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SECTION 206  DETAILS

1.  Purpose.  To establish procedures and controls for personnel details in accordance with FPM and Civilian Personnel Instruction (CPI) 300.8-A.

2.  Definition.   A detail is defined as the temporary assignment of an employee to a different position or set of duties for a specified period of time with the clear understanding that the employee is not officially reassigned, but continues to occupy the position of record and shall return to that position upon completion of the detail.  “Acting” assignments designated by any method are details for the purposes of this section.  Employees do not have to be qualified for the position to which detailed.

3.  Policy.  It is the policy of the commands to utilize the detail procedure only to meet temporary needs for services that cannot be obtained by other desirable or practicable means.  The use of the detail procedure shall be kept to a minimum.  Circumstances under which details are justified are the following:

     a.  Emergency conditions occasioned by abnormal workload or as a result of changes in mission or organization.

     b.  Absence of an employee on extended leave.

     c.  Pending establishment of a new position.

     d.  Pending recruitment and pending official assignment.

     e.  For training purposes.

     f.  Pending security clearance.

4.  General Provisions.  

     a.  Details of 31 days or more of a competitive service employee to a higher graded position must be recorded to assure that employee receives appropriate credit for performing higher graded duties.  This documentation will be via SF-52, filed in 

the Official Personnel Folder (OPF).  No documentation is required for other types of details that are for 120 days or less.

     b.  Details of employees in excess of 120 days regardless of grade to a different line of work will be documented via SF-52.

5.  Permissible Actions
     a.  An employee who has served three months or more under a non-temporary competitive appointment may be detailed for a period not to exceed 120 days to a different line of work at the same, lower grade/wage level, or to unclassified duties and may be extended in increments of 120 days for up to one year with prior approval of the activity head.  Non-competitive details to a higher level position or to a position at the same level with known promotion potential will initially not exceed 120 days and may be extended competitively up to one year with prior approval of the activity head or designee.

     b.  With the exception of newly hired employees who suffer on-the-job injury and are detailed to light duty, an employee who has not completed the three month time after competitive appointment requirement may only be given an emergency detail of 30 calendar days or less.

     c.  A detail to a position with the same title, series, grade, and basic duties (and no higher potential) as the regular position may be made without time limitations and without any documentation.  Since details of this nature do not present qualification, classification, or pay problems, a temporary or permanent reassignment should be considered.

     d.  Temporary employees may be detailed to another position in the activity if the position meets the criteria for temporary employment.  Details of temporary employees are subject to the same time limits and documentation requirements as details of permanent employees.

     e.  Details to an organizational unit undergoing a commercial activity study may be extended by the activity, in 120-days increments, up to a maximum of two years.  Included are

details to unclassified duties and to same, lower or higher grade positions (competitive procedures must be used).

6.  Restrictions 

     a.  No details will be made to evade the principle of recruitment through open competitive examinations, the merit promotion plan, or to circumvent position classification requirements.

     b.  When a detail rather than a temporary promotion is used to assign an employee temporarily to a higher graded position or to a position with known promotional potential, competitive procedures must be used if the detail will last longer than 120 days and may not exceed one year unless prior OPM approval has been obtained.

     c.  Details beyond one year may be approved under extenuating circumstances.

     d.  Excepted service employees in other than GS/GM positions may be detailed in increments of 120 days with prior approval of the head of the activity.

     e.  An employee who is serving under an excepted appointment may not be detailed to a position in the competitive service without prior approval of OPM.

     f.  Critical elements and performance standards must be established within 30 calendar days after the beginning date of a detail or temporary promotion that extends for the period of 120 days or more.

7.  Classification Requirements.  A detail must be predicated on a bona fide intent to return the employee to the position from which she/he is detailed.  Otherwise, prompt action is required to have the new assignment classified, if not already done, and to change employee’s classification to correspond to that of the work to which she/he has been assigned.  However, should the position be classified to a higher level than the one officially held by the employee, the filling of the position may be subject to merit promotion plan procedures.  For details to unclassified duties in excess of 30 days, management officials are required to prepare a brief task list of the duties to be performed 

during the detail.  Refer to Section 303 of this instruction for additional information.

8.  Procedures.  Request for Personnel Action (SF-52) will be used to report details (refer to Handbook for Preparing SF-52).  SF-52 will be initiated by the employing office normally 7 days prior to the day on which the detail begins or as soon as it becomes known that the detail will be extended.  An original SF-52 will be forwarded through normal channels to the HRO CNR for review.  Upon completion of the review, the original SF-52 will be forwarded to the employee, and a copy will be filed in the Official Personnel Folder.  If the detail is to an unclassified position, a task list is to be submitted with the SF-52 (see Section 303).  If the detail is to an established position, this will be indicated and the position identified by number, title, series, and grade.

9.  Responsibilities
     a.  Department Heads are responsible for work assignments within their offices, prevention of misassignments, and keeping details within the shortest practicable time limits.

     b.  Supervisors
         (1) Responsible for initiating a request for a detail subject to approval by supervisory channels.

         (2) Request for extensions of details beyond 120 days shall be initiated no later than one month prior to the expiration date of the original detail.  Requests for extension of details shall be initiated by the activity on a SF-52 and it must also document any preceding detail, if not previously submitted via SF-52, to ensure time limits are not exceeded.

         (3) Prepare a brief task list or paragraph describing the duties associated with the detail, when detailing an employee to unclassified duties in excess of 30 days, and attach it to the SF-52.  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.


(4) Details must be terminated as soon as the need no longer exists, and in no case later than the expiration of the approved period.  The employee will return to his/her official assignment at the end of the detail.  All documented details that are terminated prior to the original specified expiration date require submission of a “Termination of Detail” SF-52 unless a personnel action permanently placing the employee in the position to which detailed, or any other position, is effective prior to the scheduled expiration date of the detail.  The SF-52 should reach the HRO CNR sufficiently in advance of the termination date to allow for processing and issuance of notification to the employee on or before the effective date.  The same distribution will be made of the “Termination of Detail” SF-52 as the original detail SF-52.

     c.  HRO CNR is responsible for:

         (1) Reviewing and taking appropriate action on requests for personnel details.

         (2) Ensuring all documentation and regulatory requirements are met.

         (3) Furnishing advice to operating personnel concerning detail procedures.

         (4) When circumstances warrant, obtaining prior approval from OPM.

POSITION DESCRIPTION FOR DETAIL ASSIGNMENT

(Complete blocks 1-9 and attach to any SF-52 requesting Detail assignment to unclassified duties.)

(1) Employee Being Detailed;

    Last, First Name, MI:

Title:

Series/Grade:


(2)  Beginning Date:

(3)  Ending Date:



(4)  Name and Location of Organization:



(5)  Briefly describe the Principal Duties and Responsibilities:

     (Use reverse if more space is needed)



(6)  Identify under what and whose supervision the work will be performed:



(7)  Will the work involve supervising others?      NO         YES          % of Time: ____

     (If YES, list those supervised by Title, Series and Grade:

     Briefly describe the supervisory responsibilities:



(8)  Identify the paramount knowledge(s) required to do the work:



(9)  Identify ANY SPECIAL QUALIFICATIONS required to do the work (e.g., qualified typist; CDL or other license; confined space qualified, etc.)



Presumptive Classification:
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