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c.’ In an original and one copy. The original shall be forwarded

)

through the reporting elements bureau head to the Administra-
tive Services Officer no later than Tuesday of the week fol-
lowing the reporting period. The copy shall be retained at the
originating element for six months, then destroyed.

4. Civilian details in excess of 30 days must be reported on a Standard
Form 52 (Request for Personnel Action) and maintained as a permanent part of the
member’s official personnel folder.

PART II
A. Supervisory Personnel.
Supervisors of civilian members shall be responsible for:
1. Reporting all civilian details in excess of 30 days on a Standard Form

52 (Request for Personnel Action) which shall be forwarded to the Personnel Liaison
Officer for inclusion as a permanent record in the affected member’s official personnel

= folder. However, details need not be reported for a member who is being assigned to

perform duties in a position which is the same grade and series and includes the basic
duties as the one regularly assigned. There is no requirement to record details of less
than 30 days.

. 2. Reporting the following information:

a. The name and official title, series, and grade of the member
with the proper position and bureau numbers of their official
position.

b. A copy of the official position description to which the member

is being detailed.
c. The inclusive dates of the detail.
3. Submitting a request, with justification, to the Personnel Liaison
Officer, through their bureau head, when it is necessary to establish a detail for a period

exceeding 120 days.

4. Controlling the work assignments of members under their supervision.

a. In no case should a supervisor assign a member to the duties of -~ ¢

a higher level position in excess of 30 days.
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b. When a detail of more than 30 days is considered necessary to

meet emergency work load situations or other conditions, the
supervisor shall initiate and forward a Standard Form 52 to the
Personnel Liaison Officer.

5. Ensuring termination of a detail upon the expiration date.

6. Submitting a current listing, no later than the last business day in
September, December, March and June of each year, of all details which have been or
will be extended beyond 120 days to the Personnel Liaison Officer. This report shall
contain the below listed information:

a. The name of the member.

b. The members current official position title, series, grade and
bureau number.

c. The position title, series, grade and bureau number to which
the member is currently detailed.

d. The effective date that the member was detailed.
e. The anticipated termination date of the detail.
f. A notation that the approval of the D.C. Office of Personnel has

been obtained to extend members detailed beyond 120 days.
g. Negative reports are required when appropriate.

NOTE: Supervisors should consider other alternatives
when requesting details beyond 120 days and are
encouraged to contact the Personnel Liaison
Officer for guidance before making any work
assignments which might be considered as, or
have the potential of becoming, extended or illegal
details.

B. Personnel Liaison Ofﬁcér MPD Office of Personnel.

The Personnel Liaison Officer shall have the responsibility for carrying out
the following requirements:

1. Receiving, taking appropriate action in, and responding in writing to,
all claims by members with reference to retroactive temporary promotions.
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2. Receiving and placing Standard Form 52’s (Request for Personnel
Action) into each member’s personnel folder when detailed.

3. ~ Receiving and acting on all requests from supervisors with reference
to the extension of civilian details beyond 120 days.

4. Promptly investigating member complaints involving work assign-
ments or other conditions to ensure that a violation of the requirements of this order has
not occurred.

5. Bringing violations to the attention of supervisory and command
personnel in order that immediate corrective measures may be taken.

C. Commanders/Directors.

1. Commanders/Directors who have members who are detailed away
from or to their unit shall be responsible for:

a. Ensuring that a PD Form 305-B is submitted on or before .the

5) ’ - fifth day of each month;
b. Ensuring that a PD Form 305-C is submitted on or before the

Tuesday following each pay period; and

c. Providing recommendations as to whether a member, detailed
to or from their unit, shall remain in their detail status or be
returned to their assigned position.

2. It shall be the responsibility of Commanders/Directors to ensure that
the personnel under their direction comply with the provisions of this order.
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Chief of Police
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