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A. Explanation

This issuance of Handbook EL-827 has been revised and updated to incorporate new language from
the National Agreements, provisions of the Commercia Motor Vehicle Safety Act, and suggested
changes from the field. This handbook contains policies, procedures, and responsibilities for the
proper selection, testing, and training of postal drivers and candidates for positions that require
driving duties.

Managers and supervisors who are responsible for the administration or supervision of driver
selection, testing, and training must review this handbook and ensure that the policies and
procedures contained in it are followed.

B. Distribution

1. Initial. This handbook is being distributed directly to headquarters. headquarters administrative
supporting units, and personnel responsible for driver selection, training, testing, and licensing,
and program administration functions at regions, divisions, management sectional centers, bulk
mail centers, and CAG A-D post offices.

2. Additional Copies. Additional copies of this handbook are available by ordering from your
materiel distribution center. Use Form 7380, Supply Center Requisition. No additional copies are
available from headquarters.

3. On-Line  Auvailability. The composition and graphics for this document were electronicaly

produced using the USPS SPECTRUM database publishing system. The text is available to USPS

"\ users through the SPECTRUM database which is resident at NISSC. To obtain information on
accessing this system, contact the Customer Support Branch at NISSC (PEN 8785001).

C. Comments and Questions

Comments and suggestions regarding subject matter of this document should be addressed to:

Genera Manager, Safety Management Division
Office of Safety and Hedth
USPS Headquarters
Washington, DC 20260-4231
D. Rescissions

This handbook rescinds the previous issue of Handbook EL-827 issued February 1987

E. Effective Date
This gagdbook is effective upon receipt.

Joel S. Trosch
Assistant Postmaster General
Employee Relations Department
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Chapter 1
Introduction

110 Purpose

The proper selection, training, testing, and licens-
ing of drivers is of paramount importance in the
reduction and prevention of motor vehicle ac-
cidents. Therefore, the purpose of this handbook
is to establish policy and provide guidelines that
will ensure that postal employees utilized as dri-
vers are optimally qualified and trained to sup-
port the operational effectiveness of the Postal
Service.

120 Definitions

For the purposes of the driver selection, training,
testing, and licensing program, the following defi-
nitions apply.

a. At-Fault Accident. An accident in which
the operator’s actions, or lack thereof, were the
primary or equally contributory cause of the ac-
cident, or in which the operator received a
citation or fine, or otherwise received adverse
judgment.

b. Collateral Duty Driver Instructor. A postal
employee who assumes collateral duties of a driv-
er instructor/examiner in an installation without
an authorized position and who is certified to
administer the Postal Service initial road test and
to teach other postal employees to drive vehicles
used in postal operations.

¢. Commercial Motor Vehicle A motor ve-
hicle used in commerce to transport passengers or

property
(1) If the vehicle has a gross vehicle weight
rating of 26,001 or more pounds; or

(2) If the vehicle is designed to transport
more than 15 passengers including the driver; or

(3) Any vehicle, regardless of weight, which
transports hazardous materials in quantities which
would require the vehicle to be placarded under
the Hazardous Materials Transportation Act

d. Designated Division Driver
Instructor/Examiner. A driver instructor/examiner
who has been designated by the Field Director,
Human Resources, to conduct the Road Test Ex-
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aminer Course No. 43560-00 for road test exam-
iner candidates. There should be a minimum of at

least one designated division driver
instructor/examiner per division.
e. Designated Regional Driver

Instructor/Examiner. A driver instructor/examiner
who has been designated by the Regional Em-
ployee Relations Program Analyst, Principal, Hu-

man Resources, to conduct the Driver
Instructor/Examiner  Training Program  No.
43506-00 for newly assigned driver

instructors/examiners and collateral-duty driver
instructor/examiners. There should be a minimum
of at least two designated regional driver
instructors/examiners per region.

f. Driver Instructor/Examiner. A postal em-
ployee who is certified to administer the Postal
Service's initial road test and to teach other
postal employees to drive vehicles used in postal
operations. This is a full-time authorized position.

g. Driving Abstract. A driving record main-
tained by State motor vehicle agencies that lists
the traffic convictions, suspensions, revocations,
accident involvement, and/or restrictions of an
individual licensed to operate a motor vehicle
within that State.

h. End-of-Training Tests. Two tests admin-
istered after initial driver training, Postal Driver
Orientation Course No. 43502-00, that measure
the trainee’s retention of subject matter presented
in the classroom and the trainee’s ability to op-
erate safely and skillfully each type of vehicle that
may be required in the performance of the job.
TD-287C, Part I, Classroom Orientation, is a
written test. TD-287D, Part II, Vehicle Operation,
is a driving performance test.

i. Improvement Driving Training. Training
provided to improve specific driving practices of
a driver after a preventable vehicle accident or
when a serious unsafe driving practice is observed
(i.e., a driving practice that could have resulted
directly in an accident, such as running a stop
sign or red light, failing to yield to pedestrians in
a crosswalk, failing to yield to oncoming traffic in
an intersection, etc.).
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j. Incidental Driver. Postal employees
(bargaining- or nonbargaining-unit), including
postmasters, postmaster reliefs, field directors,
managers, supervisors, and other
administrative/technical/clerical employees who do
not have positions that normally require regular
driving, where such driving is incidental to their
duties, and who operate only their personal or
administrative passenger vehicles. The term
"incidental driver" specifically excludes rural car-
rier reliefs and other employees who routinely
drive.

k. Initial Driver Training. Training provided
to all new drivers (including rural carriers, rural
carrier reliefs, and other nondriving employees
being assigned to or bidding for a position with
driving responsibilities) before being issued an
OF-346. Training, includes classroom sessions, ve-
hicte familiarization, controlled driving instruc-
tion and practice, and certification.

[ Initial Road Test. A driving test
administered to all applicants (and current
nondriving employees) for positions that require
the operation of any motor vehicle as part of
their duties. This does not include incidental dri-
vers.

m. Initial Road Test Checklist. A restricted
Form 5932 that is used to administer the Postal
Service’s initial road test.

n. Licensing Official. A supervisory employee
who is responsible for the issuance of and record-
keeping functions associated with an OF-346, The
licensing official is generally the Division Man-
ager, Training or designee.

o. Nonpreventable Accident. A motor vehicle
accident in which the postal driver did everything
reasonable that could have been done to prevent
the accident under the National Safety Council’s
Safe Driver Award Rules. This determination is
used only for the purposes of determining eli-
gibility in the National Safety Council’s Safe
Driver Award Program and is not to be used in
any other context.

p. Not-at-Fault Accident. A motor vehicle
accident in which the postal driver’s actions were
not the primary or equally contributory cause of
the accident.

q. NTAC. An acronym for the National Test
Administration Center, which is responsible for
providing, securing, and scoring Postal Service
examinations and national testing materials.

r. PEDC. An acronym for the Postal Em-
ployee Development Center, which is responsible
for the training, testing, and development of
postal employees.

s. Potential Driving Employee. Any current
nondriving postal employee who seeks, through
promotion or reassignment, a position that re-
quires driving as part of the official duties.

t. Preventable Accident. A motor vehicle ac-
cident in which the postal driver failed to do
everything that could reasonably have been done
to prevent the accident under the National Safety
Council’s Safe Driver Award Rules. This deter-
mination is used only for the purposes of deter-
mining eligibility in the National Safety Council’s
Safe Driver Award Program and is not to be used
in any other context.

u. Refresher Driver Training. Training pro-
vided (on a regular basis or at the time of the
OF-346 license renewal) to postal drivers in order
to assist them in maintaining their professional
driving skills, or to offset specific local motor
vehicle accident problems.

v. Reswricted Information. Information that
has limitations placed upon its access within, and
its disclosure outside, the Postal Service.

w. Revocation. The termination of a postal
employee’s driving privileges.

x. Road Test Examiner. A postal employee
who has been designated and issued a title of
certification to administer the Postal Service’s ini-
tial road test. There is no authorized full time
road test examiner. It is a collateral duty respon-
sibility performed by employees in a number of
different positions.

y. Road Test Schematic. A restricted map of
the route(s) on which the initial road test is
administered.

2. Satellite PEDC. A training, testing, and
development center authorized by the Division
Manager, Training, to service postal employees
who are not located within close proximity to the
main PEDC.

aa. OF-346, United States Government Motor
Vehicle Operator’s Identification Card. A driving
license that specifies the type(s) of vehicle(s) on
which an employee has been trained and certified,
and that authorizes the employee to drive that
type of vehicle in the course of conducting of-
ficial postal business.
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bb. Suspension. The temporary withdrawal
(with specified dates) of a postal employee’s driv-
ing privileges.

cc. Table of Disqualifications. A Postal Ser-
vice selection document specifying the types and
numbers of driving-related offenses that disqual-
ify both an application for consideration as a
postal driver and a potential driving employee.

dd. TD-287. See 120H, End-of-Training
Tests.
ee. TD-289. A restricted training program

used in the testing and certification of road test
examiner candidates, also referred to as Road
Test Examiner Course No. 43560-00.

130 Program Administration

131 Employee Relations Program Analyst,
Principal, Human Resources

a. Monitors the administrative effectiveness
of all driver selection, testing, and training pro-
grams and procedures for the region.

b. Selects personnel to administer training
program Driver Instructor/Examiner Training
Program No. 43506-00.

¢. Ensures that selected personnel are cer-
tified as trainers.

132 Field Director, Human Resources

The Field Director, Human Resources, manages
and provides functional guidance on all driver
selection, testing, and training programs and
functions within the division.
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133 Division Manager, Personnel Services
(Supervisor, Employment Services) and
MSC Manager, Employee Relations

133.1 Manages and ensures compliance with the
provisions of:

a. State driving abstracts;
b. Form 2480, Driving History, and
¢. Table of Disqualifications.

133.2 Manages and ensures that responsibility for
monitoring divisionwide compliance with medical
and vision tests is assigned and exercised by ap-
propriate personnel.

134 Division Manager, Training and MSC
Supervisor, Training:

a. Effectively administer the initial road test
examination program, the driver training pro-
gram, and the driver licensing program within the
PEDC service area.

b. Identify and authorize, where necessary,
satellite PEDC locations when initial road tests
and driver training programs cannot be admin-
istered in one central location.

c. Provide functional and administrative
guidance to all RTEs, DIEs, and collateral duty
driver instructors, ensuring that such personnel
receive proper training certification.

d. Ensure that all driver training records and
related activities (including the administration of
the Safe Driver Award Program and maintenance
of Form 4582, Operator’s Record ) are main-
tained in the PEDC or, when authorized, in sat-
ellite PEDCs or associate offices.
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Chapter 2
Driver Selection

210 Introduction

211 Importance of Proper Selection

The careful selection of applicants who will be
used as postal vehicle operators is an important
element of motor vehicle accident prevention. It
is the policy of the U.S. Postal Service to select
for driving positions only those applicants who
have demonstrated a potential for safe driving
practices. Careful adherence to this policy will
enable the Postal Service to select the safest, most
capable applicants, thereby reducing the possibil-
ity of future accidents. (Exhibits 211a through
211f provide an overview of the various selection
procedures used for the different types of ap-
plicants.)

212 Forecasting Recruitment Needs

Under these standards, appointing officials will
need to screen a larger number of applicants than
before. The screening should be initiated when
eligible names come within reach on the register,
well in advance of hiring. It is critical that
recruitment needs be forecast sufficiently in ad-
vance and that hiring plans are well coordinated
between employee relations managers and operat-
ing managers to ensure the timely hiring of quali-
fied persons.

220 Driving Abstracts

221 Requirement

Obtain a State driving abstract for all applicants
who are being considered for any position that
requires driving as an integral part of the official
duties and before granting any postal driving
privileges. This requirement also applies to:

a. Supervisory personnel.

b. Potential driving employees (See Section
120, definition}).
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¢. Applicants who are seeking employment
or requesting a transfer from another federal
agency, regardless of whether they have a valid
OF-346 issued by that agency.

d. Current employees requesting a
transfer/reassignment from another MSC, regard-

" less of whether or not they currently hold a valid

Postal Service OF-346 (see 242, exception). This
requirement does not apply when the losing MSC

and gaining MSC are serviced by the same
PEDC.

222 Responsibility

Employment office personnel are responsible for
ensuring that abstracts are obtained from the
State Department of Motor Vehicles and re-
viewed before considering the applicant for hire,
or before considering the potential driving em-
ployee for a driving position, and reviewed and
on file before the individual is scheduled for the
Postal  Service initial road test. Driver
instructor/examiners and others who administer
the initial road test must not have this respon-
sibility since knowledge of an individual’s past
driving history may adversely affect the impartial
administration of the initial road test. Administra-
tors of the initial road test may be called upon to
interpret or clarify elements of an abstract when
compared to the Table of Disqualifications, but
they must not be allowed physical access to ab-
stracts before the administration of the initial
road test.

223 How To Obtain Abstracts

Obtain a State driving abstract for all applicants
who are being considered for positions that re-
quire a Form OF-346, U.S. Government Moior
Vehicle Operator’s Identification Card. Use Ac-
count No. 52419, Postal Operations--Fee for Ser-
vice, to record any fees paid by the Postal Service
to obtain the abstracts.
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