10 BULR COMNVE fOR MAINTEINANGCE

¥
!

PARCEL SORTING MACHINE
MAINTENARCE

v

'2 O EMGER STACHER MACHINE
MAINTENANCE

1. MARX 11 FACER -CANZELLLER
MAINTENANCE

4 THAY TRANSPORT SYSTEM
MAINT  r ANCE

e e e B S

_f..»—_

19 PORTAMLE CONVEYOR
MAINTENANC &

16 SACY SORTEHR MAINTENANCE

*‘When aﬁvn ahle, tnatend tor shali note under ’-’EFMARKS“ that additional tramning in thix skill 1s nreded,

S, T 2548-G
-6, 12-1~70
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376.1 (p. 1) Craft Orientation and Skill Training: Maintenance

376
376.1 Maintenance Craft Qrientation Requirements
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Trumng | For (Poston) | Skl ar Topi | Basic Time
Iden. No. l
Garageman Purpose and Organization of Vehicle 1 hour
Maintenance Facilities 30 minutes

Instructor to be (Posttion)

| Type of Appontment ' Desig. and Act. Code
Superintendent or Designated ! Regular (Annual Rate) 15-2
Supervisor { Career Substitute I 45-2
"Where Should Traming be Conducted? | '
Training Room il i
_wﬁ.ﬂ Should ‘l’.iﬂlu “-Em;u—ct;;? 7 B T - h 7
Following completion of general orientation and before assignment to job performance.
Pownts To Be Covered Instructwonal Auds and

Notes to Instructor

A. Greeting and welcomirg of new employee

C. Organization of the facility—administration, mainte-
nance, supply

D. Relationship to

1. Postmaster and main post office

2. Other local units, branches, stations, perimeter of-
fices, nonpersonnel offices, etc.

3. Region

4. Headquarters

B. Purpose of the facility Ch. 1, Methods Handbook Se-
ries M-2, Vehicle Mainte-
nance Facility. Emphasize
“movement of the mails.”

E. The Vehicle Maintenance Story 16mm projector and screen

Introduce, show and discuss the
film The Vehicle Muintenance

Story.

F Layout of local facility Conduct new employees on
1. Shops guided tour of the facility
2. Supply rooms covering points listed and
3. Administrative office emphasizing safety consider-
4. Washrooms ations as observed on the
5. Locker rooms tour. Introduce to coworkers
6. Lunchroom and assign a clean locker.
7. Others as appropriate

-6, 12-1-70




Craft Onentohon and Skill Tmmmg Mumtenance

376.1 (p. 2)

POST OFFICE DEPARTMENT

Tu-mn( For {Position)

1 skl or To«puc
Iden N

Giarageman

* imtmctor to be \Pouﬂan) ¢ Typs ol‘ Appomtmont B
Superinten«dent or Supervisor | Regular (Annual Rate)
Carcer Substitute

wmm Should Training bo Conduc!ld’

Classroom or Quiet Area i

CRAFT ORIENTATION REQI.HREMENTS

Responsibilities and Duties of the Position

| Basic Time

45 minutes

| Desig and -Act Cods

©15-2
N E

When Shoufd Tramnng be Conducted?

Prior to assignment to i5b performance

Pointr To Be Covered

instructionatl Aids and
Notes to Instructor

A. Introduction and relationship to supervisor
B. Necessity of following instructions

C. Work area conduct

- Good housekeeping

. Smoking regulations

. Personal needs

. Personal effects

. Horseplay

. Private business

» Use of telephone for personal calls

=3 & Ut ha L0 N ke

D. Duties of position

. Washing vehicles

. Steam cleaning vehicles
Cleaning garage area

. Lubricating vehicles

. Refueling vehicles

. Tire buildup and servicing

. Service vehicles and service calls
Assisting mechanics

4
00 =3 Ut L2 PO M

E. Bidding and tour assignment
1. Hours of work
. Punching timeclock
. Requirements for entries on timecards
Punctuality and good attendance
. Aznual and sick leave procedure
Vacation planning and scheduling
. Posting of work schedule
. Procedure to follow when unable to report for duty.
Telephone numbers—when to call.

I N R R

Job description

Form 1230

Form 3971

POD Form 2342-A
Moy 1968
Q =6, 12-1-70

ERIC
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376.1 (p. 3)

Craft Orientation and Skill Training: Maintenance

1

POST OFFICE DEPARTMENT
_ B CRAFT ORCENTAT!ON REQUIREMENTS
‘:’é:;.ma‘." | For (Position) S'ull or Topic

Garageman Career Development

Basic Time
45 minutes

instructor to be (Position)
Superintendent or Supervisor

’ Type of Appontment
Regular (Annual Rate)
Career Substitute

-Vlhorc S—h;ul_n_ Teamnng be C;;!ductcd?

|
Classrocm or Quiet Area ||

Desig. and Act. Code
15-2
45-2

When Should Traiming be Conducts""

Prior to job assignment

Points To Be Covered

Instructional Aids and
Motes to instructor

A. Suggestion awards program
1. Purpose
2. Procedures for submitting suggestions
3 Benefits

B. Training
1. Instructional programs
2. Self improvement
3. Outside study and schooling
4. On-the-job instruction

C. Variety of job assignments
1. Advantages to the Postal Service
2. Advantages to the Individual

D. Career counseling

1. Supervisor

2. Superintendent
3. Senior mechanics

E. Probationary period

F. Periodic evaluations of performance

Methods Handbook, M-2, part
170 and Postal Service Man-
ual, Suhchapter 430.

Postal Sefvice Manual, 412.7

®

} e e —
POD Form 2542-A

Aoy 1948

~J<
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Craft Omntaﬂon and Slnll Trcmmg Maintenance 376.1 (p. 4)
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
'T;:'n‘t'n%' | For (Position) Skill or Topi: Basic Time
Garageman l Shop Safety 2 hours

instructor to be (Position) ! Type of Appointment Desig. and Act. Code

. Regular (Annual Rate) 156-2
Supervisor or Job Instructor Career Substitute 45-2

Where Should Trsining be Conducted?

Garage Ares

Whaen Should Training be Conducted?

Prior to assignment to job performance

Points To 8e Covered

A. Use of equipment
1. Jacks
2. Hoists
3. Stands
4. Creepers
5. Drop lights

B. Protective devices—types and proper use
1. Exhaust systems
2. Shields and glasses
3. Grinders
4. Others as appropriate

C. Fire extinguishers
1. Location

2. Types
3. Use

D. Fire regulations

E. Reporting of
1. Injuries
2. Accidents
3. Unsafe conditions

*The safety officer should advise and counsel the instructor to the
extent necessary.

l: KC 4, 12-1-70

wll Toxt Provided by ERIC

Instructional Aids and
Notes to instructor

Demonstrate proper use of
equipment, emphasizing safe-
ty considerations.

Supervisor’s Safety Handbook,
Personnel Service P-13,
Chapters 2, 4, 6, 8

Methods Handbook M-2, part
260

00 form 1582-A
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3771 (p. 5) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT .

CRAFT ORIENTATION REQUIREMENTS

Training | For (Position) Skill or Topic Basic Time
iden. No. i
Garageman Manuals, Handbuoks and Charts 30 minutes
nstructor to be (Position) | Type of Appointmant Desig. and Act. Code
Superintendent or Supervisor Regular (Annual Rate) 15-2
Care>r Substitute 45-2

‘\-Nyhua Shozlzjﬂ;r;;( be Conducted?

Traming Room or Quist Area

When Should Traming be Conducted?

Prior to assignnent to job performance requiring use of manuals, handbooks and charts.

instructiona) Aids and

Points To Be Coverad Notes to instructor
A. Employee handbook Methods Handbook Series M-2,
1. Issuance Vehicle Maintenance Facil-
2. Custody ity. Note those sections par-
3. Use ticularly applicable to the
4. Responsibility for obtaining and making changes garageman.

B. Shop manuals and references
1. Procedure for obtaining
2. Use

C. Lubrication charts
1. Source
2. Use

D. Specifications and information charts
1. Source
2. Use

E. Postal Service Manual Postal Service Manual
1. General contents
2. Location
3. Authority
4. Use

) Form 2542-A

O
T 1968
o s, 120170
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O 6 12-1-70
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Craft Orientation and Skill Training: Maintenance 377.1 {p. 6)
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Training For (Position) Skitl or Yopic Basic Time
iden. No.
Garageman Vehicle Maintenance Program 1 hour

lv;stmctor to be (Position) Type of Appointment Desig. and Act Code
Supervisor or Job Instructor Regular (Annual Rate) 15-2

Career Srbstitute 45-2

Where Should Training be Conducted?

Quiet Area

When Should Training be Conducted?

Prior to assignment to job performance

Points To Be Covered

Instructional Aids and
Notes to Instructor

A. Preventive maintenance
1. Concept
2. A-B-C services
3. Garageman’s duties in these
4. Publications/charts/forms—general use

B. Repair maintenance
1. Concept
2. Garageman’s duties
3. Reporting need as noted during servicing

C. Work Order, Form 4543
1. Use
2. Procedure for completion
3. Estimated repair‘/accomplishment ¢{ime

D. Work Standards

1. Quality
2. Quantity

Methods Handbock, M-2, Chap-
ters 3 and 4.

Have new employee complete a
Form 45483 for a representa-
tive job under close supervi-
sion; emphasize accuracy and
end use of data entered on
form.

POD Form 2542-A

May 1948




377.1 (p. 7) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENY
CRAFT ORIENTATION REQUIREMENTS

Whare Should Training be Conducted?

Stockroom

Training For (Position) Skill or Topic Basic Time
iden. No.
Garageman Stockroom Procedures 20 minutes
Instructor to ba (Position) Type of Appointment | Desig. and Act. Code
Chief of Supplies or Supervisor Regular (Annual Rate) 15-2
Career Substitute 45-2

When Should Traiming be Conducted?

Prior to job assignment requiring knowledge of stockroom procedures

Points To Be Covared

Instructional Aids an<d
Notes to Instructor

C. Stockrooin security
D. Parts chasing

E. Cleaning of stockrooms

A. Securing parts and materials Show use of Form 4543

B. Securing special tools Show use of tool checks

POD Form 2542-A
May 1968

ERIC

Aruitoxt provided by Eic:

2
o)
(op]
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Craft Orientation and Skill Training: Maintenance ) 1 376.2(p. 1)

. 376.2 Maintenance Craft Skills Training Requirements
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
oTJ""'ﬂ' For (Position) Skull or Topic Basic Time
en.
Garageman Washing Vehicles 1 hour

. 30 minutes

instructor to be (P:s—i-tion) Type of Appointment Desigg. and Act. Code

Supervisor or Job Instructor Regular (Annual Rate) 15-2

Career Substitute 45-2

Where Should Training be Conducted?

Wash Rack Area

When Should Training be Conducted?

Prior to independent assignment to job performante. The need for skill training will be based on the judg-
ment of the employee’s supervisor.

. instructional Aids and
Points To Be Covered Notes to instructor

A. Safety considerations

B. Preparation for washing Demonstrate this and each sub-
1. Proper placement ard parking of vehicle sequent procedurc and have
2. Preparing washing soiution trainee perform under close
3. Assembling of equipment used in washing supervision.
4. General care and use of equipment M-2 Handbook, 2art 260
5. Cleaning inside of vehicle P-13 Handbook, Chapters 2, 6,
8

C. Washing procedure
1. Grill work and front end
2. Body
3. Back, including rear door (as appropriate)
4. Glasswork

D. Avoiding excessive water on instrument panel

E. Characteristic automatic and handwashing considera-
tions

F. Cleaning and inspection of area following washing op-
erations

)

Reports and records as appropriate

wll Toxt Provided by ERIC

[ Fum 25428

l: KC 4, 12-1-70 ©a qd




376.2 (p. 2) Craft Onenfohon ond Slull Tro"eis‘.g- Mamtencmce

POST OFFICE DEPANTMENT .

CRAFT SKILL TPAINING REQUIREMENTS

.mmng For (Poomon) Skill or Topnc Basic Time
tden. No,
Garageman Steam Cleaning Vehicles 1 hour
30 minutes
Instructor to be (Position) B T ‘_;yp;'ms;p;ﬁl;mnt _____ Desig. and Act. Code -
Supervisor or Job Instructor Regular (Annual Rate) 15-2
e ——__} Caveer Substitute 45-2

“Whare Shoul_d Tramning be Conducted?
Steam Cleaning Area _ I

When Shoutld Training be Conductcd?

Prior to independent assignment to job performance. The need for skill training will be based on the judg-
ment of the employ: »'s supervisor.

Paints To Be Covered '“t::,'t‘:' .&rﬁs‘t‘rﬂ'ct;?d

A. Safety considerations—Ilifts, jacks, cleaning solution, , M-2 Handbook, Part 260

steam cleaning plant P-13 Handbook, Chapters 2, 6,
8
B. Preparation for steam cleaning Demonstrate this and each sub-
1. Preparing the vehicle sequent procedure and have
2. Preparing the cleaning solution trainee perform under close
3. Assembling ‘testing care of cleaning equipment supervision.

C. Protection of ignition system

D. Cold water cleaner

E. Care and operation of steam cleaning plant
F. Records and reports as appropriate

G. Cleaning and inspection of area following steam cleaning
operations

SN0 Ferm 2542-8 ‘

Q e
ERIC ‘ -6, 12-1-70
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Craft Orientation and Skill Training: Maintenance 376.2 (p. 3)

POST CFFICE DEPARTMENT
CRAFT sKiL TRMNING REQUIREMENTS

Tmmm r;)r n(Po;cAu:;rT smu or Tomc_ T T Basic Time
Garageman Pressure Cleaning 1 hour
“instructor to be (Position) " Type of Appointment ST " 777 Desig. and Act. Coce
Supervisor or Job Instructor Regular (Annual Rate) 15-2
e o Career Substituts 45-2

wmn Should Training be Conductcdr

Pressure Cleaning Area

" When Should Trauning be Conducted?

Prior to md«-;wndont assignment to job performance. The need for skill training will be based on the judg-
ment of the employee’s supervisor.

Points To 8a Covered ln’:manf:n A‘m ur\d

A. Safety considerations—lifts, cleaning solution, pressure | Familiarize trainee with equip-

cleaning equipment ment; demonstrate proper
use and care and cleaning
procedures; have trainee per-
form under close supervision.

B. Prepartion for pressure cleaning M-2 Handbook, Part 260
1. Vehicle P-13 Handbook, Chapters 2, 6,
2. Solution 8

3. Assembling testing ‘care of equipment
C. Pressure cleaning principles
D. Cleaning procedures, including proper nse of equipment

E. Inspection, cleanup, records and reports as apmropriate

rl'“

E MC 4, 12-1-70 . ~q9

Aruitoxt provided by Eic:




376.2(p. 4 Craft Qrientation ond Skill Training: Mointenonce

- ———————

Garageman Lubrication Service Duties

Toainig |
deny. MO,

instructer 10 be (Position) Type of Appaintment
Supervisor or Job Instructor Regular (Annual Rate)
Career Substitute

“Where Should Tralning be Conducted” I

Lubrication Service Area !

“When Should Training be Conducted?

Prior to tndependent assignment to job performance. The need for akill training will be based on the judg-
ment of the employee’s supervisor.

———— IO

tnstructions! Alds snd
Netes 10 Instructer

A. General safety considerations M-2 Handbook, Part 260
P-18 Handbook, Chapters 2, 6,
8

. Scheduling of lubrications and oil changes Chapter 3, Facilities Handbook,
M-2

. Vehicle Maintenance Work Order, Form 4543 Tell and show use of Form 45483,
1. Preparation have trainee make entries
2. Use in lubrication service under close supervision.

. Hoist operation Demonstrate this and each sub-
1. For mailsters sequent procedure and have
2. For trucks trainee perform under close
3. For other vehicles supervision.
4. Safety considerations

. Lubrication charts
1. Source
2. Use

. Draining of crankcases
1. Procedure
2. Safety considerations

. Lubrication
1. Equipment——proper use and care
2. Procedures
3. Safety considerations

. Batteries
1. Cleaning and treating terminals
2. Safety considerations




Craft Orientation and Skill Training: Maintenance

376.2 (p. 5)
POST OFFICE DEPARTMENTY
CRAFT SKILL TRAINING REQUIREMENTS
Training | For (Position) Skill or Topx: l Basic Time
iden. No.
Garageman Lubrication Service Duties—Continued l
instructor to be (Position) Type of Appointment Desig. and Act. Code
Where Should Training be Conducted?
When Should Training be Conducted?
The need for skill training wil! be based on the judgment of the employee’s supervisor.
Points To Be Covered '",:;"“.:'a"?:“‘t:ﬂ‘“:?d

I. Checking tires

J. Checking master cylinder

K. Filling automatic transmission
L. Cleaning cab area

M. Replacement/cleaning of seat belts

N. Completion of garageman entries on records and reports | Forms 4548 and 4574

0. Reporting of defects/damages requiring repair to super-
visor
1. Forms used
2. Procedures

POD Form 23428
1968

b 12=1-70 30 1-




376.2 (p. 6) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT .

CRAFT SKILL TRAINING REQUIREMENTS

Tramung For (Position) Skilt or Topic Basic Time
\den. No.
Garageman Refueling Station Duties 2 hours
Instructor to be (Position) Type of Appointinent ] Desig. and Act. Code ‘
Supekvisor or Job Instructor Regular (Annual Rate) 15-2
Career Substitute 45-2

Whare Should Training be Conducted?

Refueling Area

When Should Training be Conducted?

Prior to independent assignment to job performance. The need for skill training will be based on the judg-
ment of the employee’s supervisor,,

Points To Bs Covared '"ﬁf,’:‘,ﬁ"&‘ﬂ, 3:%’ ct;v:d

A. General safety considerations M-2 Handbook, Part 260

1. Location and use of fire extinguishers in refueling
area P-13 Handbook, Chapters 2, 6,

2. No smoking requirements 8
5. Turnoff of ignition switches prior to fueling
4. Others as appropriate

B. Use of Form 4574 in issuing fuel and oil Demonstrate proper use and
1. Signature requirements have trainee perform under
2. Pump readings close supervision.

3. Tour changes

C. Refueling procedures Demonstrate this and each sub-
sequent procedure and have
trainee perform under close
supervision.

D. Inspection of tires

1. For proper inflation
2. For safe amount of tread remaining
3. Fer unusual wear

E. Pump cutoff switches and valves
1. Proper use
2. Safety considerations

F. Receiving bulk gasoline and oil

1. Procedures
2. Safety considerations

— S — .
P00 Form 2542-9

Q ey 1968 302 TL=b, 12=1-70




Craft Orientation and Skill Training: Maintenance 376.2 (p. 7)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Traming For (Position) Skill or Topic Basic Time
Iden. No.
Garageman Tire Repair and Servicing 4 hours
instructor to be (Position) Type of Appointmant - Desig. and Act. Cods
Supervisor or Job Instructor Regular (Annual Rate) 15-2
Career Substitute 45-2

Whare Should Training be Conducted?
Tire Shop Area and on
Road Service Vehicle

When Should Training be Conducted?

Prior to independent assignment tn job performance. The need for skill training will be based on the judg-

ment of the employee’s supervisor.

Points To Be Coversd

Instructionsl Aids and
Notes to instructor

A. General safety considerations
1. During tire buildup
2. While servicing
3. When jacking

B. Use and care of tools
1. Floor jack
2. Stand
3. Pneumatic tools
4. Tire tools
5. Impact wrenches

C. Preparations for tire buildup

1. Assembling parts needed

2. Assembling, inspecting and laying out tools
. Tire disassembly and buildup procedures

Inflation of tires, including use of tire inflation cage

Balancing of tires/wheels

© m o® o

Removal and installation of tires on vehicles
1. Safety considerations
2. Preparations—assembly and layout of tire and tools
3. Jacking, removal and replacement
4. Completion of job, including checking security of
work, collection and stcrage of tools, ete.

Cover points generally at this
time; show specific applica-
tion at pertinent points
througnout instruction/close
supervision period.

M-2 Handbook, Part 260

P-13 Handbook, Chapters 2, 6,
8

Demonstrate this and each sub-
sequent procedure and have
trainees perform under close
supervision.

303




376.2 (p. 8) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEFARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traimn For (Position) Skill or Topic Basic Time
iden. No.
{arageman Tire Repair and Servicing—Continued
tnstructor to be (Position) Type of Appointment Desig. and Act. Code

Where Should Training be Conducted?

When Should Training be Conductr:d?

Points To Be Covered '“ﬁ;’:‘i‘i"?:ﬂ.ﬁirﬂ'e&':d

H. Tire repair, including use of tread gauge

I. Tire security and records and reports as appropriate Form 4625, Mounted Tires and
Batteries Authorized for
Fleet Use

E lillc ' 304 -6, 12-1-70




376.2 (p. 9) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT

CRAFT SKILL TRAINING REQUIREMENTS

Where Should Training be Conducted?

Garagework Area

Training For (Position) Skili or Topic Basic Time
tden. No.

Garageman Cleaning Garage Area 4 hours
instructor to be (Positlon) Type of Appaintment Desig. and Act. Code
Supervisor or Job Instructor Regular (Annual Rate) 15-2

Career Substitute 45-2

When Shouid Training be Conducted?

employee’s supervisor.

During first assignment to job performance. The need for skill training will be based on the judgment of the

Points To Be Covered

Instructional Aids and
Notes to instructor

A. Types of cleaners used
1. To clean floors
2. To clean walls
3. To clean work benches
4. To clean stalls, including grease from floors and
walls

B. General safety considerations

C. Cleaning procedures
1. For garage floor
2. For stalls and work benches
3. For offices, lunchroom, washrooms, etc.

D. Use of powered cleaning equipment
1, Safety considerations
2. Care of equipment
3. Procedures for most efficient use

E. Care and use of rubbish containers

M-2 Handhook, Part 260
P-13 Handbook, Chapters 2, 6,
8

Demonstrate procedures and
have trainee perform under
close supervision.

POD Form 2342-8
Moy 1968

Tl-‘, 12-1-70 . ')05
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376.2 (p. 10) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

Traimng ‘-F;rﬂ (Position) - l Skill or Topic Basic Time
iden No )
E Garageman Driver Training *)
|
‘l;s-tru;:tc-); to be (Posutl;)_n) ) Typo- o_f A_ppom!"thoﬁt— - Desig. and Act. Code
Driver Training Instructor Regular (Annual Rate) 15-2
1 Career Substitute 45-2

“Whare Should Trammg be Conducted? |
Designated Area For Driver |
Training !

V\;r;:rcgc;u_ld :l'um;!l-bn Conduc.t;d—f

Determination of the need for skill training is the responsibility of the employee’s supervisor. In all cases
where driver traing is considered, the supervisor will consult with a driver instructor o. examiner in deter-
mining the need and extent of the training required.

tnstructional Aids end

Points To Be Covered Notes to Instructor
Types of vehicles. See Driver Orientation, 312 (p.
1. Mailster 11) cover points A, C, E, F,
2. R-H Drive G, J, K. The Safety Belt
3. L-H Drive Film, Make It Your Habit,
4. Tractor and trailer will be shown at the option
5. Other (specify) of the Job Instructor (Em-

ployees driving in public
thorofares should see the
Safety Belt Film.)

P-13 Supervisors Safety Hand-
book, Chapters 2, 4, 6, 8

M-2 Handbook, Part 260

*Provide 2 hours instruction and practice for right-hand drive or
three-wheeled vehicles. Allow 40 minutes practice for left-hand drive
vehicle when trainee has received prior training on right-hand drive -
or three-wheeled vehicle. If loft-hand truck qualification is needed,
provide 2 hours practice for that vehicle. Allow 1-2 hours for tractor-
trailer operator training. Allow up to 1 hour for Driver Orientation,
312, points A, C, E, F, G, J, K. ‘

#305 Ferm 2-“2-.
)

E l{fC ’ 306 b, 12-1-70

Aruitoxt provided by Eic:




Craft Orientation and Skill Training: Maintenance -
3763 Individual Training Record

[ OATE ENTERED ON DUTY NAME OF EMPLOYEC '
Us POSTAL SERVICE

INDIVIDUAL TRAINING RECORD OESIGNATION & ACTIVIiTY CODE [SOCitaL SECURITY NO POSITION
Garagaman

REQUIRED ADDITIONAL

CHECK | INSTRUCTION GIVEN* | TRAINING PROVIDED

' TNG SUPERVISOR’S
. SKILL OR TORIC | NEgps| N9 TRUCTOR's | TNG | INSTRUCTOR S | TNG | SIGNATURE AND REMARKS
% INITTTALS AND | TIME INITIALS aND [ TIME DATE
il } OATE USED OATE USED
. — R S — -

A. GENERAL ORIENTATION-ALL TOPICS
N GENERAL ORIENTATION GIVEN

B. CRAFT ORIENTATION~ALL TORICS
{N CRAF1 ORIENTATION GIVEN

F1ORIENTATION SIVEN —

C. CRAFT SKILLS

WASHING vEMIC 1t b

STEAM CLlAM MG vIHICLES

PRESSURE TLEAN NG

LLATT AT IQY SERVICE

REFUELING STATION DUTIES

TIRE REF AL ¢ AND S RVICING

CLEANING GARAGE AFEA

CRAFT SKiL.LS-DRIVER TRAINING

! DRIVER ORIENTATION

2 VEMICLE| a, Left Hand Deive
FAMIL-
iARIZA- | D Right Hand Drive

TION ¢. Three Wheel Vehicle

CONTROLLED DRIVING PRACTICE
AND TESTING

a. LHD % or 1-Ton =
b, Right Hand Drive
c. Three Wheel Vehicle

4 TRACTOR-TRAILER

S, OTHER /SNpeegfy )

l

*When applicable, insteuctor shall note under YREMARKS'® that additional traning in this akill 15 needed.

PS Form 2548.1
~oep. 9.0

Sep. 1970

N6, 12-1-70
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3771 (. 1)

Craft Orientation and Skill Training: Maintenance

377 Automotive Mechanic
377.1 Maintenance Craft Orientation Requirements

POST OFFICE DEPARTMENT

CRAFT ORIENTATION REQUIREMENTS

Teainng | For (Position)

Skill or Topic
tden. No. op

Automotive Mechanic
Maintenance Facilities

Purpose and Organization of Vehicle

Basic Time

1 hour
30 minutes

l;utructor to dbe (Position)
Superintendent or Designated
Supervisor

Where Should Training be Conducted? l

Type of Appointment

Regular (Annual Rate)
Career Substitute

Training Room

Desig- end Act. Code
16-1
45-1

When Shouid Training be Conducted?

Following completion of general orientation and before assignment to job performance.

Points To Be Covered

Instructionel Aids end
Notes to instructor

A. Greeting and welcoming new employee

B. Purpose of the facility

C. Organization of the facility—administration, mainte-
nance and supply

D. Relationship to
1. Postmaster and main post oifice
2. Other local units, stations, branches, pecvimeter of-
fices, nonpersonnel offices, etc.
3. Region
4. Headquarters

E. The Vehicle Maintenance Story

F. Layout of local facility
Shops

. Supply rooms

. Administrative office
Washrooms

Loc’ »r rooms
Lunchrooms

. Bulletin boards

. Others as appropriate

R N

Chapter 1, Methods Handbook,
Series M-2, Vehicle Mainte-
nance Facility. Emphasize
“movement of the mails.”

16mm projector and screen

Introduce, show and discuss the
film The Vehicle Maintenance
Story.

Conduct new employees on
guided tour of the facility
covering points listed and
emphasizing safety consider-
ations, fire prevention and
firefighting equipment at ap-
propriate points on the tour.
Introduce to coworkers and
assign a clean locker.

FO0 Ferm 2342-A

ERIC

IToxt Provided by ERI

208

-6, 12-1-70




Craft Orientation and Skill Training: Maintenance 377.1 (p. 2
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
;TJ::.“'% For (Position) Skill or Topic Basic Time
Automotive Mechanic Responsibilities and Duties of the Position 45 minutes

Instructor to be (Position) Type of Appointmaent Desig. and Ast. Code
Superintendent or Supervisor Regular (Annual Rate) 15-1

Career Substitute 45-1
Where Should Training be Conducted?
Classroom or Quiet Area
When Should Training be Conducted?
Prior to assignment to job performance

Points To Be Coversd instructional Aids and

Notes 1o instructor

A. Introduction and relationship to supervisor
B. Necessity for following instructions

C. Work area conduct

. Good housekeeping

Smoking regulations

Personal needs

Personal effects

Horseplay

Private business

Use of telephone for personal calls

No Gt e oo

1. Diagnosing and repairing mechanical and operat-
ing difficulties of vehicles

2. Adjusting and tuning engines and engine acces-
sories

3. Repairing and replacing automotive electrical

equipment and components

. Conducting post-repair functional tests

Operating test equipment

Changing engines

Overhauling transmissions, rear end assemblies and

braking systems

Repairing vehicle bodies

. Conducting emergency repairs

10. Performing vehicle inspections

NSO e

S o®

D. Duties of position Job description

309




377.1 (p. 3) Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENY

CRAFT ORIENTATION REQUIREMENTS

Whare Should Training be Conducted? l

Lr::‘mag. For (Position) Skiil or Topic Basic Time
Automotive Mechanic Responsibilities and Duties of the
Position—Continued
instructor to be (Positlon) Type of Appointment Dasig. and Act. Code

When Shouid Tramning be Conducted?

Points To Be Covered

Instructions) Aids and
Notes to Instructor

E. Bidding and tour assignment

Hours of work

Punching time clock

Requirements for entries on time cards
Punctuality and good attendance
Annual and sick leave procedures
Vacation planning and scheduling
Posting of work schedule

Ll Al ol A

Telephone numbers—when to call

Procedure to follow when unable to report for duty.

Form 1230

Form 3971

310

-6, 12-1-70




Craft Orientation and Skill Training: Maintenance 377.1 (p. 4)
POSY OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIRENENTS
Training For (Position) Skill or Topic Satic Time
iden, No.

Automotive Mechanic Career Development 45 minutes
1nstructor to be (Position) Type of Appsintment Desig. and Act. Code
Superintendent or Supervisor Reguiar (Annual Rate) 16-1

Career Substitute 45-1

Where Should Training be Conducted?

Classroom or Quiet Area

When Should Traeining be Conducted?

Prior to job assignment

Points To Be Coversd

instructional Alds and
Notes t0 instructor

A. Suggestion awards program
1. Purpose
2. Procedures for submitting suggestions
3. Benefits—individual and Postal Service

B. Training
1. Instructional program
2. Self-improvement
8. Outside study and schooling
4. On-the-job instruction

C. Variety of job assignments
1. Advantages to the individual
2. Advantages to the Postal Service

D. Career counseling
1. Supervisor
2. Superintendent
3. Senior mechanics
E. Probationary period

F. Periodic evaluations of performance

Methods Handbook, M-2, part
170 and Postal Service Man-
ual, Subchapter 430

Postal Service Manual, 412.7

Moy 198
-4, 12-1=-70
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377.1 (p. 5) Craft Orientation and Skill Training: Maintenonce

POST OFFICE DEPARTMENT .

CRAFT ORIENTATION REQUIREMENTS

m‘mm For (Position) | Skt or Topic Sasic Time
Automotive Mechanic Shop Safety 2 hours
tnstructor o be (Positiens® Type of Appointment | Desig. snd Act. Code ‘
Supervisor or Job Instructor Regular (Annual Rate) 15-1
Career Substitute 45-1

Where Should Training be Conducted?

Garage Area
When Should Training be Conducted?

Prior to assignment to job performance

Points To Be Coversd rinactionat Aids 8.1
A. Use of equipment Supervisor’s Safety Handbook,
1. Jacks Personnel Series P-18, Chap-
2. Hoists ter's 2, 4,6, 8
3. Stands Demonstrate proper use of
4. Creepers equipment, emphasizing safe-
5. Drop lights ty considerations.
Methods Handbook, M-2, part
260

B. Protective devices—types and proper use
1. Exhaust systems
2. Shields and glasses
8. Grinders
4. Others as appropriate

C. Fire prevention, including fire regulations

D. Firefighting equipment -
1. Location

2. Types
3. Use—by types of fires and equipment "

E. Reporting of
1. Injuries
2. Accidents
3. Unsafe conditions

“The safety officer should advise and counsel! the instructor to the
extent necessary.

N-6, 12-1-.70
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Craft Orientation ond Skill Training: Maintenance 3771 p. &
POST OFFICE DEPARTMENT
CRAFT ORIENTATION REQUIREMENTS
Trawung | For (Positien) Shilt or Tepic Basic Time
iden. Ne.
Automotive Mechanic Manuals, Handbooks and Charts 30 minutes

Instrucier 80 be (Position) Type of Appeintment Desig. and Act. Code
Superintendent or Supervisor Regular (Annual Rate) 15-1

Career Substitute 45-1

Whare Sheuld Training be Conducted?

‘{‘niaiu Room or Quiet Area

When Sheuld Training be Conducted?

Prior to amsignment to job performance

Points To Be Cavered

instructions! Alds and
Netes 0 Instructor

A. Employee handbook
1. Issuance
2. Custody
8. Use
4. Responsibility for obtaining and making changes

B. Shop manuals and references
1. Source
2. Use

C. Facilities Handbooks
1. Requirements
2. Source
8. Use

D. Specifications and information charts
1. Source
2. Use

E. Postal Service Manual
1. General contents
2. Location
3. Authority
4. Use, particularly sections applicable to vehicle
maintenance

Methods Handbook Series M-2,
Vehicle Maintenance Facil-
ity. Note those sections and
chapters of particular impor-
tance to mechanics.

P-18 Handbook, Chapters 2, 4,
6 8

Postal Service Manual

100 Form A
Moy 1068

T, 12=1-70
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377 (p.ﬁ{ Craft Orientation and Skill Training: Maintenance

CRAFT ORIENTATION REQUIREMENTS

1 ;
; m ! For (Pagition)
Automotive Mechanic

natructor 1o be (Pesitien)
Supervisor or Job Instructor

Whare Sheuld Training be Conducted? ’
Classroom or Quiet Area |

St or Tepic Besic Time
Vehicle Maintenance Program 1 hour
Type of Appeintrment Desig. and Act. Cods
Regular (Annual Rate) 18-1
Career Sabstitute 45-1

hen Sheuld Traming de Conducted?

Prior o assignment to job performance

Poits To Be Coversd

instructions!
Motes fo Inatructer

A. Scheduled maintenance
1. Concept
2. L-A-B-C services
3. Mechanic’s duties
4. Publications ‘charts/forms—general use

B. Repair maintenance
1. Concept
2. Mechanic's duties

C. Vehicle Maintenance Work Order, Form 45438
1. Purpose
2. Preparation/entries
3. Estimated repair 'accomplishment time
4. Disposition of form

Methods Handbook, M-2

Have new employee make ap-
propriate entries on a Form
4543 for a representative job
under close supervision; em.
phasize accuracy and end use

314

of data entered on form.
C. Work standards
1. Quality
2. Quantity
-8, 13-3-70




ERIC

IToxt Provided by ERI

Craft Orientation and Skill Training: Maintenance 377.1 (p. 8)
POST OFFICE DEPANTMENT
CRAFT ORIENTATION REQUIREMENTS
'Tmmag For (Position) Skill or Topic Basic Time
Automotive Mechanic Stockroom Procedures 30 minutes

instructor to be (Position) Type of Appointment Desig. and Act. Code
Chief of Supplies or Supervisor Regular (Annual Rate) 15-1

Career Substitute 45-1

Where Shouid Training be Conducted?

Stockroom

When Shouid Training be Conducted?

Prior to job assignment requiring knowledge of stockroom procedures

Points To Be Coversd

instructional Alds and
Notes to Instructor

B. Mechanic's tool box
1. Issuance
2. Custody
3. Inventory
4. Securing replacement items

D. Stockroom security

E. Parts chasing

7D Form T342-A
May 1948

A. Securing parts and materials Show use of Form 4543

C. Securing special tools Show use of tool checks

-6, 12-1-70 315




377.26p. 1 I
377.2 Maintenance Craft Skills Training Requirements

Craft Orientation and Skill Training: Maintenance

POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS

_‘II";_:-W;;\;E " For (Positom) T swint or Topic Basic Time
n. .
Automotive Mechanic Driver Training ")
instructor to be (Position) o Type of Appointment Desig. and Act. Code
Driver Training Instructor Regular (Annual Rate) 15-1
Career Substitute 45-1

Where Should Training be Conducted?
Designated Area For Driver
Training

When Should Training be Conducted?

Determination of the need for skill training is the responsibility of the employee’s supervisor. In all cases
where driver training is considered, the supervisor will consult with a driver instructor or examiner in deter-
mining the need and extent of the training required.

Instructional Alds and

Points To 8e Covered Notes to Instructor
Types of vehicles See Driver Orientation, 312 (p.
1. Mailster 11). Cover points A, C, E, .,
2. R-H Drive G, J, K. The Safety Belt
3. L-H Drive Film Make It Your Habit,
"4. Tractor and trailer will be shown at the option
5. Other (specify) of the job instructor. Em-

ployees driving on public
thoroughfares should see the
safety belt film.

P-13 Supervisors Safety Hand-
book, Chapters 2, 1, 6, 8

M-2 Handbook, Part 260

*Provide 2 hours instruction and practice for right-hand drive or
three-wheeled vehicles. Allow 40 minutes practice for left-hand drive
vehicle when trainee has received prior training on right-hand drive
or three-wheeled vehicle. If left-hand truck qualification is needed,
provide 2 hours practice for that vehicle. Allow 1-2 hours for tractor-
trailer operator training. Allow up to 1 hour for Driver Orientation,
312, points A,C, E, F, G, J, K.

l{l‘«m
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Craft Cirientation and Skill Training: Maintenance 377.2 (p. 2)
POST OFFICE DEPARTMENT
CRAFT SKILL TRAINING REQUIREMENTS
Training For (Position) Skill or Topic Basic Time
iden, No.
Automotive Mechanic Scheduled Maintenance 6 hours

Instructor to be (Position) Type of Appointment Desig. and Act. Code
Supervisor or Maintenance Analyst | Regular (Annual Rate) 15-1

Career Substitute 45-1

Where Should Training de Conducted?

Garage Area

When Shouid Training dbe Conducted?

on the judgment of the employee'’s supervisor.

Prior to independent assignment requiring only routine supervision. The need for skill training will be baged

Points To Be Covered

Instructional Alds and
Notes to instructor

A. Receiving work assignment

B. Information shown on Form 4543 when received by me-
chanic

C. Assembling tools/equipment needed in performance of
scheduled maintenance
D. Safety considerations
E. Preparing vehicle for maintenance, as appropriate
F. Scheduled maintenance procedures
1. “L’” Service
2. “A” service
3. “B” service
4. “C" service

G. Making entries on Form 4543

H. Passing completed form to supervisor

Selected 4543’s for representa-
tive services

Have trainee perform work
shown on Work Order and
make appropriate entries on
the form under close super-
vision.

M-2 Handbook, Part 260

P-18 Handbook, Chapters 2, 6,
8

mmﬁ'u
May 1968
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Craft Orientation and Skill Training: Maintenance

CRAFT SKILL TRAINING REQUIREMENTS

Where Should Training be Conducted?

Training | For (Position) I suiit or Topic Basic Time
iden. No,

Automotive Mechanic Repair Maintenance 4 hours
tnstructor to be (Positien) . Type of Appeintment Desig. and Act. Code
Supervisor or Maintenance Analyst | Regular (Annual Rate) 16-1

Career Substitute 456-1

When Should Training be Conducted?

on the judgment of the employee's supervisor.

Prior to independent assignment requiring only routine supervision. The need for skill training will be based

Points Yo Be Covered

Instructiona! Aids and
Notes to instructor

A. Receiving work assignment

B. Information shown on the Work Order when received by
the mechani~

C. Assembling tools/equipment needed in performing se-
lected repair maintenance

. Safety considerations
. Preparing vehicle for maintenance, as appropriate
. Representative repair maintenance procedures

Making entries on the Form 4543

oo = M o

. Passing completed form to supervisor

Selected repair maintenance
work orders.

Have trainee perform work
shown on work order and
make appropriate entries on
the form under close super-
vision.

M-2 Handbook, Part 260
P-13 Handbook, Chapters 2, 6,
8
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377.3

377.3 Individual Trummg Record

Us POSTAL SERVICE

INDIVIDUAL TRAINING RECORD

ODATE ENTERED ON DUTY

NAME OF EMPLOYEE

OESIGNAT ONG& ACTIVITY CODE

SOCIAL SECUMTY NO

POSITION

Automotive Mechonie

SKiLL OR TOPIC

A . GENERAL ORIENTATION-ALL TOPICS
‘N GENERAL ORIENTATIO'N GIVEN

REQUIRED

CHECK | |NSTRUCTION GIVEN®

ADDITIONAL
TRAINING PROVIOED

TNG.
NEEDS

W)

INSTRUCTOR'S
INITIALS AND
OATE

TNG
TIME
USED

INSTRUC TOR §
INITIALS AND
DATE

ING
TIME
USEO

SUPERVISOR'S
SIGNATURE AND
DATE

REMARKS

S. CHAFT OQUENTAT D1 aL L TOPICS
IN CRAF T ORIEN ATION GIVEN

—— ——— -

p——— - o+ — —

I SCHE ;ULLL MAINYFNANCE

2 REAMMAT LAt CE

e e e

0. CRAVT 5% LLY-DRIVER . KAINING

S e — —

1 ORIVLFCDFIENTATITN

2 VEXICLL {a Left Hand Dnive

FAMIL
TARIZA 1 Right Hand Drive

TION « Thnree Whee! Vehicle

CONTROLI £ Y DRIVING PRACTICE
AND Tes1,

- LH" 8 ’—.-Tuh

1 ngm tand Orive

c. Theee Whesl Vehicle

4 TRACTOR TRAILER

8. OTHER (Meithy)

<+

*When aopplic able, 1nstructor shall note under CREMARKS'® that additional traming in this

akill 1s needed.

Ps Form 2548.4
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