BONNEVILLE POWER ADMINISTRATION

HUMAN RESOURCES

Portland, Oregon

PERSONNEL LETTER NO. 300-4 (Revised)
DATE:  December 8, 2003

SUBJECT:  POLICY ON DETAILS

I.
PURPOSE OF ISSUANCE:


To describe BPA’s policy and procedures for detail actions.  This issuance defines the process for assigning hourly and annual employees from their current position to any annual position, hourly job, or a set of unclassified duties, for a temporary period of time to meet business objectives.

II.
PURPOSE OF REVISION:

To update terminology and the procedures for applying for and effecting detail actions of BPA annual and hourly employees.  To add Attachment B, Interest Announcement format. This issuance supercedes PL 300-4, Implementation Procedures for Details, dated December 1, 1997.

III.
REFERENCES

A. 5 U.S.C., Chapter 33, Details, Vacancies, and Appointments

B.
The procedures identified in this plan are in compliance with all of the references listed in BPAM Chapter 400/300, titled “Employment”.
IV.
COVERAGE


This issuance covers all detail actions pertaining to annual positions, and to hourly jobs as negotiated collectively or on a case-by-case basis.  Additionally, this plan covers the use of intra- and inter-agency details (DOE and other Federal organizations).

V.
DEFINITION


Detail:  The temporary assignment of an employee to a different position or set of duties, either classified or unclassified, for a specified period with the employee returning to his/her original position of record, or to a different position of equivalent grade and pay, at the end of the detail.

VI.
 POLICY

A. Details will be used to enhance BPA’s ability to meet its business objectives.


B. 
Details are appropriate when:



1.
Changes in work and/or mission require the immediate assignment of an employee, as documented by the manager on the Personnel Action Request (PAR).



2.
It is necessary to provide training of employees to meet short term or temporary business objectives.

3. Assigning higher-level duties, but not the full scope and responsibilities of the higher-level position.  These non-competitive details are subject to the time limitations described above in VI.B.

4. Effected for the purpose of employee development, in the employee’s official position of record, as a means of providing flexible training assignments, access to career-enhancing experience not otherwise available, and/or under the terms of an Individual Development Plan (IDP).

C. Details shall not be used as a substitute for a permanent action, such as a promotion, reassignment, or appointment.

D. Details may be to either classified or unclassified duties, as described below:

1. 30 days--Details may be undocumented for a total period of up to 30 days in a   12-month consecutive period.  Note:  Employees on undocumented details will continue to charge time to work orders and tasks associated with their official position of record. (Exception--Duty station in a different State requires a PAR).

2. 31 - 120 days--Details may be to an unclassified or classified position; however, documentation (Detail Personnel Action Request (PAR) and a statement of duties or Position Description (PD), as applicable) is required and will be entered in the Human Resources Management Information System (HRmis).  The statement of duties or PD is then forwarded to Personnel Services.  Employees on detail to unclassified positions will charge time to work orders and tasks associated with the detail position.

3. 121 days or longer--Details for a period of 121 days or longer must be to a classified position and documentation (Detail PAR and a PD or Job Code Number) is required.  The PAR will be entered in HRmis and the Position Description forwarded to Personnel Services.  Employees on detail to classified positions will charge time to work orders and tasks associated with the detail position.

E. Non – competitive details--Details to positions that are equivalent to, or at a lower grade than, the employee’s position may be made non-competitively for a period of up to one year, in 120-day increments.  Employees detailed to positions of equal or lower grade are not required to meet the qualification standards for the position to which they are detailed, except for any minimum educational, licensure and certification requirements.  When appropriate, details may be extended for an additional year, in 120-day increments.

F. Competitive details--Details that appear to, or clearly provide employees with promotion potential, must be announced under competitive procedures.  However, management may detail employees into positions (not to exceed 120 days) during the competitive process to ensure that work requirements are met.  Details to higher-graded positions in excess of 120 days must be effected under time-limited promotion regulations.  (See PL 335-3)

G. Managers may use Interest Announcements as a means to generate interest in a       non-competitive detail.  (An interest announcement cannot be used in lieu of a competitive process for higher graded positions and/or when there is the appearance of promotion potential [see VI. E., above]).  When an interest announcement is used, the following procedures must be used:

1. Interested employees complete a brief memorandum of interest, providing a description of their relevant experience and reasons for applying for the detail.

2. A statement signed by the employee’s manager, which acknowledges that the employee has requested permission to be considered for the detail for the specified period of time, and indicated the manager’s willingness to approve the detail should the employee be selected, must accompany the memorandum of interest.

3. The manager holding the announced detail position reviews all applicant memorandums of interest and makes the selection.  Managers may interview all, some, or none of the applicants.  The manager is responsible for notifying all candidates of the outcome of the announcement.

See Attachment B for a sample Interest Announcement.

H. Detail opportunities publicized by an Interest Announcement may not be restricted to a particular group of employees (within a particular Business Line for example), except as addressed in this Section.

.

I. Temporary employees are eligible for details only to positions that are equivalent to, or lower in grade than, their current assigned position.

J. Employees with time-limited appointments are eligible for details within the term of their appointment.

K. A detailed employee continues to be the incumbent of the position from which detailed (e.g., position of record), thus receiving the grade and salary of that position.  

L. All details that involve a duty station change between States will be documented via   remarks on the Detail PAR.  The documentation will be provided to the Payroll Office with the necessary information to determine required deductions.  The position title and official duty station remain that of the position of record.

VII.
RESPONSIBILITIES


A.
Manager, Human Resources, Diversity and EEO (HRDE):  Responsible for ensuring that appropriate staffing policies and procedures are developed and available for Personnel Services staff to use when advising managers when filling positions via details.


B.
Human Resource Specialist (HRS):  Responsible for providing comprehensive advisory services in the areas of classification, compensation, staffing, and recruitment, and in the use of details to meet management’s business needs.


C.
Employees:  Responsible for keeping informed of detail opportunities publicized by an Interest Announcement or other competitive process and submitting appropriate, complete, and timely application forms and required supplemental documentation.  This includes responsibility for notifying their manager in writing of their interest in current and future detail opportunities, and for notifying management on how they may be contacted while away from their work site for extended periods of time (two or more calendar weeks).


D.
Managers:  Responsible for:



1.
Full compliance with merit principles in the selection of employees for details.

2. Ensuring that employees within an area of consideration, that have indicated an interest and who are absent due to extended absence (two or more calendar weeks), such as military duty, injury compensation, extended jury duty, and/or detailed/transferred to public international organizations, receive appropriate consideration for potential details.

E. Gaining Managers:  Responsible for:

1. Preparing the PAR requesting the detail, and documenting the reasons for the detail in the “Tracking Data” section.  Exception:  If the employee is in a different Business Line, the gaining manager will coordinate with the managers of record to insure that a PAR action is processed prior to commencement of the detail.

2. Preparing position descriptions for classified details, and statement of duties for unclassified details for submission to Personnel Services.

3. Reviewing all candidate memorandums, applications and/or supplemental documentation and making a selection, if an Interest Announcement announced the detail opportunity. 

4. Providing technical and administrative supervision to the detailed employees.

5. Preparing and providing Advisory Ratings for detailed employees, on details lasting 120 days or more, to the supervisor/manager of record.

6. Providing the employee with appropriate time and labor accounting codes to reflect his/her new work assignment (work order, task and Activity-Based Management (ABM) codes); authorizing the detailed employee’s time and labor report, and retaining employee’s official time and labor records.

7. Authorizing travel, lodging, and M&IE costs in accordance with established BPA policy.

8. Absorbing the detailed employee’s FTE for the duration of the detail (if documented by a PAR).

F. Losing Managers:  Responsible for (unless otherwise negotiated):

1. Coordinating official performance evaluations for the detailed employee, including information regarding the employee’s performance while on detail, or providing evaluations to the gaining organization.

2. Providing either the original position of record, or a different position of equivalent grade and pay, for the employee upon his/her return from the detail assignment.  (See paragraph V above.)

VIII.
PROCEDURES FOR PROCESSING DETAILS


These procedures are consistent with the Policy described in Part VI above.  They consist of the gaining manager defining the parameters of the detail (either a Statement of Duties or a PD); initiating the detail request by collaborating with the losing manager and obtaining agreement that the identified employee will be released to the gaining manager for the time period of the detail, and submitting the Detail PAR.  The Detail PAR will document the new Department ID, and time will be charged to the appropriate Department, work order and task for the organization.  The position title for the detailed employee will reflect the employee’s position of record, including position number, except when the position is a “Reports to” position.  (See paragraph F below.)

These procedures are described below:

A. Gaining managers, in collaboration with assigned HRS’s, define the detail (Statement of Duties or PD).

1. Non-competitive detail--selection may be from an Interest Announcement or manager request.  The Administrative Staff will initiate actions in HRmis.  PAR tracking data should identify the Interest Announcement where applicable. 

2. Competitive detail--Selection must be from a Vacancy Announcement.  Initial action will be initiated in HRmis by the Personnel Services Employment Center staff upon selection. 


B.
Gaining managers identify potential candidates for the detail and collaborate with potential losing managers to release the employee(s) in a timely manner for the detail (usually no later than 1 pay period after selection.)


C.
Gaining managers initiate detail requests by submitting a PAR, along with a copy of the statement of duties/PD/job code for the detail position, to Personnel Services.  If the employee is in a different Business Line, the gaining manager will coordinate with the losing manager to insure that a PAR action is processed prior to the commencement of the detail.


D.
Gaining managers prepare the End of Detail PAR, if the detail ends prior to established end date.

E. Gaining managers prepare the Extension of Detail PAR, if the detail extends beyond the original detail not-to-exceed (NTE) date.

F. “Reports To” positions--When the detailed employee will fill a “Reports To” position, the position title for the detailed employee will reflect the employee’s position of record, however, the position number used will be the “Reports To” position number for the detail.  Upon termination of the detail, an employee who returns to his/her original position of record will be returned to the previous position number, or a new position number if the previous number is no longer available. 

IX.
CONSIDERATION OF EMPLOYEES ON EXTENDED ABSENCE


BPA employees who are not present in the workforce due to extended absence (two or more calendar weeks), such as extended leave, military duty, injury compensation, extended jury duty, or service with an international organization will receive consideration for any details for which they have indicated an interest in writing.  These employees are responsible for notifying their managers of their interest in current and future detail opportunities, and for notifying management on how they may be contacted while away from their work site.

X.
QUESTIONS


Questions pertaining to these procedures should be referred to the organization’s assigned Human Resources Specialist.

Godfrey C. Beckett

Manager, Human Resources, Diversity and EEO

Attachment

	Position Detailed To:
	1-30 Days
	31-120 Days
	121 Days or More

	
	
	
	

	Duty station in a different State
	PAR required
	PAR & position description (PD) or Statement of Duties required (1)

	PAR & PD required 


	
	
	
	

	Classified Positions
	
	
	

	
	
	
	

	A.
Higher graded positions and positions with more promotion potential.
	No documentation required.
	PAR& Statement of Duties required.
	PAR& Position Description (PD) required.  Competition is required.

	B.
Position is same or lower grade and doesn’t have greater promotion potential.
	
	
	

	
1.
Position is identical to position detailed from.
	No documentation required.
	No documentation required.
	No documentation required.

	
2.
Position is same grade, series, and basic duties as position detailed from.
	No documentation required.
	No documentation required.
	No documentation required.

	
3.
Position is in same series but not same basic duties.
	No documentation required.
	No documentation required.
	PAR& PD required.

	
4.
Position is a detail to a different series.
	No documentation required.
	PAR & PD or Statement of Duties required.
	PAR& PD required.

	
5.
Position is a detail from a non-supervisory to supervisory position (regardless of other duties).
	No documentation required.
	PAR& PD or Statement of Duties required.
	PAR& PD required.

	
	
	
	


	Position Detailed To:
	1-30 Days
	31-120 Days
	121 Days or More

	
	
	
	

	Unclassified Positions
	
	
	

	
	
	
	

	C.
Detail is to different series.
	No documentation required.
	PAR& Statement of Duties required.1
	N/A

	D.
Is from a non-supervisory to a supervisory position (regardless of other duties).
	No documentation required.
	PAR& Statement of Duties required.
	N/A

	E.
Detail is not C or D above.
	No documentation required.
	PAR& Statement of Duties required.
	N/A

	F.  Duty station in a different State
	PAR required. No other documentation required. 
	PAR and Statement of Duties required.
	N/A


BONNEVILLE POWER ADMINISTRATION
DETAIL OPPORTUNITY 

INTEREST ANNOUNCEMENT - (internal number)

Title

Full-time, part-time (# of hours), and expected duration (not-to-exceed date)

OPENS:
CLOSES: 

POSITION LOCATION: Organization, routing, city, and state
WHO MAY APPLY: Bonneville Power Administration employees currently at (grade level(s) and/or equivalent hourly job) are encouraged to apply.

NOTES:  Selection from this interest announcement is subject to the requirements of applicable employment practices.  There is no promotion associated with this interest announcement (i.e., employee will retain their current rate of pay).

· When an individual(s) is selected to perform duties equivalent to, or at a lower grade level than, his/her position, then the detail may be made for a period up to one year, in 120-day increments.  When appropriate, details may be extended for an additional year, in 120-day increments.
· When an individual (s) is selected to perform duties at a higher-grade level, or to a position with known promotion potential, he/she is prohibited from serving in a      higher-graded position for more than 120-days in a 52-week period.  (Note:  All        time-limited promotions and details, as well as actions that combine time-limited promotions and details that exceed the 120-day time limitation, must be accomplished competitively using a merit promotion vacancy announcement.) 

· The employee will be returned to his/her permanent position of record (i.e., position prior to detail) upon completion of the detail opportunity.

(Also include any additional information, such as travel required, expectation of which organization carries FTE and salary for the detail, number of position/jobs to be filled, etc.)

GENERAL INFORMATION:  The individual selected will report to (title of performance manager).
(List function of the organization in which the position/job is located.  May be found at beginning of most Position Descriptions/Job Standards.)

DUTIES:

SPECIAL SKILLS AND ABILITIES:  (Optional, however, it is strongly recommended that this section be used to highlight the knowledge, skills, abilities, and competencies that are either needed to be successful in accomplishing the duties of the detail OR which will be developed over the course of the detail)

HOW TO APPLY:  Complete a brief memorandum of interest giving a description of your relevant experience and reasons for applying for this detail.  Submit your memorandum, along with the completed supervisory acknowledgment statement below, by close of business on (closing date) to: (internal contact person’s name and routing). 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
SUPERVISOR’S ACKNOWLEDGEMENT

INTEREST ANNOUNCEMENT (internal number)
I acknowledge that _____________________________________ has requested consideration for this position.  I understand this temporary assignment is a detail (not to exceed or duration, part-time or full-time).

I am willing to consider approving the detail and understand the salary, travel, lodging, M&IE costs and/or FTE for the duration of the detail will be funded by (indicate which organization will carry the FTE or fund the salary, or if either of these are negotiable).
Supervisor’s Signature _________________________________ Date:  __________________

Supervisor’s Title: _____________________________________ Routing: ________________

� Can be filled by non-competitive action (interest announcement or manager request) or competitive action (vacancy announcement)


� Competitive merit promotion action (vacancy announcement) required


 Can be filled by non-competitive action (interest announcement or manager request) or competitive merit promotion action (vacancy announcement)
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