FEDERAL CLASSFICATION APPEALS PROCESS
A classification appeal is the formal process to be used by an employee to dispute the final grade level decision made by OHCM.  Any employee may file a classification appeal.  Employees are encouraged, but not required, to file all appeals through each lower level to ensure the maximum opportunity for independent review and corrective action, if warranted.   The various levels of appeal, in order, are: the Center OHCM Director, NASA Headquarters (HQ), or the Office of Personnel Management (OPM).

The following things may be appealed:  grade level, occupational series, and sometimes the title of the position. You may seek to have your General Schedule (GS) position changed to the Federal Wage System (FWS) or your FWS position changed to the General Schedule.

Some things may not be appealed: the content or accuracy of an official position description, the accuracy of a classification standard, an agency's proposed classification decision, the classification of positions to which you are not officially assigned, or the classification of positions to which you are detailed or temporarily promoted for a period of less than two years.

Bargaining unit employees are entitled to union representation during the appeals process.

For GS employees:

A GS employee may appeal the classification of their position at any time.   GS employees may appeal using the following sequence of options, or may bypass one level and proceed to the next.  (NOTE:  If you do not follow the appeal options in the order listed you cannot then appeal to the preceding level, i.e., if you appeal directly to OPM you cannot then go back to the Agency or Center).
The following options are available:

1. File an appeal with the Center Director of OHCM; or the Director, Workforce Management and Development Division, NASA Headquarters.  A classification decision made by the Center OHCM Director may be appealed to the Director, Workforce Management and Development Division, or to the appropriate OPM Regional Office, or both sequentially. Also, a classification decision made by the Director, Workforce Management and Development Division may be appealed to the appropriate OPM Regional Office.  For further information review NPR 3511.1 at http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=3511&s=1.

The Agency offices have the option of forwarding the appeal to OPM without issuing a final decision.  In this case the appeal must be forwarded to OPM within 30-calendar days of receipt and the employee must be notified in writing of this intention and the employee’s concurrence must be obtained.  If the employee does not concur, the appeal will be canceled (if an employee is unavailable to respond within the 30 day limit, additional time will be given in order to obtain a response).

2. File an appeal to the Office of Personnel Management (OPM) through the Director, Workforce Management and Development Division, NASA, HQ.  The Agency has to act on the appeal within 60 calendar-days from date of initial receipt, or forward to OPM. 

3. File appeal directly to OPM.  OPM is the final authority for all classification appeals.  Appeals to OPM must be in writing and directed to the regional OPM oversight office.  There are no time limits on when you can submit an appeal.  For further information go to http://www.opm.gov/classapp/index.asp
For Federal Wage System (FWS) Employees (WG employees):

FWS employees must begin the appeal process by filing an appeal with the Center OHCM Director or the Director, Workforce Management and Development Division, NASA Headquarters.  An FWS employee may not file an appeal directly to OPM without first going through the Agency process.  For further information see NPR 3511.1.

If the employee is not satisfied with the NASA decision, he or she may appeal to OPM.  This must be filed within 15-calendar days of the date of receipt of the NASA decision.  For further information go to http://www.opm.gov/classapp/index.asp
Information required when filing a classification appeal:
 A classification appeal must be in writing and signed by the employee.   The appeal must include:

· Employee’s name, mailing address and office telephone number

· The present classification of your position including position description number, title, pay plan, series and grade of the position 

· A copy of the  official position description and either a statement affirming that it is accurate or a detailed explanation of the inaccuracies and an explanation of the efforts made to correct the position description

· The name and location of the organizational unit of the position, including the Agency and office name and address
· The title, pay plan, series, and grade of the classification being sought

· Factual presentation of the reasons why the employee believes the position is not properly classified by referencing the appropriate classification standards
· If applicable, the name, address and telephone number of the employees representative if one has been designated

