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	PROCESS
	RESPONSIBILITY
	TIME FRAME

	Submit CCAS Grievance To Your Pay Pool Manager Via First Level Supervisor.  Package includes: 

(1)  copy of self-assessment (2) copy of supervisory assessment (3) copy of Final  CCAS  Summary Form and (4) letter stating grievance.
	Employee
	Must  Be Filed No Later Than 15 Days After Receipt Of Final CCAS Summary Form 

	
	
	

	Prepare A Written  Recommendation  With Supporting Documentation (I.E., Supervisory Assessment) To Pay Pool Manager
	First Level Supervisor
	Must Be Completed 5 Working Days From Receipt of Grievance

	
	
	

	Pay Pool Panel Meeting To Review/ Discuss Grievance and Prepare Formal Written Decision 
	Pay Pool Manager (Decision Authority)

Pay Pool Panel Members  (Review/Discuss/Recommend)

First Level Supervisor (Briefs Rationale/Supporting Documentation and Recommendation)

Legal Counsel  (Briefs Members On Confidentiality Of The Process)

Workforce Management & Support Directorate Representative
	The Pay Pool Manager has 60 Days From Receipt To Formally Reply To The Employee and Copy The Rating Official (First Level Supervisor)



	
	
	

	Higher Level Grievance
	Employee
	If Not In Agreement With The PayPool Manager’s Decision, Employee Has 15 Days To Request Reconsideration With The Next Higher Official (Paypool 303-Deputy CMDR/Paypool 302-CMDR)








