Training and Professional Development
Goddard Policies and Procedures
ACADEMIC GRADE PROCESS OVERVIEW 

Step 1
Employees receive two automatic SATERN emails at the completion of each course requesting that grades be sent to the Talent Cultivation Office (TCO).

Step 2
TCO will fax/email all grades to NASA Shared Service Center (NSSC) for course closeout.
Step 3
TCO will prepare a reimbursement memo for employees who have received a failing grade.

Step 4
TCO Training Officer will sign the reimbursement memo.

Step 5
TCO will mail employee the reimbursement memo.

Step 6
TCO will complete the reimbursement forms (Form 63 and Form 27) and notify the NSSC to seek reimbursement.

Step 7
NSSC will notify employee of obligation and obtain reimbursement.

Step 8
NSSC will notify TCO of employee non-responses to automatic emails via email bi-monthly.

Step 9
TCO will notify Directorate Training Coordinators of their employee non-responses.  Training Coordinators will provide TCO course closeout information and employee grades.

Academic – Grade Requirements
All academic training is subject to the Agency’s standard of what constitutes a passing grade taken from a college or university.  Accordingly, NASA policy states the following:

A grade of “C” constitutes acceptable academic standing for undergraduate courses, and a grade of “C” is considered “passing” for undergraduate courses.  Likewise, a grade of “B” is considered “passing” for graduate courses.  Employees will be expected to repay course costs if they do not obtain a passing grade and do not complete the course.   

The NASA policy also states that “Centers shall consider waiving recovery of training expenses in circumstances where recovery of repayment would be against equity and good conscience or in the public interest, such as movement to another Government agency; skills/competencies possessed by the employee are readily available in the organization, or similar reasons.”   Historically, at GSFC the Center Training Officer has approved waiver requests that are less than $10,000 for medical reasons and/or workload issues.  

To request a waiver, employees will need to prepare a memo stating the reasons for the waiver.  The memo should be routed through their first line supervisor, through the employees Directorate Office, the AIMS Program Manager, and submitted to the Training Officer, Nichole Pinkney, Code 114.

