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The information contained in this manual has besspgred as an aid to the Atlanta Puplic
Schools employees responsible for compensation rastnation. While the Atlanta Public
Schools fully intends to adhere to the policies anactices contained in this document, |the
statements and guidelingge_not and should not be considered a contracof any kind
expressed or implied. Although the manual reflemisrent policy, it may be changed |or
rescinded at any time at the Atlanta Public Schsole discretion.
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. COMPENSATION PHILOSOPHY

Compensation Philosophy

The purpose of the Atlanta Public Schools’ “APSas3ification and Compensation Program is
to attract, reward and retain the most qualifiecpleryees by offering a equitable, competitive
and attractive program which:

Reflects market conditions

Recognizes employees for their equivalent and aglegxperience
Includes appropriate fiscal responsibility

Rewards strong senior leadership performance

Is transparent and equitable

YV V.V V V

The Atlanta Public Schools is a large urban sclastrict in the southern United States. As

such, it most attract high quality employees to nisestudents educational needs. While many
employees who work for The Atlanta Public Schoaltsiitively agree to make some sacrifice in

pay, we compete for highly qualified staff in achfly responsible manner and with an eye
toward paying competitively with top School Distsdn the area and the nation for some jobs.

The Atlanta Public Schools has chosen a compemsaislosophy which targets the 75

percentile of the defined competitive market. Tdedfined competitive market for most job
classifications within the organization is Cobb,kBk, Fulton and Gwinnett school districts.
These school districts have been identified as phmary competition for APS related to
attracting, rewarding and retaining talented emgésy

APS has also chosen to recognize employees far ékperience in an equivalent and relevant
level job. Employees will be placed on the salatyucture step which reflects their actual

experience in their job classification (whenevesgble). APS has just undertaken a careful
process to identify the appropriate step for eadividual within the organization at the time of

this publication.

The Atlanta Public Schools has also chosen to miairfiscal responsibility throughout this
process. Careful consideration has been takerdeatify the appropriate implementation
approach. Salaries have not been increased whapetitive market data was not present to
justify it. The largest salary adjustments haverbgranted to those employees who were
determined to be the furthest askew to market. kbtaadjustments will be phased in to ensure
the fiscal integrity of the new program.
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. COMPENSATION PHILOSOPHY

APS has also chosen to reward key leadership emgsofor performance rather than award
traditional step increases. The new Classificatord Compensation Program includes
incentives for leadership employees who go abowk lseyond what is asked of them. This
approach encourages these employees to work hemdesmarter.

APS has chosen to make the new Classification amip@nsation Program transparent and
equitable. One of the key goals of the new progiaito allow employees to gage their base
salary to market competitive rates using their tite. Additionally, the step an employee has
been placed on reflects their actual experientlanob or like job.

The Atlanta Public Schools continues to “Focus dod&nt Success.” The newly adopt
Classification and Compensation Program supporssettiort by providing the School District
with the tools it needs to help it attract, rewandl retain vital talent.
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[I. COMPENSATION OBJECTIVES AND PROGRAM

Objectives

The overall objective of the Classification and @amsation Program is to attract, reward and
retain qualified employees who can help APS achiévamission. In support of this broad
objective, the program is designed to:

>

Provide a fair and consistent framework for assigrjobs to the salary structures and
specifically the salary ranges;

Maintain the salary structures at market competitates;

Reflect common market practice including job titlealary supplements, the number of
ranges and steps within a salary structure, expezieredit granting, etc.

Reward senior level employees for meeting and elinggerformance expectations;
Reward employees for equivalent and relevant lexperience;

Support APS' planning and budgeting process; and,

Ensure salary-related decisions are made withaardeto religion/creed, race, color,

age, handicap, gender, national origin, maritatustasexual orientation, veteran's
status, or other discriminatory factors.
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[1l. COMPENSATION OBJECTIVES AND PROGRAM

Program Overview

The program has five major components which, in lwoation, ensure the achievement of the
program objectives:

» A consistent approach to job documentation.Job descriptions are developed using a Job
Evaluation Survey “JES”. This document is then ugea tool to identify appropriate market
data matches.

> A job evaluation process. Based on competitivanarket data and actual education,
certification, job duties, responsibilities and ethrequirements, jobs are assigned to the
salary structure and specifically a salary range.

» A competitive salary structures. APS’ salaries are compared with other organizattbas
pay for similar jobs performing comparable dutiesl aesponsibilities (specifically Cobb,
Dekalb, Fulton and Gwinnett school districts). T&aary structure is updated annually to
maintain market competitiveness.

» Performance management.Senior level (Executive Director Level and aboveptoyee's
contribution to APS is evaluated on a regular bésigdentify opportunities to strengthen
performance, and as applicable, to determine ahditicompensation based on performance
rather than traditional step increases.

» Salary administration guidelines. APS employees receive tools, information and
guidelines to assist them in the consistent apdicaf the program.

Subsequent sections of this manual address edhlbs# components.
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V. JOB EVALUATION

Job Evaluation
Definition and Purpose

Job evaluation, simply defined, refers to the psscef collecting and evaluating relevant
information about jobs. This data should clarifg thature of work being performed (principal
tasks, duties, and responsibilities) as well addhel of work being performed. In addition, data
should also include the extent and types of edwmcatcertification, knowledge, skills and
abilities required for the work being performed.

Job Description

A key element in APS’ job evaluation process is doé Evaluation Survey. The JES is a tool
used by APS to gather pertinent job classificatioformation. This information is used to
develop a job description. A job description i tmeans by which job information is
documented. It is a concise written document sunzng essential functions,
knowledge/skills, minimum requirements (includindueation and certificates), and working
conditions/physical effort. Job descriptions maydefined as narrative statements of the nature
and level of work being performed by employees pgowg a job and the qualifications
necessary to satisfactorily perform the job. Tremesfive major uses of job descriptions in the
design and administration of APS’ Classificationl @ompensation Program.

» Job descriptions are useful in evaluatjo content - i.e., the nature, purpose and
organizational level of the job as well as the gipal duties and responsibilities, skill
levels, mental and physical effort required, anel ¢bnditions in which the work is to
be performed. These must be delineated clearlgréethe relative value of a job
within an organization can be determined.

» Job descriptions provide accurate data for maklpay comparisons with other
organizations. In order to make accurate compasisath the competitive market, it is
first necessary to assess whether jobs descrileetbanparable to jobs within APS.

» Job descriptions are also used to proyadecontrol, whereby employees are evaluated
on the basis of actual work performed, rather thiagir personal background or
individual characteristics.
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V. JOB EVALUATION

» Job descriptions with clear definitions of job camit provide an effective
communications tool so both employees and managers know what is to be
accomplished.

» Job descriptions may help defend the organizatitrenvthird parties request an
explanation of an organization's decisions (eg.justify hiring, FLSA, and ADA
decisions).

Format

The job description is used to document all jolbsughout APS. The emphasis in creating a job
description should be odarity andaccuracy, sentences should be short, simple and to the
point. The document consists of essential functiomsinimum job requirements,
competencies/skills, working conditions and phylsa¢Bort requirements of the employees in the
job. The minimum requirements are broken dowrafollowing manner;

> Duties and Responsibilities of - The specific tasks performed by the incumbentghvh
constitute the job.

» Formal Education — The lowestlevel of education and/or training required for
understanding and performing your job.

» Working Experience - The minimum amount of prior related work expederequired of a
person entering this job.

» Impact of Actions - The effect the job has on the functions of thawta Public Schools.
Impact is measured by the importance of the datssinade by the job on a typical basis.
Consider the impact of the job when everything uaning smoothly, not when unique
situations arise or worst case scenarios are pexken

» Decision Making - The opportunity for independent action as welllze level of direction
and supervision received.

» Communication (Internal and External) — This responsibility for working with or through
other persons to obtain results. The contactelationships may be inside or outside of
Atlanta Public Schools. Contacts which are not welkted should not be considered.

-8- Atlanta Public Schools



V. JOB EVALUATION

» Managerial Skills - The responsibility for directing others. Onlyetformal assignment of
responsibility for directing others should be colesed.

» Information Technology - The need to understand and use technology ferwbrk
activities of the job.

» Responsibility for the Welfare of Others- The responsibility for the physical and/or ménta
well-being of other employees, as well as membgtiseopublic.

» Working Conditions/Physical Elements- The normal conditions under which the work is
performed and the physical demands of the job.

Job Evaluation Process

Job evaluation is the overall process of internallynparing jobs to determine their relative

value within the organization. APS has adopted aaket-based, whole-job comparison job

evaluation philosophy. Using this philosophy, ja@e evaluated considering both the external
and internal value of a job. Once a job is evadat will be placed in one of the salary

structures. The structures include ranges whicattao minimums, midpoints and maximums

linked to external competitive market. Employeel ke placed on a salary range step within
the range which corresponds to their experiencthénjob classification. Job evaluation is,

therefore, a critical part of the compensation paog as the salary structure and range
assignment of a job directly affect the employesalary.

When evaluating jobs, it is particularly importantnote that:
» Jobs will be placed in one of the twelve salary sictures. The salary structures
include;

- Administrative (A) — Principals, Assistant Principals, Program Admimigirs,
Project Administrators, Dean of Academics, etc.

- Bus (B) -Bus Drivers and Bus Monitors
- Food Service (F) Food Service Assistants and Managers

- Information Technology (IT) — Information Technology jobs such as
Programmers, Network Administrators, Web Developéfs Project Liaisons,
Data Specialists, E-Learning Specialist, Low Vo#tagechnicians, Network
Administrators, Student Information Specialist, &pplications Programmer,
Training & Development Manager, etc.
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V. JOB EVALUATION

- Instructional Technology Specialist(ITS)- Instructional Technology Specialists
- Learning Technology Specialist (LTS) Learning Technology Specialists

- Nurse (N) —Registered and Licensed Practical Nurses

- Paraprofessional (Para) -Paraprofessionals

- Professional, Managerial and Administrative (PMA) - Jobs which perform
clerical, professional and/or executive level watch as Chief of Staff, Chief
Information Officer, Chief Human Resource OfficeExecutive Directors,
Directors, Accountants, Accounts Payable Specjakgtcounting Assistants,
Administrative Clerks, Benefits Supervisor, Comnuations Officer, Deputy
Superintendents, Deputy Chief Financial Officer, uation Coordinators,
Education Specialist, Employee Relations Officé#® Generalist, Information
Specialists, Child Care, Contract Administratorenact Compliance Liaisons,
Coordinators, Assistant Directors, Administrativessfstants, Administrative
Managers, Business Analysts, Professional Develapn@&pecialist, Project
Managers, Research Associates, School SecretaSésjior Accountants,
Transportation Supervisors, etc.

- Registrar (R) - Registrar

- Specialty Teacher (ST) —instruction related jobs such as Audiologists,
Counselors, Department Chairpersons, Model Teachersational Supervisors,
Behavior Specialists, Academy Leaders, Instructiddaaches, Psychologists,
Social Workers, Implementation Specialists, Ingiomal Specialists, etc.

- Teacher (T) —Various levels of Teachers (T2, T4,T5,T6,T7)

- Trades (TD) —jobs which perform or supervise skilled labor atgs such as
Carpenters, Electricians, Labors Maintenance Masagélumbers, Auto
Mechanics, Building Service Manager, Building SysteTechnician, General
Maintenance Workers, Site Managers, HVAC Techngiafc.

A detailed explanation of the salary structure giesian be found in the Salary Structures
Section of this document.
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V. JOB EVALUATION

» External Market Data plays a key role in the placement of a job withira salary
structure. Market data has been collected for the majooityjobs at APS. The
competitive data for these jobs at theth75ercentile has been used to develop the
salary structures.

» Jobs will be placed within the salary structure ifmarket data is not available. Jobs
will be placed in the salary structure near othaysjwhich have a similar level of
responsibility and require a comparable level ohimum qualifications, certification
and skills. Job descriptions will be used to medmparisons.

» Although it is difficult to separate the incumbent from the job, an individual's
personal credentials and experiences or potentiahsuld not be considered when
evaluating a job. A weak or strong incumbent in a particular jolodd not influence
the evaluation and the resultant band assignmdassithe duties and responsibilities
have changed significantly as a result.

Job Evaluation Steps

The following steps should be taken to create ajobyw

1) If a job classification cannot be matched to arstaxy job title, a job description
should be written.

2) Determine in which of the salary structures thegbbuld be placed.

3) Determine the appropriate salary range for the glalssification within the salary
structure. The following steps should be taken;

a) Perform a market assessment for the job.

b) If market data exists for the job, use the datslabthe job into a salary range.
This will become the job classification’s placemeiithin the salary structure.

c) If market data is not available for the job, congpéine job classification’s
description to job descriptions of other jobs witltihe salary structure. Place
the job into the salary range with the most sinlgael job.

System Review

Periodically, the placement of jobs within the salatructures will be reviewed by Human
Resources and any necessary adjustments will be toaensure equity is maintained. At this
time jobs which are no longer in use will be renthvéHuman Resources will also conduct an
audit to ensure the organization is in compliandé wair Labor Standards Act (FLSA) and
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V. JOB EVALUATION

Americans with Disabilities Act (ADA) requirement#pproximately every three to five years,

a complete assessment of the placement of jobsnwiitle salary structure will be conducted.
Additionally, on an annual basis, assessmentsb&ilkonducted as needed and adjustments may

be made.
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Determining Step Placement within the Salary Structure Range

Overall

The goal of APS Classification and CompensatiorgfRm is to place each individual on the
salary range step which reflects their equival@et i@levant level experience. Equivalent
experience is defined as at the same or higher ileverms of education, certification, duties
and responsibilities as well a historical salaryg@documentation. Relevant is defined as
within the same functional area such as educatm@mtenance or finance. Both equivalent and
relevant experience must be present for the emeployeeceive credit.

All employees will receive credit for internal rent and equivalent experience. Additionally,
all employees will receive experience credit grdraethe time of a promotion. In accordance
with market practice, some job classifications @&io receive external equivalent and relevant
experience credit (a complete list of these jobslmafound in the table that follows). Employees
can receive up to the maximum amount of servicdicedlowed within the salary structure

range (ex. Employees in job classifications asslgnghe PMA salary structure can receive up
to 15 years of experience). Employees who haveedamnore experience credit than the salary
structure allows will be placed on the highest stéhin the assigned range.

e External Experience
Job Classification Credit Accepted
Assistant Principal 21
Audiologist 21
Community School Administrator 21
Counselor 21
Department Chairperson 21
Instructional Facilitator 21
Instructional Specialist 21
Magnet Program Coordinator 21
Media Specialist 25
Model Teacher Leader 21
Ninth Grade Academy Administrator 21
Principal 21
Program Assistant 21
Psychologist 21
Social Worker 21
Teacher 25
Therapist 21
Vocational Supervisor 21

*Includes all levels of these job classifications
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Hire Rates

The hire rate for a new employee with no equivadert relevant level experience is step one of
the salary range to which the job classificatioagsigned. School based instructional
employees who have obtained equivalent and reldgaeak experience either internal (rehire) or
external (one of the jobs for which external sexwacedit is accepted) should be placed on the
step corresponding to their experience. New Hoeson-instructional positions should hired at
step 1 or the first step not resulting in a satlgrease if the positions are equivalent. The
current salary of the new hire should be confirnteadployees should not be hired below the
minimum of the salary structure range.

Promotions
Employees who are promoted will receive a 6% irgean base salary. Additionally, once the

6% increase is applied to the individual's currease salary, the employee’s salary should be
adjusted to the next closest step not resultiragsalary decrease.

Over the Maximum of the Range

Employees with base salaries above the maximurneosalary structure range should maintain
their base salary. Additionally, these individuail be eligible for Cost of Living Adjustments
should the Board approve them. Employees shouidtaia this base salary until such time as
the individual’s salary falls within the salarystture range.
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VI. SALARY STRUCTURE

Salary Structures
Overview

The Atlanta Public Schools has developed twelvargabktructures which reflect market
competitive rates for each of the School Districsissifications. The salary structures are the
most visible component of the Classification andmnpensation Program and the part most
easily identified and understood by employees. Thelyp Human Resources make equitable
salary decisions. The number of salary rangessteys within each has been developed to fit
APS’ Compensation Philosophy. Each salary strectoas been designed to be market
competitive at the 75percentile of the defined competitive market. Tredined competitive
market is Cobb, Dekalb, Fulton and Gwinnett schaistricts for most APS jobs. For some
executive jobs the market has been expanded tedackgional and national comparisons.

Salary Ranges and Steps

A salary structure consists of salary ranges aapsst Ranges eliminate the need to identify
extremely finite differences in value between samijobs which require similar education,
certification and skills. All jobs within the sam&nge are considered of equal value to the APS.

Steps are contained within each salary range. ntingber of steps within a range is dictated by
prevailing market practice for the job classifioats within the salary structure. For example;

the Teacher salary structure ranges contain 26,stepile the Professional, Managerial and

Administrative range contain 16. The following leallisplays the number of ranges and steps
within each salary structure.

Salary Structure Number of Ranges | Number of Steps
Administrative (A) 18 22

Bus (B) 2 16

Food Service (F) 4 16
Information Technology (IT) 5 16
Instructional Technology Specialist (ITS) 1 16
Learning Technology Specialist (LTS) 1 16
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Nurse (N) 3 16
Paraprofessional (PARA) 1 16
Professional, Managerial & Administrative (PMA) 11 16
Registrar (R) 1 16
Specialty Teacher (ST) 4 22
Teacher (T) 6 26
Trades (TD) 9 16

Each salary range has a minimum, midpoint, and xdrmam; for each range there is a "spread"
and a certain amount of "overlap" with adjacengean The ranges consist of a various number
of steps depending on the job classifications withe salary structure.

(a) Typically, theminimum of the salary range is the rate paid to an employe
who is assigned to a job classification for whial &r she possesses the
minimum qualifications and who is expected to béedo perform basic
duties and responsibilities after normal training.

(b) The midpoint, or “market competitive point” of the range, i®tmiddle point
between the minimum and maximum of the grade. Phri$ of the range is
appropriate for an experienced and fully qualifiesnployee whose
performance fulfills the requirements of the jobThis value typically
represents the "going rate" for the job classifaratand is reached after 8
years of experience.

(c) The maximum of the salary range is the highest salary levebfoemployee
whose performance consistently exceeds most johiregents or for an
employee with long service in the same job or grad@nce an employee
reaches the maximum of the salary range, the lzag/ss not increased until
the salary range changes the following year.
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(d) Salary rangspreadis defined as the maximum less the minimum, divid
the minimum. For example, a salary range with aimmim of $16,000 and a
maximum value of $24,000 has a range spread oE&&ept.

(e) The range spread and the difference betweannmms and maximums
define theoverlap between two ranges. Overlap is the set of salatared
by two consecutive ranges. Because of range queda experienced
employee or an employee performing well in a logde may be paid more
than an inexperienced employee in a higher grade.
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