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I.
PURPOSE

To provide a method to fill a short-term employment need and to adequately compensate an employee who is assigned to work in a different capacity than that for which the employee is normally compensated.

II.
SCOPE

This policy applies to all employees, with the exception of the Fire Chief.

III.
POLICY

In order to meet a non-regular employment need, an employee may be appointed to a position outside of their normal job responsibilities.

IV.
DEFINITIONS

Acting Assignment occurs when a position is vacant and coverage is provided by an employee from a lower rank. An Acting Assignment shall be made from an existing eligibility list and is typically worked on a shift by shift basis. Reference Executive Directive, 207 Lead Assignment.


Temporary Assignment places an employee temporarily in a position outside their normal job responsibilities. The length of the assignment may be adjusted according to operational needs. Reference Executive Directive, 206 Temporary Assignment.

Lead Assignment places an employee in a position to supervise personnel or manage a specific program.  Reference Executive Directive, 207 Lead Assignment.

Detail Assignment is a functional assignment, which requires a change in an employees work schedule from a 56 hour work to a 40 hour work week to accomplish a specific project when promotion or permanent job change is not appropriate. Reference Executive Directive 208 Detail Assignment.

V.
GUIDELINES

A.
In the event of a short-term employment need, the Fire Chief may assign a Special Appointment. Such an action cannot result in a potential negative budgetary impact without the approval of the Board. In the case of a vacancy in the Fire Chief’s position, the Board shall make the appointment.

B.
Acting or Temporary Assignments shall be made from an existing eligibility list.  If such a list is unavailable, the assignment shall be made from other qualified individuals from a different rank, as determined by the Fire Chief.
C.
Unless otherwise designated, any employee serving a Special Appointment shall have all the authority and responsibilities for the assumed position.

D.
An employee serving a Special Appointment will be compensated according to guideline set forth in the related Executive Directive identified in the definitions of this policy. Any incentive pay or benefits normally received by the employee shall not be affected by the Special Appointment.

E.
The length of the Special Appointment shall be specified at the time of the assignment and shall not be for more than six months, unless renewed by the Fire Chief.  The length of the assignment may be adjusted according to operating needs.  The Fire Chief shall advise the Board of such extension.
G.
Upon completion of the designated time of a Special Appointment, the next course of action shall result in one of the following; the individual shall:

1.
Be returned to the previous position and salary; or
2.
Have the special appointment extended for another specified time period; or
3.
Be promoted to the position in which they have been performing, via the promotional process.   In such event, the time of service shall not be applied to the required promotional probationary period or seniority within the rank.
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