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Please distribute this alert to all users within your agency who are responsible for transactional and time and attendance information in SAP related to settlements or awards resulting in back pay.

Grievance Settlement/Back Pay Awards Processing
 
· Information regarding the processing of grievance settlements/back pay awards

The information in this alert is to provide clarification regarding what grievance settlements and/or back pay awards may be processed at the agency level and which must be processed by the HR Service Center.  Outlined in this alert is also the information and required documentation that needs to be included in the EPAR request submitted to the HR Service Center for processing.
All grievance settlements/back pay awards involving back pay of ten (10) days or more must be handled by the HR Service Center, Agency Services Unit.  
Examples:  

· Change unpaid absence to paid absence (10 days or more of back pay)

· Rehire (with back pay)

· Removal of separation (10 days or more of back pay) - making employee whole

· Payment for federal law suit (considered back-pay)

· Reduction in suspension (10 days or more of back pay)

· Payment for Court Appearance or PDC while on LWOP (involves other back pay)

· Removal of suspension pending investigation (10 days or more of back pay)

In addition to any award involving back pay of 10 days or more, the following grievance settlements/back pay awards actions must be performed by HRSC, Agency Services Unit:
· Changing effective date of separation from a dismissal to a code other than Resignation-Contact Former Agency

· Changing reason code of separation from a dismissal to Resignation-Contact Former Agency

· Lump sum payments

· Payment for federal law suit (lump sum - not considered back pay)

· Rehire (without back pay)

· Retroactive classification grievance (for agencies serviced by the HR Service Center and any agency if future dated basic pay records exist)
· Separation converted to suspension or other LWOP (no back pay)

· Overtime equalization payments

· Payment for Court Appearance or PDC while on LWOP

Grievance Settlements/Back Pay Award actions that may be performed by agencies serviced by HRSC: 
· Reduction in suspension (less than 10 days of back pay)

· Removal of suspension pending investigation (less than 10 days of back pay)

· Adding higher class attendances to CATS

· Change paid absence to paid absence

· Change paid absence to unpaid absence

· Change unpaid absence to paid absence (less than 10 days of back pay)

· Change unpaid absence to unpaid absence

· Payment for Court Appearance for separated or inactive employee

· Walk time (H1 employees only)

Grievance Settlements/Back Pay Award actions that may be performed by agencies not serviced by the HRSC: 
· Removal of separation (less than 10 days of back pay) - making employee whole

· Reduction in suspension (less than 10 days of back pay)

· Removal of suspension pending investigation (less than 10 days of back pay)

· Adding higher class attendances to CATS

· Change paid absence to paid absence

· Change paid absence to unpaid absence

· Change unpaid absence to paid absence (less than 10 days of back pay)

· Change unpaid absence to unpaid absence

· Payment for Court Appearance for separated or inactive employee
· Retroactive classification grievance (no future dated lines on basic pay record)

When creating the EPAR, select the ‘Employee Action’ action type then ‘Other – Please explain’ and select ‘Grievance Settlement’ from the dropdown box.  This EPAR action type should be used for all grievance settlements and back pay awards including those resulting from a removal or reduction of suspensions where the back pay is ten (10) days or more.
Information to be included in the EPAR comments:
· Name and phone number of the agency contact handling the settlement 

· Position number, if is different than the position the employee was assigned to before they were separated or placed on leave without pay
· Employee’s current address and residence tax information, if different than when previously employed
· Employee’s bank account information, if the information is different than when previously employed
· Adjustments to the employee’s quotas (IT2013), including adjustments to leave service credit (IT2012/Sty 6010)
· If the employee received a leave payout upon separation, indicate on the EPAR whether the quota is to be reinstated or if the quota will remain paid out
Required attachments:

· a copy of the signed settlement/award which clearly states the intent of the award 

· Medical Coverage Questionnaire* and any additional relevant documentation
· any additional relevant documentation
*The medical coverage questionnaire is used to determine how the employee’s benefits will be restored upon return.  The form should be completed by the agency representative and attached to the EPAR.  If the information is not available upon initial submission of the settlement, please indicate this in the comments section along with the date the form will be provided.

When submitting payment for Overtime Equalization Payments, provide:

· Effective date
Hourly rate of pay on effective date

· Attendance Type(s) (i.e. T1, T2, T3, etc.)/Premium ID (differentials) and Hours

· Reason – attach a copy of the signed settlement/award
· EPAR type – Employee Other ‘Grievance Settlement’
· a copy of the signed settlement/award which clearly states the number of hours and rate to be paid

It is important that all required documentation is submitted to avoid the delay in transacting the settlement.
Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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