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Special Duty/Interim Assignments 
A supervisor may request an employee be temporarily assigned to another position or classification to fulfill a short-term need in the department. Special assignments may be requested while a search is being conducted, while a regular employee is on a leave of absence or for an unexpected need that arises in the department. The special assignment is subject to the review and concurrence of Human Resources (see NAU Personnel Policy 1.07 Special Duty/Interim Assignment).

The request and approval process should be completed before announcing the change to the affected employee and prior to beginning special assignment duties.


 The supervisor should consider the following conditions and guidelines before initiating the process:
Special duty/interim assignments:
· Must last a minimum of 30 days, but no longer than one year. This process is intended to fill a temporary need and should not be used to permanently fill a vacancy or as a salary increase mechanism.
· Are intended to compensate an employee for performing duties that are significantly outside the normal scope of their position or classification, not additional work that is within the scope of their current position or classification. 

· Can only be requested for regular employees. Probationary, temporary, student and graduate assistant employees cannot be placed on a special duty/interim assignment.
· Do not, in any way, guarantee the special assignment classification and/or pay rate to the employee on a regular basis.

· Do not confer any explicit preference to the employee in competing for the position, if and when a regular opening occurs.

· Do not require the employee to serve a probationary period, but s/he may be returned to her/his regular assignment at any time. 
· Require the employee to be in good standing with the University, have at least proficient or performance evaluations and not be involved in any disciplinary process. Disciplinary actions taken after the assignment begins will result in the assignment ending immediately.
· May require the employee to complete a background and/or fingerprint check as per NAU Personnel Policy 1.085. If required, the employee cannot begin in the position unless the background check as been completed and approved by HR. 
· Do not allow a classified staff employee who is specially assigned to a service professional position to receive service professional benefit options.
Guidelines for Determining the Rate of Pay 
· The rate of pay should be within the appropriate range for the proposed classification. Your HR Generalist can assist you in determining an appropriate classification and/or rate of pay.

· When a special duty/interim assignment ends, the regular employee automatically returns to her/his former job title, pay grade and salary rate.  

· Upon end of assignment, the employee will receive any salary increases (merit increases, general adjustments, etc.) for which s/he became eligible for while on special duty/interim assignment.  These increases, if applicable, will be based on the previous salary.

Special Duty/Interim Assignment Process

1. Complete the Special Duty/Interim Assignment Request form and create a working job description for proposed title.  
2. Email request and job description to your HR Generalist for review including adherence to policy and recommendation of appropriate title and salary. 

3. Once review is complete, the requestor will be notified by HR. Your HR Generalist will return the adjusted request form to be attached to the ePAR which will then be routed for approvals.

4. Then supervisor should complete Special Assignment Notification Form for employee to sign and review working job description with employee. Return the original form to HR for the employee’s file (or attach a scanned copy to the ePAR). 
Please contact your HR Generalist if you have any questions.

Special Duty/Interim Assignment Request Form
A supervisor may appoint a qualified regular employee in good standing (excluding probationary or temporary employees) temporarily to another position or classification. The temporary assignment is subject to the review and concurrence by the Human Resources Department (see NAU Personnel Policy 1.07 Special Duty/Interim Assignment). 
Special duty/interim assignments are intended to compensate an employee for work that is outside the normal scope of their job, not additional work that is within the scope of their current job.  By signing below, the supervisor confirms that the employee meets the minimum qualifications for the position. 
Process should be completed prior to beginning special duty/interim assignment duties.

Please contact your HR Generalist if you have any questions.

	Department:      

	Supervisor:      
	Phone:       


	Employee Name:      
	Employee ID:      

	Current Title:      
	Current Salary: $     


	Proposed Title:                                                                  
	Proposed Salary:  $     

	Is proposed position Safety/Security Sensitive?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Employee may be required to complete a background and/or fingerprint check as per NAU Personnel Policy 1.085

	Proposed Effective Dates (not to exceed one year)
	Begin date:      
	End date:      


Please explain what departmental need has prompted this request and how this temporary special duty/interim assignment will address the issue.      
Please explain why the effective dates were chosen.      
If this request is intended to temporarily fill a vacancy, when do you anticipate posting the recruitment to fill permanently?      
Please describe how this employee meets the minimum requirements for the special assignment position.      
Are there others in the department who meet minimum qualifications for this position?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 


If yes, how did you choose this employee for the special assignment?      
To be forwarded to HR with this completed request: Working job description  FORMCHECKBOX 
 OR Position Description Questionnaire  FORMCHECKBOX 

	HR Evaluation and Recommendation

	Is the classification/title recommended appropriate?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
Explain  
     


	

	Is the salary recommended appropriate?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
Explain. Include any relevant market data.  
     



	

	Is the length of the special duty assignment appropriate?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Explain 
     


	

	Does the assignment appear to be temporary?    FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Explain   
     


	

	Recommendation:

	 FORMCHECKBOX 
 Yes

	Recommended Title:        
	Job Code:       

	Recommended Salary:  $     

	Recommended Effective Dates:                  
	to       

	Other recommendations, if applicable:       

	 FORMCHECKBOX 
 No 

	

	Does employee require the following:

	 FORMCHECKBOX 
 Background check

	 FORMCHECKBOX 
 Fingerprint check

	 FORMCHECKBOX 
 Neither

	 FORMCHECKBOX 
 Position is not SSS

	 FORMCHECKBOX 
 Previously completed 
	     
	

	

	Is the employee in good standing?

	 FORMCHECKBOX 
 Proficient or better performance rating on last appraisal

	 FORMCHECKBOX 
 Not currently involved in any disciplinary process

	

	HR Reviewer:       
	Date:       
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