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What is Line H?
and

Where do you find Line H?




“Line H" is the total yearly

custodial work hours for a
i)

f : :

postal facility

It is based on a combination of the
facility measurements/space
designations (Inventory), and cleaning
frequencies.




Line H is found on the bottom left-
hand side of the PS Form 4852, in the
box titled "Work Hour Calculations”
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Custodial Staffing Package

The APWU should have
complete staffing packages

for every represented

facility <l
=



Maintenance Series Handbook
MS-47

Facility Cleaning

TL-5: June 27, 2014

5.11 MAINTAINING PROPER STAFFING LEVELS

The final determination of custodial staffing is done by the local installation Postmaster
(with the support of the Maintenance Manager at the installation’s maintenance support
facility) or local installation Maintenance Manager. Once a custodial staffing level is
determined using the procedures in this handbook, that staffing level must be
maintained. At times, local conditions may change sufficiently to warrant a change in
staffing. In order for staffing to be changed the entire staffing procedure must be
redone, i.e., new forms must be completed. No change in staffing may occur without
following the procedures of this handbook. In the development of a staffing package, the
local APWU representative is to be contacted and may observe in the development of

Custodial Staffing Package
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US POSTAL SERVICE ROUTE IDENTIFICATION
CUSTODIAL MAINTENANCE ROUTE WORK CODE ACRONYM EQUIP NO CLASS ROUTE NO
SPANISH FORK PO 06 BLDGS cLLoBBY Vs 2009
BUILDING{S): SPANISH FORK SPECIALIST ROUTE NAME
VS CL LoBBY
LOCATION(S):EAST. NORTH FREQUENCY WORK WEEK TOUR TASK EST TIME
DAILY MTWThF 2 CLEAN 023

See appropriate job aid for Vacuum Specialist route.

The light duty sp shouid on staying spprovimatety 15 minutes ahead of the vacuum specialist. The vacuum specialist should use caulion while
vacuuming and meumeze the use of the extension cord especially when vacuuming in the aisies NEVER USE THE EXTENSION CORD TO VACUUM ACROSS
AN AISLE WAY
ESTTIME DETAIL SPECIFIC LOCATION | ROOM PLUGHN LOCATION NOTE ACCESS TIME
11.65 120 SERVICE BOX LOB8Y SOUTH AND EAST WALLS

0.58 122 CUSTOMER VESTIBULE OUTLET IN LOBBY
1.86 121 POSTAL STORE EAST WALL
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Here's a case
the Union
appealed to
arbitration

without a signed

staffing
package..

Nl

REGULAR ARBITRATION PANEL

in the Matter of the Arbitration Gnavant Class Action
detween Post Office Sacramento P&DC
UNITED STATES POSTAL SERVICE USPS Case No FO6T-1F-C 09101853
and APWU Case No 285M0SJW
AMERICAN POSTAL WORKERS

UNION. AFL-CIO
BEFORE Gary L Connely. Arbitrator

ISSUE:
By written submission statement. the represeniatives stipulated Ihat the issue before me is.

‘Did the Postal Service violate Article 19 of the Collective Bargaming Agreement by not
staffing al the Sacramento P&DC per the MS-47 requirements from March 1% 2008
through January 31% 20097 If so, what is the appropriate remedy?”
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USPS argued..

An 'authorized staffing package,' determined through
observance of the procedures contained in the M5-47 was

not provided by the Union in the instant grievance..

The only PS Form 4852 placed into evidence by the Union
to represent the 'authorized staffing package” in this

grievance is not signed or dated..

To qualify as an 'authorized staffing package' the PS Form
\ 4852 must be signed by those authorizing the package..

Arbitrator Connely:

[T]he PS Form 4852 produced on
February 11, 2009, is unsigned and,

therefore, invalid ..

14



—# 2| FOR REVIEW PURPOSES - NOT A
&+ =+| FINALIZED STAFFING DOCUMENT

In addition to the signatures, the
PS-Form 4852 must reflect the
correct name and address of the

facility. The name and address will

be on the top of the PS-Form 4852.

15
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Pre-COVID Agreements that
apply tfo the yearly Line H

requirements ...
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On July 9, 2014 the parties signed the

MEMORANDUM OF UNDERSTANDING
BETWEEN THE
UNITED STATES POSTAL SERVICE
AND THE :
AMERICAN POSTAL WORKERS UNION, AFL-CIO

Re.  MS47 TL-5 Implementation and Maintenance Craft PSE Conversions
Lt A

, oMot AdeinTidegtien (AP Deectr, Masresrance
L ‘Stutem (rominl Sersice Arnariomn Posts) Vo Linon, AFL-CHO

v f= G o Z,Zgé.xaz;z_
Otherwise known as the "Line H MOU"

|
8)

In facliities that are maintained by USPS custodians, upon the conclusion of each Postal Fiscal Year (FY),
during October of the new FY, the total custodial work hours for the just completed fiscal year shown on the
end of year report(s) for Labor Distribution Code (LDC) 38 (custodial work) will be compared with 80% of the
custodial work hours shown on Line H of PS form 4852. The results will be provided to and discussed with the
Local APWU President or designee. Falling short of 90% of the work hours shown on PS Form 4852 Line H
will result in compensation for each hour short of 90% of the hours on PS Form 4852 Line H paid at the
overtime rate to the custodial employees who will be identified in writing by the APWU Local Union. The
APWU Local Unian will detarmine the appropriate custodial employee(s) to compensate. In the fiscal year of
the MS-47 TL-5 implementation, the period shall be prorated for the time MS-47 TL-3 PS Form 4852 was in
effect and the time MS-47 TL-5 PS Form 4852 was in effect. Where staffing changes have been made during
the course of the fiscal year, the final Line H hours of the PS Farm 4852 to be considered for comparison at
the end of the FY shall be the sum of the hours shown on sach PS Form 4852 Line H prorated for the period
each of the staffing packages were in effect during the FY, The 90% of Line H work hours is not Intended to
permit the staffing level for the individual facility (e.g. a station, branch, VMF, annex, etc.) covered by the PS
Form 4852 to be below the number of employees shown on the PS Form 4852 Where a custodial duty
assignment works at more than one facility, the local parties are to agree on how to apply the work hours.

a) Further In any facility where the facility has fallen short of the 90% of work hours on PS Form 4852 Line H
for a FY and in the succeeding Fiscal Year comparison, the facility is again short of achieving the 90% of
work hours on PS Form 4852 Line H, the payments made under this paragraph will then be equal to the
difference between the custodial work hours shown on the end of year report(s) for LDC 38 and 100% of
the work hours shown on PS Form 4852 Line H for that Fiscal Year. (after prorating if applicable).

b) Compensation at 100% of work hours reflected on the PS Form 4852 Line H calculation will only occur
when the facility has falled to achleve the 90% threshold in successive, consecutive years but shall
continue at the 100% level until the facility has achleved 90% of the work hours in a fiscal year. For
subsaequent failure to reach the 90% of work hours on the PS Form 4852 the process described herein
repeats.

Note: PS Form 4852 Line H shall be pro-rated for any period that the facility had to suspend operations
on account of an emergency, disaster or otherwise of an Act of God.

17



Shortly after the Line

H MOU was signed,
the parties agreed on
a set of 28 Q&As via

eMail correspondence.

e

Dated August 6, 2014, Q&A number 26 expands Line H MOU/Item 6:
MS-47 Maintenance MOU Questions

26. Regarding tem 6 of the July 9, 2014 MOU, when determining the LDC 38 work hours to be
compared to Line H on the authorized PS 4852, is there are agreed upon report to use?

A. The LDC 38 work hours can be shown by whichever report, or combination of reports,
will be provide the best evidence. The end of FY LDC 38 work hours used must reflect

the actual custodial work performed that is included in the Line H total. In other words,
only custodial work identified in the staffing package and reflected on the Line H annual
time will be used as the comparison. Work hours that do not reflect custodial work,
improperly coded work or custodial work not included in Line H will be subtracted or
ignored for the purposes of the LDC 38 end of FY comparison.

18



On May 12, 2017, a

Step 4 settlement

resulted in another
set of Line H

Q&As.

Omat W Rayrme:

Recently, we met o discuss the abowe caplioned disputs at the Sep 4 evel of the
- preceduwe Time imets were extended by mutual agresmeont

This the dmpute o by e USPS on October

I8 26 Speciically, the msuo heren the of wath
dem 4 of the July 8 2074 TL-5 MOU The parties agree as follows:

The stached Quesions and Answers Stled APPLICA TON OF MOU RE
M547 TL-3 IMPLEMENTATION AND MANTENANCE CRAFT PSE
CONVERSIONS "esoie the ssue contained herein, Linresolved
grevances ncluding those held pending this case. a%e '0 be resolved n
BoCordance wilh fhes resoilton snd he stched OSA

Plgase and returm the copy of this s youl dedg; of
mkumummmm&muumn
sccordancs with Artcle 15

Sincetely,
>
Tery C LoFerra Steven G Raymer z
abor Relatons Duectoe =
Contract Admenestration [APWL) Mamtanance Divmecn
United States Postal Service Amarcan Postal ‘Werkers Unon AFL-CIC

Dme Moy 12 2017

APPLICATION OF MOU RE: MS-47 TL-5 IMPLEMENTATION AND
MAINTENANCE CRAFT PSE CONVERSIONS

QUESTIONS AND ANSWERS

The parties are aware there has been confusion over the intent regarding the Line H
commitment identified in item 6 of the July 9, 2014 MOU Re: MS-47 TL-5 Implementation and

Maintenance Craft PSE Conversions.

The intent of the agreement was to ensure that the authorized LDC 38 work hours were used. as
intended, performing custodial duties that form the basis for custodial staffing.

The following Questions and Answers, along with those Q & As agreed to on August 6, 2014
regarding the MS-47 TL-5', are designed to be applied to pending and future issues/grievances
and represent the agreement that has been in place between the parties.

' Those Q&As from August 6, 2014 are not reprinted above and do remain valid.

Page 1 of 4
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2. Are Forms 4776 (Preventative-Custodial Maintenance Route) required?

Answer: Yes.
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PS Form 4776 Preventive-

Custodial Maintenance Route
« Task specific cleaning items
+ Required frequency of performance

« Estimated route completion time
« Multiple 4776 for different tasks

Front side
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PS Form 4776 Preventive-
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= Manual entry by custodian to document work/time

performed as listed on the front side

Back side
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PS Form 4775, Preventative-Custodial Maintenance Route
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Line H Hours.
Utilize the back of
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track time.

LDC 38
compliance

+ Custodian
coverage must
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made up at a later
time

Faciity Clagning Facility Cleaning
- = - — Fo—
= i — T g = et et
= = e & | = R BT
| - ]
: T
T T
- + J[ ot
L — o - — 4 i
t T—=1—=r 1
¢ i + i
= [ ) S 4 ©
; il il i 4
T T
i ||
T i i
1
- e [P —— '_-

g, gr—rs

Figure 8-3 - PS Form 4776 (back)
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3. Regarding item 6 of the July 8, 2014 MOU Re: MS-47 TL-5 Implementation and
Maintenance Craft PSE Conversions, when determining the LDC 38 work hours to be
compared to Line H on the authorized PS 4852, is there an agreed upon report to use?

Answer: The LDC 38 work hours can be shown by any report, or combination of reports,
that will provide the best evidence of hours worked per Line H. The end of FY LDC 38 work
hours used must reflect the actual custodial work performed that is included in the Line H
total. In other words, only custodial work identified in the staffing package and included
within the Line H annual time will be used as the comparison. Work hours that do not reflect
custodial work, improperly coded work hours or custodial work hours for any work other
than that which is identified under Line H will be subtracted, or ignored for the purposes of
the LDC 38 end of FY comparison.

Dated August 6, 2014, Q&A number 26 expands Line H MOU/Item 6:
MS-47 Maintenance MOU Questions

26. Regarding tem 6 of the July 9, 2014 MOU, when determining the LDC 38 work hours to be
compared to Line H on the authorized PS 4852, is there are agreed upon report to use?

A. The LDC 38 work hours can be shown by whichever report, or combination of reports,
will be provide the best evidence. The end of FY LDC 38 work hours used must reflect

the actual custodial work performed that is included in the Line H total. In other words,
only custodial work identified in the staffing package and reflected on the Line H annual
time will be used as the comparison. Work hours that do not refiect custodial work,
improperly coded work or custodial work not included in Line H wil be subtracted or
ignored for the purposes of the LDC 38 end of FY comparison.
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4. Throughout the course of a Fiscal Year, can work hours scheduled based on the frequency

in the staffing package and included on Line H be ‘made up'?

Answer: Work that can still be accomplished within the assigned frequency (e.g. an annual
route can be performed anytime during the year, a route performed 4 times per year is done
once per fiscal quarter, a route performed 12 times per year is to be done no more than
once per month, etc.) Once the frequency period of the route has lapsed, the route cannot
be made up. There is 2 10% variance built in to the compliance requirement under the MOU
item 6. Consequently, the legitimate bypassing of routes is already considered.

5. Canthe Line H hours be adjusted, for instance if an individual custodian completes their
route in more or less time than estimated on the route?

Answer: The 10% variance referenced above is sufficient to include deviations of time on
an established route. Also, note that Line H hours are only changed when an entire staffing
package is redone (see MS-47 section 5.11). Issues regarding the attribution of LDC 38
hours will be minimized by applying the directive from MS-47, section 5.10, “The installation
head/designated maintenance official will ensure that all duties expected and anticipated to
be performed by custodians are accurately identified in the completed staffing package."
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6. Are there examples of other LDC 38 work hours that will be subtracted for item 6
compliance purposes?

Answer: Yes, for example if work is performed at a greater frequency than indicated in the
staffing package. For instance if a cleaning route was scheduled for 3 times per week and
instead management required cleaning 6 times per week, credit is given for the 3 times per
week as that cleaning time is included in Line H. This could also be hours worked, or time
spent on work orders or routes, for work tasks that are not included in the staffing package.
However, if the work is completed in less time than identified in Line H, credit will still be
given for the Line H requirement. For example; if a task is identified as requiring 3 hours
under Line H, and the custodian completes the task in 2 hours, there will be no deduction of
1 hour from the LDC 38 hours worked. When the annual review is completed, adjustments
should be made to Line H items that consistently require more or less frequency, or hours,
than was identified in the previous year.

7. Can a work order be used to account for time spent on LDC 38 work hours?

Answer: Yes, a work order is appropriate for certain custodial work. Work included on the
right side of the 4852, such as project work or snow removal, is often performed using a work
order. Time spent on tasks that are part of the required duties counts, up to the amount of
estimated time for those items. Sufficient staffing hours for work orders must be included in
the 4852 for the time spent on work orders to count as LDC 38 hours to be compared with
the Line H total.
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8. Wil there be any consideration for vacancies that are not filled immediately?

Answer: No, however; the impact can be minimized by the timely forecasting and filling of
vacancies utilizing the pecking order for filling vacant Maintenance Craft duty assignments.

9. What if the route (work order) frequency or estimated time for performance of snow removal
is incorrect due to too much or too little snowfall?

Answer: This is the only exception when it comes to modifying Line H for purposes of the
end of year review and does not change Line H in the actual staffing package. For MS-47
version TL-3, the Snow Removal line includes a frequency on the PS 4852. If the frequency
of performance of snow removal is less than that shown on the PS 4852, then the hours in
the PS 4852 Line H total will be adjusted for the number of times the expected snow
removal was not performed. In MS-47 TL-5, Snow Removal is indicated as annual work
hours under Table C. If the hours required for snow removal are less than that shown for
snow removal in Table C, then the hours in the PS 4852 Line H total will be adjusted for the
number of hours the snow removal was not performed. LDC 38 work hour credit is not given
if the frequencies of performance (TL-3) or annual work hours (TL-5) of snow removal are
exceeded.
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10. When Local management presents the Local Union the fiscal year end LDC 38 hours for
Line H comparison what exchange of information is required?

Answer: As required by item 6 of the July 9, 2014 MOU, “"the results will be provided to gnd

discussed with the Local APWU President or designee.”

11. How s the liability calculated for the fiscal year that MS-47, TL-5 is implemented?

Answer: Step 4 settlement Q10T-4Q-C 14080458 establishes when the effective date of
MS-47, TL-5 occurs. MS-47 TL-3 Line H is calculated for the portion of the year MS-47 TL-3
was in effect. MS-47 TL-5 Line H is calculated for the portion of the year MS-47 TL-5 was in
effect. The prorated results are treated independently and are not to be averaged or
combined. There may be a liability for either, or both. Work that has not been completed
and is still available within the assigned frequency at the time of transition should be
evaluated by the local parties. For example, when an annual route has not been completed
when transitioning occurs 6 months into the FY. Further, if the MS-47 TL-5 review resulted
in compliance, the facility will be considered as in compliance going forward under the terms

of item Ba.

27



M Steven G Faymes
Cwoctor Masntanance D
Auarrican VWorkers Union, AFL-CHO

1300 L Sweet, N RE Q10T 40-C 14080458
Vashmgton, DC 200054128 APWLU 8 QT T201 40700
D 202604 100
Recantly. v met o ihe above (e Step 4 level of the grievance—
= arttrafion procedure  Trms Wrste s by o
TL-5 effective
This U by the APWU an P v 11, 2014 W ihe
uflective date and mmplementation of the Transmilel Lelter (TL) S verson of the new Hamvdbook
date agreement bbb by X = o
ayrocd-upon p and o ation of the new Handbook MS-47 in the

MOU dated July 9. 2014

Tha peties agres 1o the fallowing

Fn  Sat

in & lacilily which haes rsnsitioned from the Foodbook MS 47 TL-3 version o sccordeanos il
Ihe parties July 8 2014 MOU  the effective date of the Handbook MS-47 TL-5 vermon s

Doy 1 of the irss poy perod lollovsng the completion of TL-8 raiming Tor the avinlable
1 e P P, The

| af the d TL-5 3
order i whioh lhese two lems = nol e, e ol dmles m Doy 1 of the
pay penod following the poed N tinme wihen both temrms are nes
Tha atwowa ] tha mamsl clessroot Waoursg  Tho avaibable custodal

rif dom @il dhuring T treaeming Times freemes. Aoy o b
= 1wl by scheculed for W) W w00n as possible upon et
Upon spproval, the Local APWLU s or desig wall faen g & copy of he approved
MS 47 TL-S stalling packsge

Thia egreomend = applicabls 10 the pro-reting required under e number 8 of The July 9.

2014 MOU
Thes ag L] an e taman and doss ool anpect e afecive dele
of any other handbook(s)
& =
. .y ¥ — 1 S — e S P g e o
Tarry © LeFavia Steven G Royrmas
Labww Reiations Speoiniisl Db wpctcns
Contrmat Adrmnmivation (AFWL) A leriance: Deosaosy
WUnilend States Poulal Service Arnmrman Pomial Workers Union AFL.CHO
L ——

A quick review of what we have gone over so far

1. We know what Line H is and where to find it.

2. We learned what to look for to ensure we have a
proper and authorized staffing package.

3. We went over the July 9, 2014 MOU Item # 6 and the
Postal Service's obligation to Line H.

4. We went over the related Q & As.
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Arbitrator Goldberg:

Accordingly, | award a revision of the July 8, 2014, MOU, Re: MS-47 TL-5
Implementation and Maintenance Craft PSE Conversion to allow the Postal Service
to pro-rate the Line H work hours’ calculation to exclude the work hours of custodians

who are on long-term absences.

Arbitrator Goldberg:

As to limiting the remedy a custodian can be paid for a violation of Line H, |
direct a limit based on the maximum hours that a custodian could have worked. In
other words, the number of hours of overtime compensation used to calculate the
remedy for a Line H violation paid to a custodian will be capped at the limits in Article
8 of overtime hours for that custodian. For custodians who are on work-hour
restrictions, the cap will be adjusted to the number of overtime hours within the

custodian's restricted work hours,
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Arbitrator Goldberg:

and “long term".

The record is insufficient for me to define two key terms here - “fully staffed”

| will therefore remand to the parties and retain jurisdiction
over the task of determining the meaning of “fully staffed” and “long term”. The remand
is for a reasonable period of time to be determined by the parties after which, in the
absence of agreement by the parties, either party may request the Panel to take

appropriate steps to define those terms.
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In_facilities that are maintained by USPS custodians, upon the conclusion of each Postal Fiscal Year (FY),

{during Octobéfcnf the new FY, the total custodial work hours for the just completed fiscal year shown on the
e ri(s) for Labor Distribution Code (LDC) 38 (custodial work) will be compared with 90% of the

=2 shown on Line H of PS form 4852. The results will be provided to and discussed with the
ocal APWU President or designee_Falling short of 80% of the work hours shown on PS Form 4862 Line H
ch hour short of 80% of the hours on PS Form 48562 Line H pald at the

overtime rate to the custodial employees who will be identified in writing by the APWU Local Union. The
APWU Local Union will determine the appropriate custodial employee(s) to compensate, In the fiscal year of
the MS—-47 TL-5 implementation, the period shall be prorated for the time MS-47 TL-3 PS Form 4852 was in
effect and the time MS-47 TL-5 PS Form 4852 was in effect Where staffing changes have been made during
the course of the fiscal year, the final Line H hours of the PS Form 4852 to be considered for comparison at
the end of the FY shall be the sum of the hours shown on each PS Form 4852 Line H prorated for the period
each of the staffing packages were in effect during the FY, The 80% of Line H work hours is not intended to
permit the staffing level for the individual facility (e.g. a station, branch, VMF, annex, etc.) covered by the PS
Form 4852 to be below the number of employees shown on the PS Form 4852 Where a custodial duty
assignment works at more than one facility, the local parties are to agree on how to apply the work hours.

a) Further in any facility where the facility has fallen short of the 90% of work hours on PS Form 4852 Line H
for a FY and in the succeeding Fiscal Year comparison, the facility is again short of achieving the 90% of
work hours on PS Form 4852 Line H, the payments made under this paragraph will then be equal to the
difference between the custodial work hours shown on the end of year report(s) for LDC 38 and 100% of
the work hours shown on PS Form 4852 Line H for that Fiscal Year (after prorating if applicable).

b) Compensation at 100% of work hours reflected on the PS Form 4852 Line H calculation will only occur
when the facility has failed to achieve the 90% threshold in successive, consecutive years but shall
continue at the 100% level until the facility has achieved 90% of the work hours in a fiscal year. For
subsequent failure to reach the 90% of work hours on the PS Form 4852 the process described herein

repeats.

Note: PS Form 4852 Line H shall be pro-rated for any period that the facility had to suspend operations
on account of an emergency, disaster or otherwise of an Act of God.

In accordance with the MOU/Item 6, it is
management's responsibility to approach the
union at the end of the fiscal year to
demonstrate Line H compliance or non-

compliance.
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USPS is supposed to determine:

* What Line H evidence fo use
» How to present and discuss this evidence
* What to use to present this evidence

* When to present and discuss this

If the local APWU President will have a
designee at the October meeting, the local
APWU President must notify the USPS of

that in writing. Include the designee’s

name and contact information. Contact
information that requires “"paper trail”
response (mail or email) is highly

recommended.
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If the USPS: fails to meet
during Octoberand an extension

was not agreed to
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If there is an October meeting
but there are issues that

cannot be resolved . . . .
.t ﬂ.

Make sure there will be no
additional meetings and file a
grievance within 14 days of the

last meeting date.  <:--c-
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What is the best
information or

report(s) to use?

2\
&ooJ €

There is no consensus on
what the best report or

evidence is
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But we do know
it's
NOT
Flash Reporit(s)

Management commonly comes to meeting with a
Flash Report (or a spreadsheet allegedly based
on a Flash Report) in hand that reflects they

allegedly met their 90% requirements, or even

exceeded 100% of Line H work.
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If the USPS presents these we
must ask: "What Source
Documents were relied upon in
the making of the report?”

Another question: "Who was the
USPS Official who created the

report?”
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PS Form 4776s A
MS-47 TL-5

12.4 PS Form 4776 (Preventive-Custodial Maintenance Route)
Implementation of route checklists for maintenance capable facilities is
mandatory. Local management may use route checklists for non-maintenance
capable facilities at their discretion

May 17, 2017 Q&A
2. Are Forms 4776 (Preventive-Custodial Maintenance Route) required?
Answer: Yes

There are more than 50 different TACs
reports. A number of them can help us.

At least nine TACs reports are archived.
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TACS Reports useful for Line H matters

« Employee Everything Report
* Higher Level Details Report
* Higher Level Authorized Report
 Employee Listing Report
 Employee Moves Report

LTATs Weekly Summary

e ‘!‘y‘fﬁ-.’uu H

Instructors' Not_n:‘%isiﬁ“w ‘mind that TACS reports cannot be relied on exclusiv I
| ﬁ.“ d A

matters because TACS does not distinguish Line H custodial wark from non-Line
work. It sees both as the same. Still, these TACS reports can help, as described.

EMPLOYEE
EVERYTHING REPORT
TAC500R3

Lists almost everything in the TACS database
for a particular employee for a particular year,

pay period and week.

<
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WHAT DOES THE EER SHOW ?

BT, ET
* Operations \
* When OT began

* DA Code

* Finance number
EBR numbers
Higher Level
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A few documents a steward should always
have on hand in order to get the most out

of the Employee Everything Report ..

ELECTRONIC BAIGE READERS (EBRs)
NOVA COUNTY POST OFFICES
Unticled
Net Terminal Building NetTZ Obs DST?
- — I ———— Chmane szmssmes
S88 81 Rncho BrdoStore PST - 4
580 e2 Carmel Viy Anx 2 PST ¥
sea a3 valley Center 2 PST ¥
588 a4 Rncho Brdo Anxl PsT ¥
s88 as Rncha Santa Fe PST v
SB8 es La Jolla UTC D31 PsT b
588 a7’ La Jolla UTC D32 P5T ¥
508 a8 Escondido Store PST ¥
506 23 La Jolla Main PST b s
588 18 Golden Triangle PST v
Sea 11 Escondido Orange PST ¥
saa 12 Ramona PST ¥
See 13 Del Mar PST ¥
Sa6 14 Sornto Vily Ret PST ¥
500 15 valley Center 1 PST ¥
508 15 Cardiff PsT v
S8a 17 Tierrasanta ST ¥
s8a 18 scrlpps Ranch Ax PsT ¥
S8 19 Ramonak2 PST v
509 2o Rncho Santa Fe PST v
5809 22 La Jolla Finance PST Y
588 23 Oceanside First PST b 4
se8 24 university City ST ¥
sSaa 25 Soclana Beach PST ¥
see 26 MLS - VMF PST b
508 28 Rncho PQ1 PST ¥
509 219 RNcho PQ2Z2 RUkdw PST W
See 31 Serra Mesa PST
sae 71 Carmel Viy Anx 1 ST b
s8e T2 Rncho Brdeo Anx 2 PST w
sae 73 Rncho Brdo Anx 3 PST b g
sae 74 Escndido 1 PsST ¥
Sea 7% Escndido 2 Missi PET v
588 76 Escndido 3 PsST ¥
sea 77 0O side Brooks 1 PST 4
Page 1
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MODS OPERATION NUMBERS
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HIGHER LEVEL DETAIL
REPORT

TAC500R8

Will list those employees on

long-term higher-level details.
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The report may be set to include the anticipated
expiration of the detail.

HIGHER LEVEL AUTHORIZED

REPORT
TAC500R1

Lists employees who have been authorized

higher level.
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HIGHER LEVEL AUTHORIZED
REPORT

TAC500R1

Can be requested for a single pay location or for groups of pay

locations, for a single day, single week or for a group of weeks.

We want to know if management detailed a custodian to higher
level duty during the week. We can compare that to the 1723s
we actually received.
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Detail vs Authorized

Is there a difference between the
Higher Level Detail Report and
Higher Level Authorized Report?

Do we need both?
P2
2277

Yes, there is a difference between the reports and
yes, we should ask for both. We are trying to find all
evidence of higher-level work hours by our
custodians, which generally translates to non-Line H
hours. Although the two reports sound similar, they
do not capture the same information. This can be

observed by comparing Employee Everything Reports.
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EMPLOYEE LISTING
REPORT

TAC500R5

Lists the employees within
the office.
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You may request the Listing Report for:

An entire finance number or range of finance numbers.
All employees, or only Maintenance Craft.

All employees, FTRs, PTRs, or request the report by D/A or
by LDC. You can have the report sorted by the employee's
name or by EIN.

All pay locations or a single pay location or a group of pay
locations.
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What a great report
Uses:
» Start and stop times for multiple-tour proof

« A must for Class Action remedies for years later, who
is to be paid

- Showing staffing in the office

» Showing an employee does not belong there for OT or
work

« Shows EINs

EMPLOYEE MOVES
REPORT

TAC500R6

Shows all employees within the office
who clocked into a specific operation,
such as 747 (Custodial), during a
specified time range.

<
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LTATS - WEEKLY SUMMARY REPORT

TAC860R3

Displays work and overtime, hours that
have been transferred to a different
LDC/DA or loaned to another office.

R USPS TBA i Date: 011416
NOVA CA Tene: C10BFM
LTATS - Weakly Summary Report Page: 1
Wark oT To Ta Ta To To To usar
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When To Use LTATS Weekly
Summary Report

* Verify using proper personnel

At what office did they work?

Office(s) That Are Not eMARS Capable

The first thing you should request is the current/authorized
MS-47 staffing package, which includes PS Form 4776s
(Custodian Route Sheets).

If management did not use the route sheets throughout the year
and/or has no idea what you're talking about then the next best
evidence of what the custodian(s) did will be custodian
statement(s). However, you must frequently gather detailed and
signed statements and the custodian(s) must be willing to
corroborate them, if needed, in arbitration.
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| If we request fHé PS Forms 47?6 and

management claims they did not use

"f‘__“‘rhem or do not have them, file a -

|
1

~'I' grievancell

0 gy
4 L

Custodian Statements

The custodian’s statement should be in their own words. You may
assist them and provide guidance, but the custodian must

understand their statement and be truthful. No exaggerations.
v'Have the custodian(s) list the work they did on a regular basis.

v'Have the custodian(s) review the staffing package and indicate

if they performed senior frequencies throughout the year.

v'Have the custodian(s) list any additional duties that are not on

the staffing package.
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Some tasks
commonly required
of custodians that
may not be listed on
the PS-Form 4852

(right side)

Regarding statements

Arbitrator Harry N. Maclean, July 3, 2019, EI5T-1E-C 18071878:

The narrow issue, then, is what is the best evidence of the custodial hours actually worked—
the TACS and ¢FLASH reports or the questionnaires filled out by the custodians? In the
M'sm.ummm“mmhmormmummm
mmamwmwywwummmm
flawed. First, the custodians were asked to answer the questions and estimate the hours worked
mvmm&smmmdnddhhly-mmmtymm
Memories are uncertam and imperfect processes, and relying on custodians’ memories without
more to establish specific facts such as hours worked on a sk is o uncertain, If daily notes or
m«mmmumwwummmmum
credible.

Secondly, wthﬁuMMMhWhﬂ-mﬂmdh
mnmmﬂmmmmifmmmmm-
d-ubmmuumthm-ﬂhuwdnymnhwbeﬁmhym
& o used. Finally, there was some cvidence that not all of the custodians filled out the documents.

o This alone could resalt in a serious underreporting of custodial hours worked. Records 1o
mmmmummdmmmdum




As union officials we need to be proactive throughout the year
Request the current signed custodial staffing package
for the postal facility/facilities you represent as
soon as possible.

Find out who your custodian(s) are at each facility.
Talk to the custodians and find out what they do on a
daily basis.

Ask questions. Have custodians been detailed to
higher level detail positions?

Are there any vacant custodial positions?

Consider requesting and gathering the information
you believe will best demonstrate the Line H hours
comparison (signed 4776s, TACS reports,
statements, etc.) on consistent basis throughout
the year (monthly or even weekly) so that you are
well-prepared when October comes and will have

effectively put Management on notice.
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Requesting Information

When requesting reports, etc., determine and
specify what is needed so that management can
run the correct report. Include the report
numbers (i.e., "TAC860R3") to ensure receiving

the right information. Have proof that the RFI

was submitted.

Electronic Information

*Is the information you need something that can be
provided via email, flash drive or disk? Request the
information be provided electronically (pdf). TACS
reports and MS-47 staffing packages are available in

electronic format.

* Use only union email accounts.
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They failed to give me my requested information

What is needed to prevail on this?

* Dated RFI

* Evidence RFI was submitted

* Include RFT in file

* Cite CBA/JCIM Articles 31.3 and 17.3

« Specify exactly what information was not furnished

* File a separate grievance on Failure to Provide Information.
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RE Liry, Remedy must include:

List of custodian name(s) with their Employee ID number(s).

Total hours owed.
+ Determination of the number of hours to be paid to each employee.

+ Request that the hours be paid at the overtime rate.

\ However the payout is determined, be consistent, We must be able to explain how o 7
/ . we determined our calculations if questioned in the future. R /2
L% 7 SRR WE - ~ X
W If you are requesting a payout remedy, be sure your grievance has what it takes e -
for an arbitrator to agree with what you are asking. Your case file must ﬁ" ’
demonstrate what is claimed. &
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* The first paragraph or two of the érie\}ance must show:

* Facility name

* The Fiscal Year being disputed

* The Line H hours from the authorized PS Form 4852 N

* If there were more than one staffing package for the Fiscal Year in

dispute, identify the respective time frames for each package.

* The calculated 90% of Line H for each staffing package. 2

. * The Union's calculated hours that the Service is short of the 90% s |
Line H obligation. The file should include an explanation of how the
shortage was determined.

"1« If the Union is claiming a consecutive year violation, include evidence

‘. of consecutive year violation.

sl

| Do not combine offices on the same Line H grievance, even if they
~ are part of the same installation, as defined in CBA Article 38.2.B.
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&

~
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Remedy must include:

» An outline of the documents that

“ [MEETING REMEDY | 1\ B

Request that the failed October Line H
meeting be conducted again.

management must bring to the make-up Line
H meeting.

28
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