Appeals

If you have concerns with the Committee’s ratings for one or more factors, and there is important information that you omitted from your Job Description at the time it was submitted, then you may request a review (appeal) of the relevant factor ratings based on the following criteria: 

· The information must pertain to the position at the time the job description was submitted. If the position changed since you submitted your job description, then you should apply for a re-evaluation. 

· Please indicate the level that you think is correct for the factor that you are appealing

· The information must be significant and relevant to the factor rating(s) you are appealing. 

· The information must be specific and supported by detailed examples and should not be a restatement of previous information.

· If your submission includes a clarification of a previously submitted example for a factor, it should add new and relevant information the Committee did not previously consider. 

The appeal process:

1. The employee completes the appeal form (found online on the Job Evaluation web site).  Please type directly onto the form and then print and sign it.

2. The completed form is given to the immediate supervisor for comments.  Keep a copy for your own records before it is provided to the supervisor.

3. The supervisor will return the form to the staff member for final comment, who then submits it to the Appeal Committee for review.

Please note that appeals may result in no change, increase, or decrease to a factor’s ratings and the subsequent salary grade for the position.  Appeal decisions are final.    

If you have any questions, please talk to your supervisor or email Christine James.
