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SECTION 303  TREATMENT OF SPECIAL POSITIONS

1.  Purpose.  To provide guidance concerning various special positions.

2.  Discussion
    a.  Interim Positions.  Interim positions are temporary positions established as identical to other positions under specific circumstances.  The establishment of such positions is requested by the activity for all positions meeting the criteria below.  Interim positions are requested by a SF 52, which identifies the position number and classification of the basic position, the specific reason for the establishment of the basic interim, and the expected dated of expiration.  A new PD/JD number will be assigned the interim position.                                                                   

    b.  The cognizant HRO Personnel Advisor will determine if the position meets the criteria for establishment.  If all requirements are met, the Advisor will allocate the position and attach a copy of the SF 52 to the basic position description.  At the time of expiration of the interim position, the activity must request a position change of the interim incumbent to the basic position description or a former position, unless the interim incumbent is terminated.  All requests for position change and/or extensions of interim position must be reviewed by the cognizant Advisor for compliance to applicable regulations.  Activities are responsible for requesting the establishment of interim positions for “lead-time” recruitment actions that result in the overlap of the selected candidate with the outgoing employee for any period of time.  Activities will also request an interim position when it is necessary to place more than one employee on a position which is not suitable for the establishment of an identical additional position as defined in the glossary.  Such interim’s will be established when the placement of the two employees is concurrent for any period of time.  The request will be made by SF 52 as specified above.  Interim positions may be established to provide for:

        (1) Replacement of an employee who is, or is about to be on extended leave (usually over 30 days).

        (2) Indoctrination of a replacement (up to 90 days) for an employee about to vacate a position.

        (3) Replacement of an employee who is, or is about to be, officially detailed to another position.  (The interim expires 30 days after the termination of detail and the activity must request a position change of the interim incumbent back to his/her former position by a SF 52.

    c.  Developmental/Trainee/Upward Mobility Positions.  Such positions are established to provide qualifications through formal training and/or on-the-job experience for performance in a target position or to enhance performance in an employee’s present position.  All such positions require a full PD/JD at the target level.  Complete PD/JDs for those levels below the full performance level in established ladders are not required.  Completed OF-8 cover sheets will be attached to the full performance level position description describing the differences between the grade levels (Statement of Difference).  Developments/Trainee/Upward Mobility positions will be identified on the PD/JD cover sheet under the “Remarks” section as to the target PD/JD number and the projected progression through intermediate training levels as appropriate.

    d.  Projected Positions.  Such positions occur when anticipated duties and responsibilities, not yet being performed, are combined to create a new position description.  If the position must be classified before the anticipated duties and responsibilities become operational and the assignment can reasonably be expected to be operational within 6 months, the position may be classified as if the anticipated assignments are already being performed.

    e.  Details To Unclassified/Unallocated Positions.  Details to unclassified duties may be made in increments of 120 days, normally, for up to one year.  If the detail will last longer than 31 days, management officials are required to prepare a brief task list of the duties to be performed during the detail.  The task list will be evaluated and given a presumptive classification by the cognizant Personnel Advisor.  This determination is not in any way a final classification of the duties and will not be used for pay purposes.  Nevertheless, in order for the presumptive classification to be made, the task list, though brief and in HRO format, must contain the following basic elements:

        (1) Principal duties and responsibilities;

        (2) Supervisory relationships (i.e., under what/whose supervision will the work be performed);

        (3) Supervisory responsibilities, if any;

        (4) Paramount knowledge required; and,

        (5) Special qualification requirements, if any (e.g., qualified typist).

NOTE:  When proposing to detail an employee covered by a collective bargaining agreement to unallocated duties, management officials should carefully examine the nature of the duties, since some of the union agreements require a temporary promotion (vice a detail) whenever directing an employee to perform higher graded duties.
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