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A9. 310 TEMPCRARY ASSI GNMENTS FOR A M L SERVI CE EMPLOYEES

1. Purpose. To pronul gate procedures governing tenporary
assignnents of civil service enployees in accordance wth
Title 14, Admnistrative Rules, Departnent of Personnel
Services Section 6-4 and col | ective bargai ni ng agreenents.

2. Applicability/Responsibility. These guidelines and
procedures apply to all University civil service enpl oyees
covered by coll ective bargai ning agreenents and to al
excl uded enpl oyees who nay be entitled to tenporary
assignnent pay by Title 14, Admnistrative Rul es, Depart nent
of Personnel Services Section 6-4 and Executive O der
Supervi sors are responsi ble for conpl eting the necessary
fornms for tenporary assignnents and submtting such forns to
the University Personnel Ofice, Qvil Service Section.

3. Qui del i nes.

a. A tenporary assignnent is the assignment by a conpetent
authority and the assunption of the significant duties
and responsi bilities of another position (generally at
a higher level) without a formal change in position
assi gnnent s.

b. Reference is to be made to the individual bargaining
agreenents and/or Title 14, Admnistrative Rul es,
Department of Personnel Services and Adm nistrative
Procedure A9.090 as applicable for conditions, methods
of selection, tinme [imtations and determ nati on of
conpensation for tenporary assignnments.

C. Tenporary Assignments nay al so be nade to exenpt
posi tions; however, such assignnents shoul d be checked
with the University Personnel Ofice. The follow ng
gui des are applicabl e.

1. Tenporary assignnments of civil service enpl oyees
to BOR positions are not prohibited. However, a
tenporary assi gnment takes place only when a
person assunes the "significant duties and
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responsibilities of another position".

2. I f the enpl oyee does not assune the "significant
duties and responsibilities" of the BOR position
but is required to assune additional higher |evel
duties, a tenporary reallocation may be
appl i cabl e.

Procedures for Effectuating Tenporary Assignment.

a.

Conpl ete and submt one copy of notification of
Tenporary Assignment, UH Form54 (PERS) to the

Uni versity Personnel Ofice, AQvil Service Section at
the end of the tenporary assignentn or submt two
wor ki ng days before the |ast day of each nonth if
tenporary assi gnment conti nues for several nonths.

Exceptions to 4.a. above are Facilities Managenent,
Canpus Security and Col |l ege of Tropical Agriculture and
Human Resources - H TAHR - Branch Stations and Ani nal
Sci ence shall submt conpleted SF-10's.

If overtine is earned during the period of tenporary
assignnent, the tine sheet (D 55) nust be submtted
together with UH Form 54 (PERS) or SF-10 to the

Uni versity Personnel Ofice, Gvil Service Section.

Avail ability of Fornms. Using agencies shoul d reproduce the
UH Form 54 as required.
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Items 1 through 8:

Jtem 9:

Item 10:

Self explanatory

Indicate the actual dates of Temporary Assignment
i. e,, March 1, 2, 23

6, 7
March 1 - 5
6 - 10
13 - 17

(single days)

(week or nore)

March 1 - 31, 1978 (one full month)

vacant

Regular incumbent on
Regular incumbent on
Regular incumbent on
Regular incumbent on
Other - explain

sick leave with pay

vacation leave with pay

temporary assignment to another position
-leave without pay
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