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PESPA and PCS Tentative Agreement 2015

ARTICLE XVII
SALARY ADMINISTRATION PROCEDURES
FOR PESPA SALARY SCHEDULES
SALARY SCHEDULE
The salary of each employee covered by this Agreement is set forth in Appendix B

f I - F; .r. fE- - - I. I III - I }225.
Salary Schedule Implementation 2015-2016 work year: For the 2015-201

work year employees shall be placed on Level A through Level N at the
appropriate pay grade based on the following:

a. No employee shall be paid less than the employee’s current base hourly
rate.

b. Employees hired after February 1, 2015 shall be placed on the Level of
the Salary Schedule closest to the employee’s current base hourly rate of
pay on the Salary Schedule.

c. Emplovees hired on or before February 1, 2015 shall be placed on the
appropriate Level, B through N, by multiplying the employee’s current
base by three percent (3%) and then placing the employee at the next
higher Level, B through N, for the emplovee’s current pay grade.

d. For any Employee where the implementation of item c. 3 above results
in a rate higher than the respective hourly rate at Level N for that pay
grade, the employee shall be paid the three percent (3%) increase in

pay.
e. Pay increases shall be effective, and paid retroactive to, July 1, 2015.

1. Effective Date

The effective date of the provisions set forth in the following procedures and salary
schedules shall be July 1 of the fiscal year, unless otherwise indicated. Only
employees on the active payroll, or on approved leave of absence at the time the
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annual increases are ratified and are approved by the Board, would be eligible to
receive any new salary adjustments.

Base salary/rate is defined as an employee’s unequalized hourly rate of pay,
exclusive of shift differential or any other applicable bonus.

An individual’s base rate of pay will not be less than Level A for the pay grade of

the assigned position the-minimum-of the-salaryrange-or-overmaximum, except

when the intern procedure is recommended or in the case of temporary promotions.

For consistency in administration, base hourly rates are used for calculation
purposes in applying the following procedures.

2. Placement on Salary Schedule
a. A newly-hired individual may be placed on the applicable salary schedule
as follows:

(1) At Level A of the Pay Grade for the position the-minimum-of
the-apphicable-salary-range-unless it is determined by the supervisor and
approved by Human Resources Persennel that credit for outside experience
warrants initial placement at a higher pay Level. is-necessary-to-ebtain
the most qualified candidate.

(2) If outside experience credit is deemed appropriate based on
comparable work experience, an additional Level for each five years of

comparable experlence neeessapy—anaddmenaken&pepeern—el—e%}abew

salary credlt 18 granted for outside experience, it is the supervisor’s
responsibility in conjunction with_ Human Resources -Persennel to review

the salaries of current incumbents of the same job within the department to

ascertain the impact on internal equity.
The specific related experience must be indicated when applying for the job. After
the job offer has been made, the related experience submitted may not be altered.

b. Intern Procedure: An internal applicant who does not meet all minimum
qualifications for a job may be hired as or promoted to an intern position at a rate
of pay ten percent (10%) below the applicable rate of pay for the job for which the
employee is interning.atpesition. Payment at the intern rate is not to exceed one
(1) year. When the minimum qualifications are met, the employee shall receive
the appropriate rate of pay for the position. If minimum qualifications are not
met after one (1) year, employee is subject to termination or reassignment.

| 3. Procedures For Salary Increases
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a. Movement Within the Salary Structure Range (Incremental): Each
year a portion of the total salary increase may be designated for movement within
the salary schedule range. Each employee eligible for this increase will move to
the next higher pay L evel if funds are designated for this purpose. within-the
salaryrange-by-the-approved-percentage. In order to be eligible for this incremental
increase, an employee must have been hired on or before February 1 and must be
in an active pay status or on an approved leave of absence at the time the annual
increases are approved by the Board.

b. Cost of Living (COLA) Increase (Structural): Each year a portion or all
of the total salary increase may be designated for a COLA increase. A COLA
increase (whether a flat amount or a percentage increase) will be applied
equally throughout the salary structure.

c. Part-Time Regular Employees: Employees hired on or before February
1 and in an active pay status or on an approved leave of absence at the time the
annual increases are approved by the Board shall be eligible for increases at the
same hourly rate as full-time emplovees erepateel-leasedremehenemleepef

d. Retroactive Pay:

4 The above increases will be retroactive to the beginning date of the
employee’s annual payroll calendar, unless otherwise indicated. Part-time
regular employees are included in the receipt of retroactive pay.

4. Promotional Salary Increases
a. Promotion to a Higher Pay Grade

When an employee currently paid-on-the Exempt-or-Non-Exempt-Salary-Schedule

IS promoted toa posmon assigned a hlqher Pay Grade the following will

i) if the new position is one Pay Grade higher, the employee shall be «

placed at the same pay Level at the higher Pay Grade;

i) if the new position is two (2) or more Pay Grades higher, the
employee will be placed at the higher of the minimum for the new Pay
Grade or the Level which is closest to but does not exceed a 15%
increase.

b. In-Grade or Lateral Adjustments

When an employee eurrently-paid-on-the- Noen-Exempt-Salary-Sehedule is

transferred to a position within the same Pay Grade, the employee shall be paid

|

Formatted: Font: (Default) Times New Roman,

14 pt

|

Formatted: List Paragraph, Numbered + Level:

1 + Numbering Style: i, ii, iii, ... + Start at: 1 +
Alignment: Left + Aligned at: 0.5" + Indent at:
1"

|

Formatted: Font: (Default) Times New Roman,

14 pt

|

Formatted: Font: (Default) Times New Roman,

14 pt

|
|




120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139
140
141
142
143
144
145
146
147
148
149
150
151
152
153
154
155
156
157
158
159

PESPA and PCS Tentative Agreement 2015

at the same. Pay Grade and Level of the prlor posrtlon whreltHsrdeterncnnedrte

c. Temporary Assignment to a Higher Pay Gradedeb-Classification-on
the Non-Exempt-Salary-Schedules

Employees temporarily assigned to assume the duties of an absent employee in a
hlgher ay Grade, level—jebelassmeatlen shall receive WhreheveHs—less—an

the amount he/she would have received had the employee actually been promoted

to the posrtron ona regular basrs Empleyees—whe—de—net—meet—elﬁrbuw

5. Reclassrfrcatrons

Reclassification to a Higher Pay Grade: When a position is reclassified to a higher
Pay Grade, the incumbent’s current rate of pay shall be increased in accordance
with the promotion guidelines. If there is a Reclassification to a Lower Pay Grade:

Procedures for downgrade will apply.
6. Procedures For Downgrade
a. When anAny employee is moved to a lower Pay Grade, the following

procedures shall apply: —sha”—ma+nt&m—ha¥e—the—eurrent—base—rate—ef—pay—unﬂkthe

B-if the new position is one Pay Grade lower, the employee shall be placed
at the same pay Level at the lower Pay Grade;

ii) if the new position is two (2) or more Pay Grades lower, the employee
will be placed at the higher of either the same Level in the new Pay Grade or the
Level which is closest to but does not exceed a 15% decrease, but in no case will
they be paid more than Level N.

b. If an employee is downgraded or promoted then returns to the previous
job within one (1) year, the employee WI|| revert to his/her previous rate of pay.
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7.8. Termination and Reinstatement

a. An employee who terminates employment and is rehired within one (1)
year in the same job classification shall may receive the previous rate of pay. In all
other instances the procedures for regular employment shall apply.

b. A substitute or temporary employee who returns within one year to a

previously held transfers-from-a-substitute-or-temporary-pesition-nto-a regular

position whe-has-previousty-held-aregular-pesitien, will be restored to the pay rate
previously held and receive any adjustments under this article. perthe-eurrent

copprlapaaon,

89. Overtime Eligibility

Non-exempt employees required to work more than forty (40) hours in any single
week shall be compensated at one and one-half (1-1/2) times their base rate of pay
for those hours over forty (40), unless the compensatory time provision of these
procedures is used.

a. Work on Holidays: Non-exempt employees required to work on paid
holidays shall be compensated at a rate of one and one-half (1-1/2) times their base
rate of pay for all hours worked in addition to their straight-time holiday pay. Non-
exempt employees required to work on unpaid holidays shall be compensated at
their straight time base rate of pay for all hours worked up to and including forty
(40) in one week.

b. Two or More Jobs at Different Rates of Pay: A non-exempt employee
who works over forty (40) hours in a work week with two (2) or more jobs at
different rates of pay will receive the overtime rate of pay in accordance with
applicable Fair Labor Standards Act (FLSA) regulations.

c. Compensatory Time:

(1) Compensatory time is defined as time required by management
beyond an employee’s normally scheduled hours to accomplish a specific
task or to provide supervision under specified conditions. A non-exempt
employee will be eligible for compensatory time off for hours worked in
excess of the assigned workweek as approved in advance by his/her
director/supervisor. Compensatory time may be offered in lieu of overtime
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especially where overtime pay is not available due to financial restrictions.
In this regard, it shall be the employee’s choice to work offered overtime or
additional hours beyond his/her regular shift for compensatory time as an
alternative to overtime pay. The employee and the supervisor must mutually
agree to how the time is to be earned and used within a six month prescribed
time frame. H agreement is not reached, all hours worked in excess of

'a 40 A alla AlQQ a ha comhan a¥Ya

halt (1-1/2) hours foreach-hour-of overtime worked:

(23) Management approved compensatory time will be part of the
payroll reporting process. Employees are responsible for providing written
documentation of compensatory time approved by the appropriate
administrator to the person responsible for departmental payroll
administration. Compensatory time will be tracked using the TERMS system
unless the compensatory time is earned and used within a single pay period.

(34) Employees who have requested the use of compensatory time
shall be permitted to use the time within a reasonable period after making
the request if the use of time does not unduly disrupt operations. An
employee may use a full day as compensatory time if approved by his/her
supervisor.

(45) Compensatory time for all employees must be used within six (6)
months from the date on which the time is earned. It will be the supervisor’s
responsibility to keep track of this time limit. Compensatory time not used
within six (6) months will be paid.

(56) Employees can accrue up to 240 hours of compensatory time
(160 hours of overtime work). Any work performed over the 240 hours
maximum must be paid overtime compensation.

(6#) Compensatory time may be used for purposes of voting when
approved by the appropriate administrator so long as release from
assignment does not impact normal operations or essential services provided
to students and staff.

| 910. Facility Lease Hours {Excluding-Administrative)

When an organization leases School Board facilities that require the services of

PCSB employees and said functions are conducted in a school facility on a
Saturday, Sunday, holiday or any other non-scheduled workday, the employee
assigned to said function shall be compensated as follows:
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a. An affected employee shall receive either straight time or overtime for all
hours worked whichever is appropriate. For non-exempts, this will depend on the
total number of hours worked by the employee during the normally scheduled
workweek.

b. An affected employee {ron-exempts-enty)-shall receive time and one-half
(1-1/2) and appropriate shift differential for all hours worked regardless of the total
number of hours worked during the workweek whenever the employee has not had
the opportunity (excluding the use of sick, personal, or vacation hours) to
accomplish the normal forty (40) “sweat” hour requirement for the computation of
overtime, i.e., spring break, Thanksgiving, winter holiday period.

11. Procedures For Payment of Additional or Temporary Positions
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corresponding pay grade.
103. Shift Differential (Non-exempt)

a) Any full-time or part-time ron-exemptemployee whose regularly
assigned shift ends at 7 p.m. or after shall receive a shift differential of thirty-five
cents ($.35) per hour for all hours worked.

b) Any full-time or part-time ren-exemptemployee whose regularly
assigned shift begins on or after 10 p.m. but before 5 a.m. shall receive a shift
differential of forty-five cents ($.45) per hour for all hours worked. Employees
assigned to relocatable crews shall receive an additional fifteen cents ($.15) per
hour for all hours worked during the moving of relocatables during the year.

c) Shift differential does not apply to Bus-Brivers-erthose positions that
were changed to a higher pay grade to compensate for night work at the evening
adult centers and community schools, i.e., Secretary 111, Clerk Specialist I, Clerk
Typist-Evening, and Bookstore Assistant.

d) Any hourly shift differential received by an employee shall be paid only
on actual hours worked in any pay period and shall be excluded from holiday,
vacation, and sick leave pay.

114. Call-Back and Call-In Procedures {Excluding-Administrative}

a) An employee who is called to report for work at times other than the
regularly scheduled hours shall receive the applicable rate of pay, or compensatory
time, for all time worked. In no event will the employee receive less than two (2)
hours straight time pay or compensatory time due to the inconvenience. It is not
required that an employee work a minimum of two (2) hours if the task for which
the employee was called to perform can be accomplished in less time.

b) An employee who reports for work at the regularly scheduled time shall
receive a minimum of two (2) hours work at the applicable rate of pay, or two (2)
hours pay at the straight-time hourly base rate unless:

* The employee leaves earlier based on their own decision

* The employee is suspended or dismissed

* Work is not available for reasons such as fire, flood, power failure,
hurricane, tornado, explosion, strike, or civil disturbance

15. Requests to Create New Jobs
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New job title classifications must be requested by the appropriate Cabinet member,
recommended by the Superintendent and approved by the Board. The classification
and pay grade of each new job shall be recommended by the Compensation
Administration Section of the Human Resources Department and submitted to the
Cabinet for their concurrence. The Superintendent will then make a
recommendation to the Board for approval. The new job title classification will
become effective upon ratification.

Additional personnel slots must be requested through budget. Job title and
pay grade will be determined by Compensation Administration.

12.6. Bus Assistant Supplements and Guidelines
Support Professionals who are assigned to ride buses to supervise students with
disabilities shall receive a supplement determined by appropriate parties.

1. The assignment of support professionals to assist on a bus will be the
decision of the IEP Committee, and their primary responsibility is to the safety of
those students.

2. Bus assignment is to be determined on the basis of seniority at the
commencement of the school year OR a documented process by an all inclusive
committee structure that provides for input from ESE Associates and
administration. Bus assignments will be provided to ESE Associates first. If
additional bus assignments exist, other support professionals may volunteer to be
bus assistants.

3. The supplement for riding the bus shall be a maximum of $6.50 per day or
$3.25 per shift and shall be paid only for those days when the ESE Associates
Assistants rides the bus. On days when an ESE_Associates Assistants is absent, the

supplement shall be paid to the substitute.

5. Schools with_Support Professionals Assistants who ride the bus will
develop a plan to give adequate breaks to Support Professionals Assistants prior to
boarding and after arrival from bus.

6. Bus drivers are responsible for writing bus referrals for all students.
Referrals will be tied to behavior goal violations or a major violation of guidelines
for all students. ESE Associates may give input to the referral and both parties may
sign. If the bus driver is not aware of the incident, the bus driver will write the
referral stating “as related to me by...” and both parties will sign.
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7. If an intervention plan for bus behavior is written for a student both the
bus driver and the teacher assistant will be informed.

8. Support Professionals should park on school board property whenever
possible. If this is not an option, the driver and the support professional must agree
on a safe location, get approval from the transportation department and obtain
written approval from the management of the property.

9. Commitment of the worksite to return Support Professionals Assistants
to their cars in cases of personal emergency: the school will develop a documented
process that ensures that the Support Professionals Assistants will be returned to
his/her car in cases of emergency. This process can state that another member of
the staff provides the transportation or that paid transportation (taxi fare) will be
provided.

10. Inclusion in celebrations and decision-making: each site/school will
develop a documented process that will maximize participation in decision-making
and that includes Associates in celebrations and recognition activities.

11. Language in the Handbook for Support Professionals Who Ride the
School Bus shall be consistent with this contract and shall be revised only by both
parties — PESPA and Transportation — with any contention language being brought
to the appropriate bargaining team.




