HQS HUMAN RESOURCES MANAGEMENT DIVISION

STANDARD OPERATING PROCEDURE
Activity:  Temporary Assignment Group (TAG)

Responsible Branch:  Special Programs and Policy Branch

Purpose:  Establishes policy and procedures for providing NASA Headquarters offices with interim secretarial/clerical support when vacancies occur, during the absence of the permanent support staff, and for emergency help during short-term peak workload periods or special projects.

Effective Date:  April 1, 1999

Authority:  5 CFR, Part 316, Subpart D

Applicability:  NASA Headquarters Offices (except the Office of Inspector General)

INTRODUCTION:

The TAG program provides temporary secretarial/clerical office support to Headquarters offices when the need arises and all other methods of obtaining clerical help have been exhausted (cross-code interim assignments, loans from other codes, details, etc.)  TAG support may be used while the code recruits for a permanent secretary, during brief absences of secretaries for medical reasons or other emergencies, and for short-term projects.  Employees in the TAG are Secretaries in grades GS-318-4 through GS-318-7.

DELEGATION OF AUTHORITY:
TAG employees are an extension of the organizational staff and resources of the Director, Headquarters Human Resources Management Division.  Therefore, the authority for approving their time and attendance, work assignments, tours of duty, training, discipline and recognition remains with that office, and is delegated to the Chief, Special Programs and Policy Branch.  Supervisors to whom TAG employees are assigned must seek guidance and concurrence from the Chief, Special Programs and Policy Branch before initiating or modifying work-related conditions or assignments of TAG employees.

EXCEPTIONS:

Offices with secretarial and/or clerical support above their authorized go-to ceiling are given lowest priority for participation in the TAG Program.  Exceptions to this policy may be made on a case-by-case basis by the Chief, Special Programs and Policy Branch, Code CP.

FAIR AND EQUAL TREATMENT:
TAG employees, although on temporary appointments, are Federal employees and are entitled to the same protection from harassment or discrimination of any kind, as are our permanent staffs.  Questions or concerns regarding these issues must be brought immediately to the attention of the Chief, Special Programs and Policy Branch, Code CP, or alternatively, to the Director, Equal Opportunity and Diversity Management Division, Code CE.

ASSIGNMENT OF TAGS:

TAG services will be provided on a rotational basis to an office for no longer than 60 days for each TAG.  

Due to the rotational nature of the assignments, requests for TAGs by name cannot be honored.  In addition, it may be necessary to reassign a TAG, before expiration of the 60-day period, from a current code assignment to one with greater need and priority.  Upon receipt of a high priority request, the Special Programs and Policy Branch will evaluate TAG assignments and work priorities throughout Headquarters and decide to reassign a TAG employee from one code to another, with appropriate notice to the losing code.  Replacement of a TAG for the losing code may be considered on the basis of the remaining critical mission need.

Assignment of TAGs will be made in the following order of priority:

1. A bona fide go-to secretarial vacancy will be announced and the code is:

a. under ceiling, OR

b. at ceiling, OR

c. above ceiling 

2. A critical secretary is temporarily absent and cannot be replaced or covered from within the code, and the code is:

a. under ceiling, OR

b. at ceiling, OR

c. above ceiling.

3. Clerical help is required for a special project of short-term duration or during a peak workload assignment, normally 30 days with a possible extension of 30 additional days, and there is no available secretary or administrative employee to provide such support.

TAGs will not be utilized for work where there is sufficient staff available to perform the work.   TAGs are not intended to fill permanent, continuing needs.

REQUESTING A TAG:

Offices must submit their request for a TAG in writing and provide the following information:

1. Nature of need for interim secretarial/clerical support:

a. Date of vacancy in go-to secretarial position and date of recruit action; or, 

b. Dates of anticipated absence of a permanent secretary, the reason for the medical or emergency leave, and the expected date of return; or, 

c. Description of a special project and its expected duration that cannot be covered or accomplished by current staff.  

2. Describe attempts to secure temporary secretarial support through cross-code assignments, details, loans, etc., and why current staff cannot provide support.

Either a supervisor or the Code’s administrative contact must request TAG support; requests from the Code’s secretarial/clerical staff will not be honored.  The requesting office must provide the following in writing:

1. The specific assignments the TAG must perform and any skills required (office administration, computer software skills, bookkeeping, etc.);

2. The start and end dates that the TAG support will be needed;

3. Name of official supervisor to whom the TAG will report;

4. Work location (workstation address and phone number);

5. Preferred work schedule (starting and finishing hours).

Notice should be provided immediately to the Special Programs and Policy Branch if there is a need for improvement in work product, attendance, or behavior.

WORK SCHEDULE:

TAG employees are assigned the basic Headquarters work tour from 8:00 a.m. to 4:30 p.m., with a 30 minute non-paid lunch period at the mid-point of their 8-hour workday.  Adjustments to this work schedule may be authorized by the Chief, Special Programs and Policy Branch, to align the TAG support to the tour requested by the code.  The Chief may also permit TAG employees to convert to different work tours if they are eligible, and the nature of assignments permit it, but such tours may be changed back if a new assignment requires it.  

CONDUCT, PERFORMANCE, ATTENDANCE:
TAG employees must comply with the same standards for performance, conduct, and attendance, as do our permanent staffs.  Prior to reporting to an assignment, each TAG employee shall be provided an orientation and training regarding expectations for personal conduct, timeliness, and work performance in the corporate Headquarters environment by staff of the Human Resources Management Division.  Division staff will also counsel TAG employees about improving their conduct, performance and attendance, as necessary.  If, after sufficient guidance and opportunity to improve, a TAG employee’s performance, behavior or attendance remains unacceptable, termination may be effected through due process.  Any concerns about a TAG employee’s behavior, timeliness or work product must be brought immediately to the attention of the Chief, Special Programs and Policy Branch, Code CP.
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