	I.  Policy 
	Effective and equitable dispute resolution procedures at the embassy and headquarters levels are essential features of the CAJE Position Evaluation System. Managers, supervisors, and employees, have the right to appeal final position evaluation decisions affecting their positions. All CAJE position evaluation appeals must be made in accordance with these dispute resolution procedures, and any other guidance which may be issued by the Department of State’s Office of Overseas Employment (HR/OE). 


	II. Informal Appeals Process 
	Post Human Resources Officers should make every effort to resolve disputes directly and informally with supervisors and employees. 

Following the CAJE evaluation of a position, supervisors and employees have 10 calendar days to review the proposed CAJE Job Report and complete and return the CAJE JOB REPORT REVIEW FORM to the HRO. Since we want the supervisor and employee to focus on duties and requirements of the position, the summary sheet showing the grade of the position should not be included in the job report. If the supervisor or employee believes that the CAJE Job Report is inaccurate or contains any discrepancies, they must document their concerns in accordance with the instructions on the REVIEW form. HROs will consider comments made by the supervisor, conduct any needed additional fact-finding, and re-evaluate the position if the additional information supports such action. Following this informal dispute process, the HRO validates the position’s grade and finalizes the CAJE process. 
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	Informal Appeals Process 
Con’t 
	Supervisors or job holders also have the right to file a formal appeal with the Disputes Resolution Panel in Washington (see Part III) within thirty (30) calendar days of the date the HR office notifies them in writing of a position’s final CAJE Job Report and position evaluation. At their discretion, Embassy HROs may extend this deadline up to a maximum of sixty (60) calendar days from the date of the HRO’s written notification. Appeals must be made in writing and provide the basis for disputing the final CAJE Job Report and evaluation. 

Appeals cannot be based on the job holder’s performance; time in grade; volume of work; education; experience and/or other qualifications not required by the assigned work; or other employee-related characteristics. Appeals cannot be based on the accuracy or methodology of the CAJE software. Appeals cannot reference duties and responsibilities not included in the position description or Help Sheet. 

Formal appeals concerning final evaluation actions at post should be forwarded to HR/OE in accordance with the instructions outlined in Part III for action and coordination with the DRP. 


	III. Disputes Resolution Panel and the Formal Appeals Process 
	The purpose of the headquarters Disputes Resolution Panel (DRP) is to adjudicate formal appeals received from posts concerning position evaluation issues. 

􀂃 The headquarters DRP will be composed of representatives from USAID, Department of Defense, Department of State, Foreign Agriculture Service, Foreign Commercial Service, and for a quorum, on an ad hoc basis, a rotating member from one of the non-Foreign Affairs Agencies, and if not otherwise represented, a representative from the employing agency.

􀂃 No department or independent agency will have more than one vote for a specific appeals case. For example, while FAS is USDA’s permanent voting representative, it is not the only USDA agency represented at posts abroad. When reviewing an appeal for USDA’s APHIS, the APHIS representative will become the voting member unless APHIS management declines. For State, the Director of HR/OE or designated staff member will normally represent State. In some specific cases, however, an employing State bureau may be State’s voting member. 
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	Disputes Resolution Panel and 
the Formal Appeals Process 
Con’t 
	􀂃 HR/OE will facilitate the work of the DRP by ensuring that post’s submissions contain all needed information, distributing appeals cases to all representatives, setting up times and places for meetings, advising posts of decisions, maintaining appropriate files and records, and providing other appropriate assistance as needed. 

All formal appeals documentation packages must include: 

􀂃 A cover memo from the HR Officer with a brief summary of the subject, and a listing of the documents attached. 

􀂃 The basis for the supervisor’s and/or job holder’s appeal as documented in the CAJE JOB REPORT REVIEW FORM. 

􀂃 Copies of the position description, the Job Discussion Help Sheet, CAJE evaluator notes, an organization chart of the unit to which the position is assigned, and any other documentation that will assist HR/OE and the DRP understand the position’s assigned work and the basis for the formal appeal. 

Formal appeals forwarded from post will undergo an initial review and evaluation by HR/OE in collaboration with the employing agency or Department of State bureau. If HR/OE and the employing agency or DoS bureau agree on an appealed position’s proper evaluation, HR/OE will draft the joint message advising post of the decision. 

When HR/OE and the employing bureau / agency cannot agree on a disputed position’s proper evaluation, the case will be referred to the DRP for adjudication. The DRP may also be used to resolve other evaluation disagreements that cannot otherwise be resolved between HR/OE and the employing bureau/agency. 

To constitute a valid DRP action, an appeal must be reviewed by a majority of the representatives, including the representative of the agency for which the appeal comes. DRP decisions will be made on the basis of a majority vote. If the Panel’s review results in a tie vote, the case will be held over for a second DRP review. If the second review again results in a tie vote, then the employing agency’s proposed evaluation will prevail. HR/OE will notify the employing post of the DRP’s decision. 
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	IV. Filing Instructions 
	Informal Disputes Resolved at Post: All supporting documentation and notification of final evaluation will be maintained in the Embassy HR Office for a period of five years or until such time the position is upgraded or downgraded through a major change in responsibility, knowledge, intellectual skills, communication and environment as evaluated by the CAJE application. 
Formal Disputes Resolved at Washington Level: All supporting documentation, DRP ruling, and notification of final evaluation will be maintained in HR/OE, the appropriate office of the employing agency, and the Embassy HR Office for a period of five years or until such time the position is upgraded or downgraded through a major change in responsibility, knowledge, intellectual kills, communication and environment as evaluated by the CAJE application. 


	This policy was cleared by the Department of State’s Regional Bureaus, and the appropriate offices of the participating agencies. 
Please direct all questions regarding this policy to HR/OE. 
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