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ADMINISTRATIVE CLASSIFICATIONS/TITLES 
2005-2006

50 Requests for position upgrades, new positions, or additional positions will be brought to the Board for approval as 
a part of the budget process. 

51 This list of positions is not exhaustive and may change from time to time. 

52

SALARY GRADE 17S ASSISTANT PRINCIPAL 

NUMBER
MONTHS 11/12 

53 Alternative School 
54 Elementary  
55 Middle/Junior 
56 Other 
57 Senior

58

SALARY GRADE 17S ASSISTANT DIRECTOR 

NUMBER
MONTHS 11/12 

59 Vocational Technical Center – Administration 
60 Vocational Technical Center – Curriculum 

61

SALARY GRADE 18S ADMINISTRATOR 12
62 Adult School 

63

SALARY GRADE 18X DIRECTOR 12
64 Accounting 
65 Architectural Services 
66 Construction Services 
67 Custodial Services 
68 Employee Relations 
69 English for Speakers of Other Languages (ESOL) (Board Approved 1/25/05) 
70 Equity and Compliance 
71 Exceptional Student Education 
72 Finance 
73 Foodservice 
74 Grants and Acquisitions 
75 Human Resource Development 
76 Information Services 
77 Legislative Liaison Governmental Affairs and Policy 
78 Maintenance Services 
79 Payroll (Board Approved 7/26/05) 
80 Personnel 
81 Polk Education Foundation 
82 Polk Virtual School (Board Approved 6/14/05) 
83 Purchasing and Warehousing 
84 Risk Management 
85 School Security (Board Approved 1/25/05) 
86 Student Services 
87 Systems and Applications (SAP) 
88 Federal Programs (Title I) 
89 Transportation Operations 
90 Vehicle and Safety Services 
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91

SALARY GRADE 18S PRINCIPAL 12
92 Elementary 

93

SALARY GRADE 19X SENIOR DIRECTOR 12
94 Assessment, Accountability and Evaluation 
95 Alternative Education (Board Approved 1/25/05) 
96 Career Education Services (Board Approved 1/25/05) 
97 Community Relations and Business Partnerships  (Board Approved 7/26/05) 
98 Elementary Schools  (Board Approved 1/25/05) 
99 Fine Arts  (Board Approved 1/25/05) 
100 High Schools (Board Approved 1/25/05) 
101 K-12 Reading  (Board Approved 4/26/05) 
102 Magnet, Choice and Charter Schools (Board Approved 1/25/05) 
103 Middle Schools (Board Approved 1/25/05) 
104 Minority Relations (Board Approved 1/11/05) 
105 Specialized Services (Board Approved 1/25/05) 

106

SALARY GRADE 19S PRINCIPAL 12
107 Alternative School 
108 Middle/Junior 
109 Other School 
110 Vocational Technical Center 

111

SALARY GRADE 20S PRINCIPAL 12
112 Senior High 

113

SALARY GRADE 21X ASSISTANT SUPERINTENDENT 12
114 Business Services (Revised 3/8/05) 
115 Facilities and Operations Services 
116 Human Resource Services 
117 Information Systems and Technology  (Board Approved 7/26/05) 
118 Support Services 

119

SALARY GRADE 22X ASSOCIATE SUPERINTENDENT 12
120 Learning (Board Approved 1/25/05) 
121 School Based Operations (Board Approved 1/25/05) 

122

SALARY GRADE 22X SCHOOL BOARD ATTORNEY 
12

123 Attorney 

124

SALARY GRADE 23X SUPERINTENDENT 12
125 Superintendent (District) 

126 Salary Structure Guidebook - The Salary Structure Guidebook included within the PCSB Salary Handbook is 
posted on Outlook (email system) and the Website at www.polk-fl.net. 

127 Pay for Performance Plan – (State Mandated) – The Pay for Performance Plan allows school administrators 
and instructional personnel to earn a five percent supplement in addition to their individual, negotiated salary.  
Individual, negotiated salary refers to base salary, not including stipends supplements or other bonuses. 
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128 PCSB School Based Administrator Salary Structure 
129 School-based administrators will remain in the salary grades as currently identified by PCSB guidelines, but will 

be placed within the appropriate salary range according to the information listed below. 

130 Base: Assistant Principal  $49,440  
131 Size (PTM) 501 - 1000 $  4,000  
132  1001 - 1500 $  6,000  
133  1501+ $  8,000  
134 Level Elementary $  2,500  
135  Middle $  5,000  
136  Senior/ Harrison, IB,  

Ridge/Traviss Centers
$10,000  

137 Experience as an AP 5 years $  2,000  
138  10 years $  3,000 After 10 yrs AP exp an additional 

$1,000 
139  15+ years $  5,000 After 15 yrs AP exp an additional 

$2,000 
140 Education Specialist or Doctorate $  1,750  
141 Multiple Level/Multi Track  $  1,000 El & Md or Md & Sr or Sr & Adult 

142 Base: Principal  $65,920  
143 Size (PTM) 501 - 1000 $  4,000  
144  1001 - 1500 $  6,000  
145  1501+ $  8,000  

146 Level Elementary $  2,500  
147  Middle $  5,000  
148  Senior/Harrison, IB,  

Ridge/Traviss Centers
$10,000  

149 Experience as a Principal 5 years $  2,000  
150  10 years $  3,000 After 10 yrs Principal exp an 

additional $1,000 
151  15 + years $  5,000 After 15 yrs Principal exp an 

additional $2,000 
152 Education Specialist or Doctorate $  1,750  
153 Multiple Level/Multi Track  $  1,000 El & Md or Md & Sr or Sr & Adult 

154 Regarding the Annual Salary:
155 The annual Salary is the Base.  Supplements are added for Size, Level, Experience, Multi Level & Education. 
156 The percentage of raise each year is calculated on the Base.  Any change in salary will need to be approved by the 

Salary Classification Committee and the Superintendent. 

157 Regarding the School Size Supplement:
158 If a school does not have a PTM the number of full time day students counted for the previous Feb. will be the 

school size. 
159 The size supplement does not apply to Adult Schools. 
160 PreK students are not a part of the PTM and therefore do not count as part of the school size. 
161 The size supplement will be adjusted based on the audited 60th day enrollment for the remainder of the year with 

no retro up or down.  The rate change will be effective on the 61st day. 

162 Regarding the Experience Supplement:
163 A year is considered a year’s experience if the Administrator is in the position beginning October 1st.
164 Internships do not count as experience  
165 Principal & Director positions or above will count as experience for either Assistant Principal or Principal 

positions, as long as the appropriate certification is in place and the individual had previously been a school based 
Administrator. 

166 AP or Sr. Coordinator experience will count as AP experience if the appropriate certification is in place and the 
individual had previously been a school based Administrator. 

167 A year’s credit of experience will be earned if Medical or Military Leave does not exceed 90 working days. 

168 Regarding the Multi Level Supplement: 
169 The multi level supplement does not apply to the ESE Learning Centers. 



5

170 NON-UNION PERSONNEL 
(Not covered by a Collective Bargaining Unit) 

(SALARY / PAYMENT GUIDELINES) 

171 1. Overtime/Compensatory Time - (Clerical Salary Grades 10C – 13C) All non-administrative non-exempt 
personnel in salary grades 10C through 13C will be paid at the rate of one and one-half their regular rate of 
pay for any work performed beyond 40 hours in a given week.  Personnel whose normal workweek is 37 1/2 
hours may be paid their regular rate of pay up to 40 hours of work performed.  Compensatory time may be 
granted in lieu of overtime. 

172 2. Salary Increase for Administrator/Professional Technical/Clerical – For the 2005-2006 school year, the 
specific PCSB salary increases are included on the salary schedule.  The raises included a 5.3% upward 
adjustment to the Salary Structure and a 6.5% raise for all individuals within each salary grade. 

173 3. Short Contract - If an employee (less than 12-month employee) works less than the full contract, their 
salary will be pro-rated. 

174 4. Temporary employees  - Performing special assignments of a professional nature may be compensated at a 
rate not to exceed $15.80 per hour unless approved by the Board. 

EMPLOYMENT GUIDELINES

175 1. Educational Reimbursement  - (Clerical Salary Grades 10C – 13C)  
Employees may upgrade their job skills by taking related course work at Traviss and Ridge Career Centers 
and accredited colleges and accredited universities.  Employees shall be reimbursed for the cost of the course 
and related required books and materials.  Specific guidelines are as follows: 

176 A.
B.
C.

D.

 Prior written approval must be given by Human Resource Services. 
Courses taken at colleges must be a minimum of 3 semester hours. 
Courses taken at technical centers must be equivalent to one semester and must be in attendance a 
minimum of 108 hours. 
Receipts must be submitted with proof of successful course completion. 

177  This provision is placed in the salary schedule for personnel to upgrade skills in their job.  It is not intended 
to pay for courses leading to a degree (except for those courses that are directly related to their current job 
and approved by their immediate supervisor) or for advanced work for personnel already holding a four-year 
degree

178 2. Probation - All new employees will have a probationary period of 60 workdays. 

179 3. Transfers - An employee being transferred to a lower paying position will retain the higher salary for the 
remainder of the fiscal year. 

180 4. Work Schedule - The Superintendent may adjust the work week of personnel from 37 1/2 hours to 40 hours 
when the work load demands.  Proper adjustments in pay will be made effective the date of change. 

Business Services, Facilities and Support Services Compensation Plan

181 1. Coordinator-Project Managers, Manager-In House Construction, Specialist-Service, Specialist-Vehicle 
Services, Building Inspectors, Foreman - Central Warehouse, and Senior Technician - Textbook Warehouse 
shall be considered for a Level Promotion at any time after completing the required years of service as 
specified below, if the employee has demonstrated skill, ability, reliability and initiative. 

182 2. Employees not recommended for upgrades will receive a development plan from their supervisor to meet the 
requirements for the Level Promotion.  If an employee’s performance should decline, the employee shall be 
given a development plan, which specifies the changes needed in order to maintain the job level and pay.  
Should those requirements not be met, the employee will be reduced to the previous level and the pay would 
be adjusted accordingly. 
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183 3. The beginning salary for newly hired or promoted employees in these classifications will be determined 
based on the provisions of the Salary Structure Guide for other newly hired or promoted employees.  

In any year in which employees do not receive pay increases due to budgetary considerations, employees 
covered by this plan will not receive the promotions or the increases until the beginning of a following year 
in which there are funds for general pay raises for employees.

184 4. Criteria for advancing Levels: 

185  A. The employee must have been employed in their current position at least 12 consecutive months 
before consideration will be given to move to the next level. 

186  B. The employee must receive a minimum of “at expectation” on all areas of the annual performance 
appraisal.  If the candidate receives any rating lower than “at expectation”, the employee will be 
retained at the current level for a minimum of 6 months.  The employee, at the discretion of the 
supervisor, may be reevaluated at the end of six months for a possible adjustment.  Any employee 
found to be deficient in any area of their annual performance appraisal will receive a “Personal Work 
Improvement Plan (PWIP)” to assist him/her in correcting the identified deficiencies.  The plan will at 
a minimum establish goals, objectives and strategies developed around the low performance area that 
will assist the employee in the improvement process.  Any employee found not to be “at expectation” 
after the completion of the PWIP would be lowered to the appropriate level. 

187  C. The employee must have successfully completed and documented a minimum of 12 hours of in-
service training in their area of expertise, in the previous 12 months.  Employees will identify and gain 
supervisory approval for specific in-service objectives at the beginning of the evaluation period.
In-service objectives should be approved by the supervisor as being appropriate for the area of 
responsibility.  (Completion of in-field special certifications will substitute for the in-service 
requirements.) 

188  D. The employee must maintain a valid local, state or nationally recognized certification for their primary 
trade or any trade for which they supervise.  Included certifications are (but not limited to):  Florida 
Department of Education, Certificate as a School Bus Inspector, ASE Certified Vehicle Technician, 
Master Certificate of Competence in a Construction or Maintenance Trade, State (Limited, Provisional 
or Standard) Inspector’s License, State or County minimum Building Contractor’s License, etc. 

189  E. The employee must have had no formal written disciplinary action taken against them in the previous 
12 months of employment. 

190 4. A Level Promotion is either a 5% raise or movement to the appropriate placement within the applicable 
salary grade and level, which ever is greater.  Level II is the First Quartile.  Level III is the Midpoint.

191 Certifications by Group
192 Professional Technical Employees 

193 Professional Technical employees, who successfully complete, become certified and maintain certification in the 
following will receive supplemental pay added to their base salary.   All certification must be pre-approved by the 
Assistant Superintendent of Information Systems and Technology.  This amount will be added as a supplement, 
effective when Human Resource Services receives documentation of completion.  Pay increases are figured on 
the annual salary. 

194 Database Administrators (DBA) 

195
�� MCSDBA – Microsoft Certified Database Administrator ($3,000) 

196 Programmers 

197
�� MCAD – Microsoft Certified Application Developer or equivalent ($2,000) 

198 Networking Staff 

199
�� MCP – Microsoft Certified Professional ($1,000) 

200
�� MCSA – Microsoft Certified Systems Administrator ($1,000) 

              
201

�� MCSE – Microsoft Certified Systems Engineer ($3,000) 
               (less $1,000 with MCP) 
               (less $l,000 with MCSA) 
               (less $2,000 with MCP & MCSA)
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202
�� CCNA – Cisco Certified Network Associate ($1,500) 

203
�� Linux+ Certification ($500) 

204 Networking staff will get paid for either MCSA or MCSE not both 

205 Telecommunication Specialist 

206
�� RCDD Registered Communications Distribution Designer ($1,500) 
�� RCDDWD – RCDD/Wireless Design Specialist ($1,500) 

207 Web Design 

208
�� Certified Internet Webmaster  ($1,500) 

209 Help Desk / Trainer / Computer Operators 

210
�� Microsoft MOUS (Office User Specialist) ($1,000) 

211 Human Resource Services Certifications 

212 Administrative and Professional Technical employees who successfully complete, become certified and maintain 
certification in the following will receive supplemental pay added to their base salary.  All certification must be 
pre-approved by the Assistant Superintendent of Human Resource Services.  This amount will be added to their 
salary as a supplement, effective when Human Resource Services receives documentation of completion.  Pay 
increases are calculated on the annual salary. 

213 Administrative & Professional/Technical Employees Certification  
214

�� PHR - Professional in Human Resources ($2,000) 
215

�� SPHR - Senior Professional in Human Resources ($3,000) 

216 Employees are required to provide documentation that their PHR certification or SPHR certification remains 
current or that they are meeting the three (3) year renewal requirements as established by the Human Resource 
Certification Institute. 
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CLERICAL AND PROFESSIONAL TECHNICAL CLASSIFICATIONS/TITLES 
(Not Covered by a Collective Bargaining Unit) 

217 It will be noted for all positions in salary grade 10 – 17 whether the position is exempt or non-exempt as 
determined by the consulting agency using the most recent Wage and Hour Law.   If exempt they will not be 
eligible for overtime or compensatory time except in extenuating circumstances with prior approval of the 
Superintendent.  Such approved overtime or compensatory time shall be straight time. 

218 Requests for position upgrades, new position, or additional positions will be brought to the Board for approval as 
a part of the budget process. 

219 This list of positions is not exhaustive and may change from time to time. 
220 (NE) (C) 

(E) (C) 
(NE) (PT) 
(E) (PT) 

Non-Exempt Clerical 
Exempt Clerical 
Non-Exempt Professional Technical 
Exempt Professional Technical 

221 SALARY GRADE 10 ASSISTANT TECHNICIAN 
222 Program Assistance (NE) (C) 
223 Technical Career Bookkeeper (NE) (C) 

224 SALARY GRADE 10 ASSISTANT TECHNICIAN – SCHOOL 
225 College and Career Resource Facilitator AA or 60 hours 11 months 7.75 hours) Delimited (NE) (C) 
226 Florida First Start Family Technical Assistant (NE) (C) 

227 SALARY GRADE 10 SECRETARY 
228 Office (NE) (C) 

229 SALARY GRADE 11 ASSISTANT SUPERVISOR 
230 Area Custodial (NE) (C) 
231 Grounds (NE) (C) 

232 SALARY GRADE 11 ASSOCIATE TECHNICIAN 
233 Migrant Support Services (NE) (C) 
234 Routing (NE) (C) 

235 SALARY GRADE 11 ASSOCIATE TECHNICIAN – IT 
236 Data (NE) (C) 

237 SALARY GRADE 12 SECRETARY 
238 Administrative Assistant (NE) (C) (Board Approved with Salary Handbook)  
239 Executive (NE) (C) 

240 SALARY GRADE 12 TECHNICIAN 
241 Architectural Drafting (NE) (PT) 
242 Architectural Support (NE) (PT) (Board Approved 6/14/05) 
243 Construction Accounting (NE) (PT) 
244 Farmworker Program Assistance (NE) (C) 
245 Maintenance Accounting (NE) (C) (Board Approved 6/14/05)  
246 Orientation (NE) (C) 
247 Purchasing (NE) (C) 
248 Purchasing Systems  (NE) (C) 
249 Quality Control  (NE) (C) (Board Approved 6/14/05) 
250 Testing Warehouse (NE) (C)  

251 SALARY GRADE 12 TECHNICIAN – IT 
252 Automated Data (NE) (PT) 
253 Department of Juvenile Justice Support (NE) (PT) 
254 Information (NE) (C) 
255 Vocational/Adult Application Support (NE) (PT) 
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256 SALARY GRADE 12 TECHNICAL - SAFETY 
257 Safety, Sanitation/Safety Inspector (NE) (PT) 

258 SALARY GRADE 13 BUILDING INSPECTOR 
259 Building Inspector (NE) (PT) 

260 SALARY GRADE 13 CERTIFIED OCCUPATIONAL THERAPIST ASSISTANT 
261 Certified Occupational Therapist Assistant (NE) (PT) 

262 SALARY GRADE 13 FOREMAN 
263 Central Warehouse (NE) (PT) 

264 SALARY GRADE 13P PHYSICAL THERAPIST ASSISTANT 
265 Physical Therapist Assistant (NE) (PT) 

266 SALARY GRADE 13 SENIOR TECHNICIAN 
267 Budgetary Accountant (E) (PT) 
268 Budgetary Accountant – ESE (E) (PT) 
269 Buyer (E) (PT) 
270 College and Career Resource (BA Degree) 11 months, 7.75 hours (E) (PT) 
271 Drafting (NE) (PT) 
272 HRD Training and Automation (E) (PT) 
273 Library Automation Technical (E) (PT) 
274 Personnel (E) (PT) 
275 Program Assistance – Title I (E) (PT) 
276 Risk Management (E) (PT) 
277 Take Stock in Children Program (E) (PT) 
278 Take Stock in Children Student Advocate (E) (PT) 
279 Textbook Warehouse (E) (PT) 
280 Warehousing and Distribution (E) (PT) 

281 SALARY GRADE 13 SENIOR TECHNICIAN – IT 
282 Computer Operator (NE) (C) 
283 Information Technology Help Desk/Trainer (NE) (C) 

284 SALARY GRADE 14 LEGAL ASSISTANT/PARALEGAL 
285 Legal Assistant/Paralegal (E) (PT) 

286 SALARY GRADE 14 REGISTERED NURSE 
287 Prevention Educator Technician (E) (PT) 

288 SALARY GRADE 14 SENIOR STAFF ASSISTANT 
289 School Board (E) (PT) 
290 Superintendent (E) (PT) 

291 SALARY GRADE 14 SPECIALIST 
292 Area (E) (PT) 
293 Business and Industry Services (E) (PT) 
294 Business and Inventory Control (E) (PT) 
295 Certification (E) (PT) 
296 Communications (E) (PT) 
297 Construction Accounting (E) (PT) 
298 Employee Relations (E) (PT) 
299 Facilities Planning (E) (PT) 
300 Farmworker Employee (E) (PT) 
301 Intervention Training & Support – ITSS (E) (PT) 
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302 Maintenance Materials (E) (PT) 
303 Maintenance Planning (E) (PT) 
304 Media Production (E) (PT) 
305 Office of School Choice (E) (PT) 
306 Payroll Accounting (E) (PT) 
307 Records Management (E) (PT) 
308 Safety (E) (PT) 
309 Service (E) (PT) 
310 Student Assignment (E) (PT) 
311 Student Assignment – Title I (E) (PT) 
312 Training and Safety (E) (PT) 
313 Vehicle Services (E) (PT) 
314 Videographer – Editor – Title I (E) (PT) 
315 Waste Management/Transportation (E) (PT) 

316 SALARY GRADE 14 SPECIALIST – HEALTH 
317 Comprehensive Health (Board Approved 8/10/04) (E) (PT) 
318 Health Services (E) (PT) 
319 Safe and Drug Free Schools Intervention (E) (PT) 

320 SALARY GRADE 14 SPECIALIST – IT 
321 Automation (E) (PT) 
322 Computer Operator Lead (E) (PT) 
323 FTE Projections (E) (PT) 
324 MIS Systems (E) (PT) 
325 Systems (E) (PT) 
326 Technical Support – Wiring (E) (PT) 

327 SALARY GRADE 15 ANALYST 
328 Accounting (E) (PT) 
329 Budget (E) (PT) 
330 Career & Technical Education Marketing (E) (PT) 
331 Grants and E-Rate (E) (PT) 
332 Instructional Television (E) (PT) 
333 Internal Auditor – School Board (E) (PT) 
334 Personnel  (E) (PT) (Board Approved 8/23/05) 
335 Personnel Investigations (E) (PT) 
336 Prevention (Professional) (E) (PT) 
337 Preventive Health & Exercise (E) (PT) 
338 Preventive Health Promotion and Evaluation (E) (PT) 
339 Property Management (E) (PT) 
340 Public Relations and Marketing (E) (PT) 
341 Retirement (E) (PT) 
342 Technical Support Facilitator (E) (PT) 

343 SALARY GRADE 15 ANALYST – IT 
344 Electronic Records (E) (PT) 
345 Internet/E-Mail (E) (PT) 
346 Network (E) (PT) 
347 Programmer (E) (PT) 
348 Senior Programmer (E) (PT)  
349 Senior Technical Support (E) (PT) 

350 SALARY GRADE 15 SUPERVISOR 
351 Architectural Services (E) (PT) 
352 Change Management Control (E) (PT) 
353 Custodial Services Training (E) (PT) 
354 Facilities Office and Budget  (E) (PT) 
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355 Foodservice (E) (PT) 
356 Operations (E) (PT) 
357 Property Accounting (E) (PT) 
358 Purchasing Agent (E) (PT) 
359 Technical Center Business (E) (PT) 

360 SALARY GRADE 16 COORDINATOR 
361 Academic Competitions (E) (PT) 
362 Budget (E) (PT) 
363 Food Services Program (E) (PT)  
364 Internet/E-Mail (E) (PT) 
365 Program Evaluation – Title I (E) (PT) 
366 Program – Title I (E) (PT) 
367 Project (E) (PT) 
368 Project Leader (E) (PT) 
369 Reading First Program (E) (PT) 
370 Senior Internal Auditor – School Board (E) (PT) 
371 Senior Network Project (E) (PT) 

372 SALARY GRADE 16 MANAGER 
373 Custodial Area (E) (PT) 
374 Farmworker Program (E) (PT) 
375 Grounds (E) (PT) (Board Approved 6/27/05) 
376 In-House Construction (E) (PT) 
377 Juvenile Court Liaison (E) (PT) 
378 Printing Services (E) (PT) 
379 Purchasing Services (E) (PT) 
380 Safe and Drug Free Schools (E) (PT) 
381 Supplier Diversity  (E) (PT) (Board Approved 8/23/05) 
382 Wellness (E) (PT) 

383 SALARY GRADE 16 SENIOR ANALYST 
384 Accountant (E) (PT) 
385 Controller (E) (PT) 

386 SALARY GRADE 16 SENIOR ANALYST – IT 
387 Business (E) (PT) 
388 Database (E) (PT) 
389 Systems (E) (PT) 
390 Systems Programmer (E) (PT) 
391 Wide Area Network Engineer (E) (PT) 

392 SALARY GRADE 17 OCCUPATIONAL THERAPIST 
393 Occupational Therapist (E) (PT) 

394 SALARY GRADE 17 PHYSICAL THERAPIST 
395 Physical Therapist (E) (PT) 

396 SALARY GRADE 17 SENIOR COORDINATOR 
397 Accountability (E) (PT) 
398 Alternative Education  (E) (PT) (Board Approved 8/24/04) 
399 Architectural Design (E) (PT) 
400 Assessment (E) (PT) 
401 Child Care Services (E) (PT) 
402 Community Involvement (E) (PT) 
403 Construction Services (E) (PT) 
404 Demographic and Statistical Planning (E) (PT) 
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405 Evaluation and Research (E) (PT) 
406 FDLRS (E) (PT) 
407 Fine Arts (E) (PT) (Board Approved 7/26/05) 
408 Human Resource Support and Evaluation (E) (PT) 
409 Human Resource Training (E) (PT) 
410 Media Services (E) (PT) 
411 Office of School Choice (E) (PT) 
412 Online Staff Development and Training (E) (PT) 
413 Athletics, Physical Education and Driver’s Education (E) (PT) (Board Approved 7/26/05) 
414 Position Control (E) (PT) 
415 Practical Nursing Education (E) (PT) 
416 Reading First (E) (PT) 
417 Secondary Reading (E) (PT) 
418 Staff Allocations and Compensation (E) (PT) 
419 Sunshine State Standards – Elementary (E) (PT)  
420 Sunshine State Standards – Secondary (E) (PT) 
421 System Network (E) (PT) 
422 Teacher Certification/Substitute Teacher (E) (PT) 
423 Teacher Training Programs (E) (PT) 
424 Testing and Data Analyst (E) (PT) 
425 Twenty First Century Program (E) (PT) 

426 SALARY GRADE 17 SENIOR MANAGER 
427 Application Program (E) (PT) 
428 Auxiliary Accounting (E) (PT) 
429 Custodial Services (E) (PT) 
430 Electronic Equipment Repair Services (E) (PT) 
431 Environmental and Safety (E) (PT) 
432 ESE – Area (E) (PT) 
433 Financial Accounting (E) (PT) 
434 Internal Audit (E) (PT) 
435 No Child Left Behind (NCLB) Personnel Compliance (E) (PT) 
436 Prevention, Health and Wellness (E) (PT) 
437 Psychological Services (E) (PT) 
438 Pupil Accounting and Records (E) (PT) 
439 SAP/Network (E) (PT) 
440 School Technology Services (E) (PT) 
441 Warehousing and Distribution (E) (PT) 
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442 PCSB
443 SALARY RANGES
444 2005 – 2006
445 (This salary schedule does not apply to collective bargaining positions) 

The School Board of Polk County 2005 – 2006 Ranges 
Recommended Salary Structure Salary Structure Adjustment 
Based on a 2080 hour work 
year 2004 – 2005 Ranges (5.3 % based on previous midpoint) 

Salary 
Grade Month 

Hours 

Point 
Totals Minimum 

85% 
Midpoint Midpoint Maximum Minimum 

85% 
Midpoint Midpoint Maximum 

 Raise 
Amount 

22 12 – 8  37 90760 96434 113451 136141 95,571 101,545 119,464 143,357 9,318 
21 12 – 8 36 84823 90124 106029 127235 89,319 94,901 111,648 133,979 8,709 
20 12 – 8 35 74090 78721 92613 111136 78,017 82,893 97,521 117,026 7,607 
19 12 – 8 34 64743 68789 80928 97114 68,174 72,434 85,217 102,261 6,647 
18 12 – 8 33 56520 60052 70649 84780 59,515 63,235 74,394 89,274 5,803 
17 12 – 8 32 49336 52419 61670 74003 51,951 55,198 64,938 77,926 5,065 
17* 11 – 8 32 45225 48051 56531 67837 47,622 50,598 59,527 71,432 4,643 
17* 10 – 8 32 41113 43683 51392 61670 43,292 45,998 54,115 64,938 4,221 
16 12 – 8 31 43104 45798 53881 64656 45,388 48,226 56,736 68,083 4,425 
16* 11 – 8 31 39511 41982 49390 59268 41,606 44,207 52,008 62,409 4,057 
16* 11 – 7.75 31 38277 40670 47847 57416 40,306 42,825 50,382 60,459 3,930 
15 12 – 8 29-30 37651 40004 47064 56477 39,646 42,124 49,558 59,470 3,866 
15* 11 – 8 29-30 34514 36671 43142 51770 36,343 38,614 45,429 54,514 3,543 
15* 10 – 8 29-30 31376 33337 39219 47064 33,039 35,103 41,298 49,558 3,221 
14 12 – 8 27-28 32890 34946 41113 49336 34,633 36,798 43,292 51,951 3,377 
14* 11 – 8 27-28 30150 32034 37687 45225 31,748 33,732 39,684 47,622 3,095 
14* 10 – 8 27-28 27408 29122 34261 41113 28,861 30,666 36,077 43,292 2,814 
13 12 – 8 25-26 28736 30532 35920 43104 30,259 32,151 37,824 45,388 2,950 
13* 11 – 8 25-27 26341 27987 32926 39511 27,737 29,471 34,672 41,606 2,704 
13* 11 – 7.75 25-27 25518 27113 31897 38277 26,871 28,550 33,588 40,305 2,620 
13* 10 – 8 25-26 23947 25444 29934 35920 25,216 26,792 31,520 37,824 2,459 
12 12 – 8 23-24 25101 26670 31376 37651 26,431 28,083 33,039 39,646 2,577 
12* 11 – 8 23-24 23009 24447 28761 34514 24,229 25,743 30,285 36,343 2,362 
12* 11 – 7.5 23-24 21571 22919 26964 32357 22,714 24,134 28,393 34,072 2,215 
12* 10 – 8 23-24 20917 22225 26147 31376 22,025 23,403 27,533 33,039 2,148 
11 12 – 8 21-22 21898 23266 27372 32847 23,059 24,500 28,823 34,588 2,248 
11* 12 – 7.5 21-22 20529 21813 25662 30794 21,617 22,969 27,022 32,426 2,108 
11* 11 – 8 21-22 20074 21328 25092 30110 21,137 22,459 26,422 31,706 2,061 
11* 11 – 7.5 21-22 18819 19995 23523 28229 19,816 21,054 24,770 29,725 1,932 
11* 10 – 8 21-22 18249 19389 22811 27372 19,216 20,417 24,020 28,823 1,873 
10 12 – 8 19-20 19128 20324 23911 28693 20,142 21,401 25,178 30,214 1,964 
10* 12 – 7.5 19-20 17933 19054 22416 26899 18,883 20,064 23,605 28,325 1,841 
10* 11 – 8 19-20 17534 18630 21918 26302 18,464 19,618 23,080 27,696 1,800 
10* 11 – 7.75 19-20 16986 18048 21233 25480 17,887 19,005 22,358 26,830 1,744 
10* 11 – 7.5 19-20 16439 17466 20549 24658 17,310 18,392 21,638 25,965 1,688 
9 12 – 8 17-18 16705 17749 20882 25058 17,591 18,690 21,988 26,386 1,715 
8 12 – 8 15-16 14628 15541 18284 21941 15,403 16,365 19,253 23,104 1,502 
8* 10 – 8 15-16 12190 12952 15237 18284 12,836 13,638 16,045 19,253 1,251 
8* 9 – 6.5 15-16 8914 9471 11142 13371 9,386 9,973 11,733 14,080 915 
7 12 – 8 13-14 12723 13518 15904 19085 13,398 14,235 16,747 20,097 1,306 
6 12 – 8 11-12 11847 11864 13957 16748 12,475 12,492 14,697 17,636 1,146 
Note:  *Indicated employees working less than 12 months and or less than 8 hour day     
12 months is 247 days  Salary Grade 18 Set Director $74,663  
11 months is 216 days  Salary Grade 19 Set Senior Director $92,075  
10 months is 196 days  Salary Grade 21 Set Assistant Superintendent $102,749  
9 months is 184 days  Salary Grade 22 Set Associate Superintendent $109,019  

446 Pay for Performance - (State Mandated) – The Pay for Performance Plan allows school administrators and 
instructional personnel to earn a five percent supplement in addition to their individual, negotiated salary.  
Individual, negotiated salary refers to base salary, not including stipends or other bonuses. 

447 For the 2005-2006 school year, $50,000.00 has been set aside for pay for performance for Administrators.  The 
details of the Polk County pay for Performance Plan can be found on www.polk-fl.net.
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TEACHER SALARY SCHEDULE 
(196 DAYS) 

The salaries and steps reflected on these salary schedules apply only to the 2005-2006 and 2006-2007 school years.  
Salary and salary steps are negotiated annually.  This reflects two years. 

2005 – 2006 School Year 

448 Step Level I Level II Level III A Level III B Level III C Level IV 
449 0 $32,000 $34,096 $34,121 $34,730 $34,786 $35,095 
450 1 $32,496 $34,592 $34,617 $35,226 $35,282 $35,591 
451 2 $33,048 $35,144 $35,169 $35,778 $35,834 $36,143 
452 3 $33,378 $35,474 $35,499 $36,108 $36,164 $36,473 
453 4 $33,712 $35,808 $35,833 $36,442 $36,498 $36,807 
454 5 $34,049 $36,145 $36,170 $36,779 $36,835 $37,144 
455 6 $34,389 $36,485 $36,510 $37,119 $37,175 $37,484 
456 7 $34,733 $36,829 $36,854 $37,463 $37,519 $37,828 
457 8 $35,080 $37,176 $37,201 $37,810 $37,866 $38,175 
458 9 $35,466 $37,562 $37,587 $38,196 $38,252 $38,561 
459 10 $36,087 $38,183 $38,208 $38,817 $38,873 $39,182 
460 11 $36,729 $38,825 $38,850 $39,459 $39,515 $39,824 
461 12 $37,386 $39,482 $39,507 $40,116 $40,172 $40,481 
462 13 $38,078 $40,174 $40,199 $40,808 $40,864 $41,173 
463 14 $38,782 $40,878 $40,903 $41,512 $41,568 $41,877 
464 15 $39,500 $41,596 $41,621 $42,230 $42,286 $42,595 
465 16 $40,262 $42,358 $42,383 $42,992 $43,048 $43,357 
466 17 $41,114 $43,210 $43,235 $43,844 $43,900 $44,209 
467 18 $41,908 $44,004 $44,029 $44,638 $44,694 $45,003 
468 19 $42,788 $44,884 $44,909 $45,518 $45,574 $45,883 
469 20 $43,687 $45,783 $45,808 $46,417 $46,473 $46,782 
470 21 $45,871 $47,967 $47,992 $48,601 $48,657 $48,966 
471 22 $48,761 $50,857 $50,882 $51,491 $51,547 $51,856 
472 23+ $50,300 $52,396 $52,421 $53,030 $53,086 $53,395 
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2006 – 2007 School Year 

473 Step Level I Level II Level III A Level III B Level III C Level IV 
474 0 $33,283 $35,442 $35,467 $36,094 $36,153 $36,471 
475 1 $33,799 $35,958 $35,983 $36,610 $36,669 $36,987 
476 2 $34,374 $36,533 $36,558 $37,185 $37,244 $37,562 
477 3 $34,786 $36,945 $36,970 $37,597 $37,656 $37,974 
478 4 $35,203 $37,362 $37,387 $38,014 $38,073 $38,391 
479 5 $35,625 $37,784 $37,809 $38,436 $38,495 $38,813 
480 6 $36,088 $38,247 $38,272 $38,899 $38,958 $39,276 
481 7 $36,647 $38,806 $38,831 $39,458 $39,517 $39,835 
482 8 $37,233 $39,392 $39,417 $40,044 $40,103 $40,421 
483 9 $37,847 $40,006 $40,031 $40,658 $40,717 $41,035 
484 10 $38,490 $40,649 $40,674 $41,301 $41,360 $41,678 
485 11 $39,164 $41,323 $41,348 $41,975 $42,034 $42,352 
486 12 $39,889 $42,048 $42,073 $42,700 $42,759 $43,077 
487 13 $40,647 $42,806 $42,831 $43,458 $43,517 $43,835 
488 14 $41,444 $43,603 $43,628 $44,255 $44,314 $44,632 
489 15 $42,256 $44,415 $44,440 $45,067 $45,126 $45,444 
490 16 $43,084 $45,243 $45,268 $45,895 $45,954 $46,272 
491 17 $43,928 $46,087 $46,112 $46,739 $46,798 $47,116 
492 18 $44,789 $46,948 $46,973 $47,600 $47,659 $47,977 
493 19 $45,667 $47,826 $47,851 $48,478 $48,537 $48,855 
494 20 $46,603 $48,762 $48,787 $49,414 $49,473 $49,791 
495 21 $48,444 $50,603 $50,628 $51,255 $51,314 $51,632 
496 22 $51,181 $53,340 $53,365 $53,992 $54,051 $54,369 
497 23+ $52,327 $54,486 $54,511 $55,138 $55,197 $55,515 

498 Salary Increase – For the 2005-2006 and 2006-2007 school year, teacher collective bargaining agreement 
employees received a two-year contract. 

499 Short Contract – If an employee (less than 12 month employee) works less than the full contract, their salary 
will be pro-rated. 

500 Level – Level I includes annual salary with Bachelor’s degree.  Level II to IV includes annual salary with 
advanced degree supplements. 

501 Probation – All newly hired instructional personnel shall have a probationary period of ninety-seven (97) 
workdays.  Refer to State Guidelines (Florida Statute) for deadline and required documentation. 

502 Pay for Performance - (State Mandated) – The Pay for Performance Plan allows school administrators and 
instructional personnel to earn a five percent supplement in addition to their individual, negotiated salary.  
Individual, negotiated salary refers to base salary, not including stipends or other bonuses. 

503 For the 2005-2006 school year, $500,000.00 has been set aside.  The details of the Polk County Pay for 
Performance Plan can be found on www.polk-fl.net. 

SUPPLEMENTS APPLY ONLY TO EMPLOYEES COVERED IN THE TEACHER  
COLLECTIVE BARGAINING AGREEMENT

ADVANCED DEGREE SUPPLEMENTS

SCHOOL YEAR 2005-2006

504 Level II/Master’s Degree:  All Master's Degrees (Above a Level I Bachelor's Degree) - $2,096. 

505 Level III/Specialist:  (Above a Level I Bachelor's Degree) 
506 A. Master's Degree (in Administration)+ Specialist/IA/I (in Administration) - $2,121. 
507 B. Master's Degree (in field of certification) + Specialist/IA/I (in Administration) - $2,730. 
508 C. Master's Degree (in field of certification) + Specialist IA/I (in field of certification) - $2,786.
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509 Level IV/Doctorate Degree: All Doctorate Degrees (Above a Level I Bachelor’s Degree) $3,095. 

510 Advanced Degree:  Advanced degree status must be met by October 1st to be paid for the first semester and by 
February 1st to be paid for the second semester. 

511 Secondary Guidance Counselors:  Secondary Guidance Counselors shall receive 1/196 additional salary for 
up to 20 days based on the 196-day teacher salary schedule. 

SCHOOL YEAR 2006-2007

512 Level II/Master’s Degree:  All Master's Degrees (Above a Level I Bachelor's Degree) - $2,159. 

513 Level III/Specialist:  (Above a Level I Bachelor's Degree) 
514 A. Master's Degree (in Administration)+ Specialist/IA/I (in Administration)-$2,184. 
515 B. Master's Degree (in field of certification) + Specialist/IA/I (in Administration) - $2,811. 
516 C. Master's Degree (in field of certification) + Specialist IA/I (in field of certification)- $2,870. 

517 Level IV/Doctorate Degree: All Doctorate Degrees (Above a Level I Bachelor’s Degree) $3188. 

518 Advanced Degree:  Advanced degree status must be met by October 1st to be paid for the first semester and by 
February 1st to be paid for the second semester. 

519 Secondary Guidance Counselors:  Secondary Guidance Counselors shall receive 1/196 additional salary for 
up to 20 days based on the 196-day teacher salary schedule. 

PSYCHOLOGIST SALARY SCHEDULE
(216 Days) 

520 2005 – 2006 School Year 2006 – 2007 School Year 
521  Years Experience Level II Level II 
522  As Psychologist MA plus Intern or MA plus Intern or 
523   Previous Experience Previous Experience 
524  0 $42,079 $44,797 
525  1 $42,787 $45,540 
526  2 $43,511 $46,339 
527  3 $44,273 $47,174 
528  4 $45,049 $48,052 
529  5 $45,841 $48,947 
530  6 $46,680 $49,860 
531  7 $47,619 $50,790 
532  8 $48,494 $51,739 
533  9 $49,464 $52,706 
534  10 $50,455 $53,738 
535  11 $52,862 $55,767 
536  12 $56,047 $58,783 
537  13 $57,743 $60,046 
538

Step 0 is based on Step 10, Teacher Salary Schedule.  Master’s degree is included in salary schedule. 

Speech/Language Pathologist Supplement

539 2005 – 2006 2006 - 2007 
540 BA  $1,030  $1,045 
541 MA $258 $262 
542 MA w/CCC (Certified Clinical Competency) $5,150 $5,227 
543 Speech/Language Pathologists with a Certificate of Clinical Competency are given a supplement from IDEA 

funds.  If  IDEA  funds are not available for this purpose, the Polk County School Board will make up the 
difference up to $1,000.00 maximum. 
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Pay for Polk Virtual School Teachers

544 Pay:  per semester (1/2 credit) 2005 – 2006 2006 - 2007 
545 Bachelor’s degree 7 hours for each student $17.56 $18.09 
546 Master’s degree 7 hours for each student $18.85 $19.42 
547 Specialist/Doctor’s degree 7 hours for each student $20.39 $21.00 
548 This means that a teacher with a bachelor’s degree with twenty students would earn $2,458.40 for the 

semester:
549 ($17.56 x 20 students x 7 hours = $2,458.40)
550 Teachers would be paid $75.00 if a student withdraws from the class.  Withdrawal should take place within 

the first three weeks of the class.  Withdrawal after that date may be done only with permission of the 
administration of the Polk Virtual School, however, teachers will be paid the full amount outlined above.

SUPPLEMENTS APPLY ONLY TO EMPLOYEES COVERED IN THE TEACHER COLLECTIVE 
BARGAINING AGREEMENT 

SUPPLEMENTAL SALARY SCHEDULE

551 All supplements are payment for duties performed beyond the regular workday, except in the case of In-School 
Suspension Monitors and longevity. In-school suspension teacher/monitor $1,740 for 2005-2006.  For the 
2006-2007 school year $1,766.

552 In the Senior High no one will be paid more than two supplements except by special permission of the 
Superintendent.

553 No person shall be assigned to two (2) or more coaching positions that would require their service during the 
same time period except when someone is assigned to coach both boys and girls golf or cross country.

554 Any athletic activity that does not meet the required number of games/matches or participants, the supplement 
will be adjusted by the District Senior Coordinator-Physical Education of Athletics. 

ATHLETIC COACHING SUPPLEMENT

555 2005 - 2006 2006 - 2007 
556 Athletic Director (All Class) 3,090 4,100 
557 Business Manager 1,740 1,766 

HEAD COACHES

558 2005 – 2006 2006 - 2007 
559 Head Football 85/15 Payment 3,915 3,974 
560 Head Basketball (Boys/Girls) 2,025 2,055 
561 Head Baseball 2,390 2,426 
562 Head Softball 2,390 2,426 
563 Head Track (Boys/Girls) 2,025 2,055 
564 Head Volleyball 2,025 2,055 
565 Head Soccer (Boys/Girls) 2,025 2,055 
566 Head Wrestling 2,025 2,055 
567 Head Swimming (Boys/Girls) 1,550 1,573 
568 Head Cheerleading – Fall 1,260 1,279 
569 Head Cheerleading – Winter 1,260 1,279 
570 Head Golf (Boys/Girls) 1,260 1,279 
571 Head Tennis (Boys/Girls) 1,260 1,279 
572 Head Cross Country (Boys/Girls) 1,260 1,279 
573 Head Weightlifting 1,260 1,279 
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ASSISTANT HEAD COACHES

574 2005 – 2006 2006 - 2007 
575 Head Assistant Football 85/15 (One per school) 2,525 2,563 

ASSISTANT COACHES

576 2005 – 2006 2006 - 2007 
577 Assistant Football 85/15  2,155 2,187 
578 Assistant Basketball (Boys/Girls) 1,625 1,649 
579 Assistant Track (Boys/Girls) 1,340 1,360 
580 Assistant Baseball 1,340 1,360 
581 Assistant Softball 1,340 1,360 
582 Assistant Volleyball 1,340 1,360 
583 Assistant Wrestling 1,240 1,259 
584 Assistant Cheerleading – Fall/Winter 715 726 
585 Assistant Soccer (Boys/Girls) 1,030 1,045 

JUNIOR VARSITY COACHES
586 2005 – 2006 2006 - 2007 
587 J.V. Basketball (Boys/Girls) 1,030 1,045 
588 J.V. Baseball 1,030 1,045 
589 J.V. Softball 1,030 1,045 
590 J.V. Soccer (Boys/Girls) 1,030 1,045 
591 J.V. Cheerleading – Fall/Winter 715 726 
592 J.V. Volleyball 1,030 1,045 
593 J.V. Wrestling 1,030 1,045 

OTHER ATHLETIC SUPPLEMENTS
594 2005 – 2006 2006 - 2007 
595 First Responder/Certified Trainer 1,365 1,385 
596 Weight Training 1,470 1,492 
597 Intramurals (No Sports) 955 969 
598 Gym Coordinator 575 584 
599 Bowling 1,260 1,279 

600 1. Athletic Director/Business Manager - In order for a school to have an Athletic Director, the school 
must field a minimum of four (4) sports teams each sports season. The Athletic Director may not receive 
an additional supplement for being head football coach.  A person who assumes both the position of 
Athletic Director and Business Manager may not coach a sport in any capacity. 

601 2. Assistant Football Coaches - All schools shall receive seven (7) assistant football coaches. (Includes 
Head Assistant Coach). 

602 3. Fall Varsity Head Coaches - All fall varsity head coaches, authorized assistant coaches, band directors 
and authorized associate/assistant band directors reporting for duty or the first authorized practice shall 
receive $50.00 (effective 7/1/06 $51.00) per day provided students are in attendance, for pre-school duty 
to be included with their supplement payment.  This is defined as being before the first day of pre-
planning as established in the school calendar. 

603 4. Orchestra Director - Directors of both middle and senior high school programs to receive senior high 
supplement plus $215.00 (effective 7/1/06 $218.00) for middle school because of the two being 
concurrent. Director of two high school programs to receive current high school supplement plus $435.00 
(effective 7/1/06 $442.00). 

604 5. Choral Director - Choral directors serving both middle and senior high schools and completing the 
responsibilities for performance-oriented activities should receive the senior high supplement plus 
$215.00 (effective 7/1/06 $218.00) since they are concurrent. Choral directors serving two high school 
programs should receive the high school supplement plus $435.00 (effective 7/1/06 $442.00). 
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SENIOR HIGH SCHOOL SUPPLEMENTS
605 2005 – 2006 2006 - 2007 
606 Deans 1,740 1,766 
607 Band Directors – Marching (Paragraph 4) 2,570 2,609 
608 Band Directors – Concert 1,355 1,375 
609 Band Directors – Non-Marching – Harrison Arts 2,025 2,055 
610 Associate Band Director – Marching 1,340 1,360 
611 Associate Band Director – Concert 670 680 
612 Assistant Band Director – Marching 1,210 1,228 
613 Assistant Band Director – Concert 605 614 
614 Orchestra Director (Paragraph 4) 2,285 2,319 
615 Girls Drill Team Sponsor (3) Fall 580 589 
616 Girls Drill Team Sponsor (3) Winter 580 589 
617 Yearbook Sponsor 580 589 
618 Newspaper Sponsor 395 401 
619 Drama Director (One act play, requires playbill 1 per year) 395 401 
620 Drama Director (Main stage production or full musical production requires 

Playbill, 1 per year) 
1,110 1,127 

621 Class Coordinator (11-12 grade) 395 401 
622 Choral Directors (Paragraph 5)  1,485 1,507 
623 Student Council Sponsors 760 771 
624 Academic “A” Team Coach (1 per school) 1,500 1,523 
625 J.V. Academic “A” Team coach (1 allocation per school) 1,000 1,015 
626 National Honor Society 1,000 1,015 
627 Community Service Coordinator 565 573 
628 Chairperson – Grade 9 thru 12 and Vocational 

Schools (include 4 full time units including,  
Chairperson Subjects Math, Science, Social Studies, Guidance Counselors, 
English, and ESE) 

1,000 1,015 

629 Scholastic Chess Team Coach 500 508 

OTHER SENIOR HIGH SCHOOL SUPPLEMENTS
630 2005 – 2006 2006 - 2007 
631 District Wide Student Council Sponsor 760 771 
632 Regional Science & Engineering Fair Coordinator 

(B.S. Degree – Maximum of 120 hours) 
2,050 2,081 

633 Regional Science & Engineering Fair Assistant Coordinator 
(Maximum of 50 hours) 

850 863 

634 Regional Science & Engineering Fair Assistant Coordinator 
(Maximum of 40 hours) 

680 690 

635 School Coordinator for District Science Fair 500 508 
636 Head Teacher (away from campus – Alt. Ed, etc) 645 655 
637 School-Wide Shows  155 
638 ESE Learning Center Special Olympics Coach 
639 2005-2006 2005-2006 2006-2007 2006-2007 
640   Fall Spring Fall Spring 
641 Participants 1 – 10 $110 $110 $112 $112 
642  11 – 20 $160 $160 $162 $162 
643  21 – or more $210 $210 $213 $213 

644 2005 – 2006 2006 - 2007 
645 Peer Teacher 850 863 
646 Televised Instruction Facilitator 850 863 
647 Federal and District Wide Specialist 755 766 
648 Safe & Drug Free Schools Contact Person 260 264 
649 Science Labs 500 508 
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MIDDLE SCHOOL SUPPLEMENTS
650 2005 – 2006 2006 - 2007 
651 Middle School Team Leader 750 761 
652 Band Director (through Grade 8) 1,525 1,548 
653 (Paragraph 5) Choral Director 795 807 
654 (Paragraph 4) Orchestra Director 955 969 
655 Yearbook Sponsor 395 401 
656 Academic “E” Team Coach (1 supplement per grade/per School for 

Grades 6 through 8) 
750 761 

657 Middle School Honor Society (Grades 6 through 8) 750 761 
658 Drama (One act play, requires playbill, one per year) 170 173 
659 Drama (Main stage production or full musical production, requires playbill) 565 573 
660 Math Count (Grades 6, 7, or 8) 750 761 
661 Middle School Intramural Coordinator 955 969 
662 School Coordinator for District Science Fair 500 508 
663 Scholastic Chess Team Coach 500 508 
664 School-Wide Shows  155 

ELEMENTARY SCHOOL SUPPLEMENT
665 2005 – 2006 2006 - 2007 
666 Elementary Grade Level Chairperson 0 Grades PreK – 5 

(grade 6 if Elementary) in elementary schools with 4 or more 
full time units including chairperson), include ESE, (Support Personnel) 

750 761 

667 Academic “E” Team Coach (1 supplement per grade/ per school for  
grades 5 and 6 if Elementary) 

750 761 

668 School Coordinator for District Science Fair 500 508 
669 Scholastic Chess Team Coach 500 508 
670 School-Wide Shows  155 

HARRISON SCHOOL OF THE ARTS
671 2005 – 2006 2006 - 2007 
672 Theatre – Producer/Coordinator 2,225 2,258 
673 Theatre – Acting Coach 2,225 2,258 
674 Theatre – Technical Theatre Coach 2,225 2,258 
675 Faculty Chairperson 370 376 
676 Musical Theatre Teacher, Fall 395 401 
677 Musical Theatre Teacher, Spring 395 401 
678 Dance Coach (2) 2,225 2,258 
679 Chamber Music Coordinator/Staff Accompanist 1,165 1,182 
680 Art Gallery Coordinator 1,165 1,182 

FINE ARTS SCHOOL SUPPLEMENT (K-8 FINE ARTS SCHOOLS

681 As grades 6, 7, and 8 are added to Fine Arts School, supplements will be paid in a proportionate manner.
682 2005 – 2006 2006 - 2007 
683 Band Director 1,525 1,548 
684 Choral Director 955 969 
685 Strings/Orchestra Director 955 969 
686 Dance Instructors Coach (2) 795 807 
687 Staff Accompanist/Music Coordinator 795 807 
688 Theatre Coach – Acting (Main stage production of full musical 

production, one per year, requires playbill) 
795 807 

689 Theatre Coach – Technical (Main stage production of full musical 
production, one per year, requires playbill) 

795 807 

690 Theatre Coach (2) One time, one act play, requires playbill 170 173 
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VOCATIONAL TEACHER SUPPLEMENTS
691 2005 – 2006 2006 - 2007 
692 Land Laboratory and FFA 3,095 3,141 
693 Family & Consumer Sciences (FCCLA) 1,160 1,177 
694 Vocational Club (CECF, DECA, FBLA, FFEA, HOSA, TSA, VICA) 1,160 1,177 
695 National Vocational-Technical Honor Society/ 

National Adult Education Honor Society 
1,000 1,015 

696

Supplements will be paid only after all services relative to the supplement are completed.  In instances where a 
checklist is required, supplements will be paid only after satisfactory completion of the checklist items. 

TEACHER SALARY CREDIT FOR PAST EXPERIENCE
697 1. Salary credit for past experience is allowed under the following conditions: 

Teachers hired for the first time under contract in Polk County will be given all creditable years of teaching 
in all public schools and placed on the appropriate step of the salary schedule.  

Out-of-county experience - Out-of-county experience must be verified within 90 days of the date of hire.  
No experience is given for teaching prior to earning a four (4) year degree.   Any teaching experience that is 
claimed must be verified in writing and this verification of experience is the responsibility of the teacher.  
Forms for verification are available in the Human Resource Services Division and on the Polk County 
Website: www.polk-fl.net.  Experience not claimed during the time frame outlined above will not be given 
credit for salary purposes unless extenuating circumstances are shown and if granted will not be retroactive.

In-county teaching experience - Full credit on the salary schedule will be given for all in-county teaching 
experience that meets the criteria for one year of experience.  One year of experience on the salary schedule 
will be allowed when a Polk County teacher works one half the days in Polk County of a full teacher 
contract.  Teachers who work in the Polk County system shall be given credit for a year of  experience 
credit after having completed an equivalent of 99 full days.  (This provision is to provide experience credit 
for teachers working .5 or above but less than full-time in Polk County.)  Separate years of partial 
experience cannot be combined to form a full year of experience.  Teachers who were previously classroom 
paraeducators in Polk County will be given one (1) year credit on the teacher salary schedule for each two 
(2) years of credit service as a classroom paraeducator.

698  A. College Teaching - Full credit is allowed for full-time instructional experience or related experience 
under contract in a college or university accredited by one of the Regional Accrediting Agencies and 
50% credit is allowed for full-time teaching under contract in a non-accredited college or university, 
which is listed in the Florida Teacher Certification Directory.  No credit is allowed for student 
teaching, practice teaching or graduate assistant teaching.  

699  B. Military Service - Credit will be allowed for time spent on active duty in military service up to four 
(4) years.  Half year will be rounded up effective with the 1999-2000 school year.  Years of service 
must be verified within 90 days of the date of hire provided the discharge was under honorable 
conditions.  A DD214 is required for verification of military service.  Up to one (1) year of service in 
the Peace Corps will be credited for salary purposes upon proper verification. 

700  C. Outside the United States Teaching - Credit for teaching outside the United States will be accepted if 
proper verification can be established that the teacher was in a regular established school that was 
accredited by a regional accrediting agency or in a school provided by or with the consent of our 
government for students of American citizens provided the experience was full-time under contract.   
(This guideline was effective with the 1985-86 school year and no retroactive pay will be given prior to 
this year.) 

701  D. Private School Teaching - Full credit is allowed for full-time instructional   experience under contract 
in an accredited private school operating a regular session with two or more teachers encompassing 
more than one grade level.  Accreditation must be by a State Department of Education or by one of the 
Regional Accreditation Agencies such as the Southern Association of Colleges or ACSI.  Licensing by 
a governmental body or accreditation by any other agency does not satisfy accreditation requirements.  
One-half credit is allowed for full-time experience under contract in a non-accredited licensed private 
school operating a regular session with two or more teachers encompassing more than one grade level.  
This credit including other allowable credit cannot exceed 15 years. 
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702  E. Retired Polk County Teachers who are rehired in an instructional position shall be placed on the 
appropriate step of the Teacher Salary Schedule with all of their years of experience credited when 
they retired.  This provision was effective July 1, 2000 and replaces the language in the Salary 
Handbook limiting experience credit for retired teachers to 15 years for salary purposes.  Current 
teachers who were rehired prior to July 1, 2000 shall have their salaries appropriately adjusted 
effective July 1, 2000 provided they had more than 15 years teaching experience when they were 
rehired. 

703  F. ROTC Instructors - Credit will be allowed for time spent on active duty in military service up to 
fifteen (15) years.  Half year will be rounded up effective with the 1998-1999 school year.  Years of 
service must be verified within ninety (90) days of the date of hire using a DD214 form, provided the 
instructor was discharged under honorable conditions.  Instructors choosing to go on the teacher salary 
schedule who do not have a Bachelor's degree shall have six (6) years of verified service deducted, 
with the remaining years service applied to the maximum allowable fifteen  (15) years credit. 

704  G. Paraeducator Experience – Paraeducators transferring to the teacher salary schedule grid are placed 
on a two for one (full year) basis. 

705  H. Verification of Experience - Verification of experience must be secured by the teacher and payment 
for prior service will not be made until verification of experience is on file in the Human Resource 
Services Division.  In order to be paid for prior experience, the verification must be in the Human 
Resource Services Office within 90 days of the date of hire unless extenuating circumstances are 
shown.

TEACHER – EXTRA PERIOD
706 2. Secondary Extra

Periods
Extra periods for secondary schools may be used by a school to teach extra sections 
which are needed.  The value of the extra period will be a part of the allocated amount.  
An extra period may only be used for a teaching position.  The individual will receive an 
additional 1/6th of his/her pay.  An extra period may not be added for Network Manager 
Teachers, Guidance Counselors, LEA Support Facilitators, Deans, and Testing 
Coordinators or other like positions.  An extra period may only be used for a teacher 
who is teaching a full load of classes. 

707  Extra Periods Substitute teachers who are listed as D2s may not teach extra periods and therefore are 
ineligible to receive extra period pay. 

708  Elementary 
Extra Periods

At the request of the Superintendent, elementary school teachers that teach all the 
student contact time on a daily basis will be paid at the rate of $15.00 per day. Teachers 
will not be required to spend additional time beyond their regular duty day to receive the 
supplemental pay. 

709  ESE Teachers 
w/o Planning 
Period
Elementary 
Schools

In order to meet the diverse needs of exceptional education students, principals may find 
it necessary for some teachers to work the entire student contact day with no planning 
period.  When this is necessary, Principals must make every effort to adjust staff 
schedules to allow for planning periods.  If schedules cannot accommodate planning 
periods, Principals should request that the ESE Area Coordinator review the schedules.  
When schedules cannot be resolved, the Principals and the ESE Area Coordinator may 
appeal for a supplement using the District appeal process. If the appeal is granted the 
allocation blue sheets will be adjusted.  Once the blue sheets are adjusted accordingly, 
the Principal completes a Personnel Action Form indicating the supplemental pay. 

DISTRICT CERTIFICATION
710 3. Full-time career education teachers of industrial, marketing, family and consumer sciences, health science, 

and public service education shall be placed on the regular classroom teachers' salary schedule according to 
the type and/or rank of certificate held.  Credit for verified, qualified occupational experience above the 
minimum certification requirement (6 years of work experience or a Degree and 2 years of work 
experience) shall be granted at the rate of one year for each year worked in the field of certification (and/or 
field in which teaching assignment if made) at the journeyman or trained employee level not to exceed 
credit for 15 years.  Work experience credit as described above applies only to persons holding a career 
education certificate or to persons filling a position for which such certification is appropriate.  Exception to 
this policy will be dealt with on an individual basis.  A teacher may not receive credit for pay purposes for 
both military work experience and military experience. Teachers meeting certification requirements under 
any other plan or option shall be granted one year experience for salary purposes for each year above the six 
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years of verified, qualified, occupational experience not to exceed fifteen (15) years including military 
experience. 

Teachers of part-time classes will be paid on the adult school rate schedule of a minimum of  $17.56 per 
hour. 

$1,500.00 – RECRUITMENT RELOCATION BONUS
711 Bonus Requirements – In order to qualify for the relocation bonus, a new teacher must meet all of the following 

criteria in order given: 
712 1. Sign a Conditional Employment Agreement in order to fill a teaching vacancy. 
713 2. Relocate within the borders of Polk County, either from out-of-state or from another Florida county, to 

specifically fill a teaching vacancy.  Relocation must be made within the first semester of  employment 
and have Polk School Board Approval.  If the employee relocates from a Florida school district, such as 
Hillsborough, Hardee, Highlands, Indian River, Brevard, Orange, Lake and Pasco counties, the employee 
must have proof of relocation into Polk County.  Proof can be a copy of a utility bill, lease agreement, etc. 

*Note: Teacher will not qualify for the relocation bonus if Present and Permanent address on Employment 
Application shows residence in Polk County or plans to relocate to Polk County prior to signing a 
Conditional Employment Agreement, such as a spouse being transferred to Polk County, etc. 

714 3. Must be certified in the area of the teaching assignment at time of official hire date and School Board 
Approval.  Acceptable certification requirements include one of the following: 

715  a.  Valid Professional or Standard Teaching Certificate 
716  b.  Valid Florida Temporary Certificate 
717  c.  Status of Statement of Eligibility, which has not expired 
718  d.  Official Transcripts with Bachelor’s Degree that matches the teaching assignment 
719  e.  Application for certification, fee(s), Official Transcripts of Bachelor’s Degree and an Official Score 

Report reflecting a passing score on the Subject Area Examination in area of teaching assignment. 
720 4. Has not been previously employed, as a teacher, with the Polk County School District. 
721 5. Must work for three weeks before the hiring administrator can make the request. 

NATIONAL BOARD FOR PROFESSIONAL TEACHING STANDARDS CERTIFICATION
PER FLORIDA STATUTE 1012.72

722 1. An annual bonus equal to 10 percent of the prior fiscal year’s statewide average salary for classroom 
teachers is paid to teachers who earn certification through the National Board of Professional Teaching 
Standards (NBPTS). 

723 2. Additionally, a second such bonus is paid to teachers holding National Board Certification who, in addition 
to regular work responsibilities and hours, agree to provide and document the provision of the equivalent of 
12 workdays (93 hours) of mentoring and related services to public school teachers within the state who do 
not hold NBPTS certification, 

724 3. Additional information regarding the National Board Certification process may be found at www.nbpts.org. 

725 1. ADULT EDUCATION/PART TIME INDUSTRIAL TECHNICAL 
TEACHER SALARY SCHEDULE

726 Rank Hourly Rate 2005 – 2006 Hourly 2006 – 2007 
727   Doctor/Specialist $20.39 $21.00 
728   Master $18.85 $19.42 
729   Bachelor $17.56 $18.09 
730  Summer school teachers will be paid at an hourly rate of $17.56 per hour for school year 2005-2006.  For 

the 2006-2007 school year summer school teachers will be paid $18.09 per hour. 
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731 2. Athletic Events/Student Activities - Pay rates for personnel for work related to athletic events, and other 
student activities may be set by school principals and may range from $10.00 to $30.00 per game or event.  
Approved work includes but not limited to the following:  ticket takers; ticket sellers; security; officials; 
gatekeepers; clock operators; scorekeepers; lining of athletic fields (limit of three persons per lining per 
week during regular season contests, jamborees and state playoffs).  When tournaments are held, the 
tournament director or manager's payment (if eligible) cannot exceed the rates established by the Florida 
High Schools Activities Association.  For any all-day tournaments (baseball, softball, wrestling, etc.) that 
exceed six hours in duration, a rate of $7.00 per hour will be paid to all personnel except tournament 
manager or director.  Payments will be made out of the school's Internal Accounts, payable through the 
Payroll Department.  When approved by the school principal and the Senior Coordinator-Physical 
Education of Athletics, schools may utilize athletic personnel to assist with athletic business and to check 
the athletic facilities during the summer, for a period not to exceed ten weeks.  Each school shall be limited 
to 13 hours per week at the rate of $7.00 per hour, with payment made out of the school's athletic Internal 
Account, payable through the Payroll Department. 

732 3. Compensatory Time – Employees who earn compensatory time shall not carry over more than twelve (12) 
hours as of December 31st each year. 

733 4. Disaster Relief – Upon approval of the Superintendent, personnel who work extra hours in disaster relief 
(e.g., storm, fire, hurricane) will be paid up to their regular rate of pay. 

734 5. Extended Contract – Employees approved for extended contract days will be paid at their regular daily 
rate for the extended days.  Teachers hired by the Board to perform as a consultant and who work beyond 
the regular school day will be paid at the rate listed for their qualification on the Adult Education Teacher 
Salary Schedule. 

735 6. Extended Learning (Replaced Summer School) The teacher rate of pay is the adult school hourly rate of 
pay.  For other school employees who work with students after their regular work hours, the following pay 
rates apply: 

736    2005 – 2006 School Year 2006 – 2007 School Year 
737  a. Substitute Teacher w/4 -Year 

Degree Or Higher 
$17.56 per hour Bachelor’s, 
$18.85 per hour Master’s, 
$20.39 per hour Specialist or 
Doctorate 

$18.09 per hour Bachelor’s, 
$19.42 per hour Master’s, 
$21.00 per hour Specialist or 
Doctorate 

738  b. Substitute Teacher w/o 4 -
Year Degree 

$10.67 per hour unless the sub 
has a 4 year degree 

$10.67 per hour unless the sub has 
a 4 year degree 

739  c. Regular Paraeducator @ Regular hourly rate of pay up 
to 40 hours; after 40 hours – 
time and ½ per hour. 

@ Regular hourly rate of pay up to 
40 hours; after 40 hours – time and 
½ per hour. 

740  d. Substitute Paraeducator $6.75 per hour $6.75 per hour 
741 7. Highly qualified temporary and substitute employees – may be paid $7.00 or $15.00 per hour.  Pre-

approval is required. 
742 8. Kid Care (Before and after school)
743  a. Group Leader shall be paid $7.50 per hour. 
744  b. Site Manager shall be paid $10.00 per hour. 
745 9. Learning Community Education Teachers – Community Education part-time teachers, with less than a 

BA Degree shall be paid at the rate of $9.25 per hour.  Instructors with a BA Degree or higher shall be paid 
based upon the Adult Education salary schedule. 

746 10. Part-Time Adult Education Paraeducators shall be paid as follows:
747   90 + Semester Hours $6.75 per hour 
748   High School Diploma or GED to  

89 semester hours 
$6.15 per hour 
Effective 1/1/2006 $6.40 

749 11. Part-Time Adult Education Teachers - Certification (Less than a Bachelor's Degree) $7.15 per hour. 
750 12. Part-Time Homebound and Title I Teachers of Neglected and Delinquent Children (N and  D) shall be 

paid on the Adult Teacher salary schedule.  Certified Substitutes for these personnel will be paid $9.60 per 
hour. 

751 13. Part-time Paraeducators who teach training classes for other paraeducators will receive $10.00 per hour. 
752 14. Payroll Errors - In the event of a payroll error resulting in an underpayment to an employee, the employee 

shall be compensated as soon as practicable.  In cases of overpayment to an employee, the employee shall 
be notified upon discovery of the error, for the purpose of arranging repayment. 
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753 15. Performing Arts Non-Certified Professional Artists - These instructors will be paid from the Teacher 
Salary Schedule with the prior experience level to be recommended by the Director of Fine Arts, based on a 
review of their previous professional experience. Part-time staff may be employed with consideration to the 
level of expertise being a factor in determining the rate of pay.  Advanced degrees will be recognized if 
earned from an institution accredited by one of the six regional accrediting agencies. 

Non-certified professional artists for whom certification is available may be recommended for placement on 
the certified teachers schedule upon completion of requirements for certification in their area of expertise.  
All experience, which has previously been provided under the terms of the Non-Certified Artist category, 
may be carried into the Certified Teachers category.  These teachers are eligible for a Professional Services 
Contract when they meet requirements as prescribed in the collective bargaining agreement.  Experience 
will be credited if remaining in same category of position as when experience was given. 

754 16. Registered Nurse Specialist/Trainer of Prevention Education shall be paid on the classroom teacher’s 
salary schedule and shall be required to hold a Bachelor’s degree in nursing or related area from an 
accredited college or university.  Registered Nurse Specialist/Trainer of Prevention Education shall also be 
required to hold a valid Registered Nurse license. 

RN/Resource Specialist/Trainer of Health Services and Prevention Education (11 or 12 month 
position) shall be paid on the classroom teacher’s salary schedule and shall be required to hold a Bachelor’s 
degree in nursing from an accredited college or university.  Resource Specialist/Trainer of Health Services 
and Prevention Education shall also be required to hold a valid Registered Nurse license. 

755 17. Rehabilitation Nurses, Certified Occupational Therapist Assistant, and Registered Nurse - Prevention 
Educator Technician (10 or 11-month position).  These positions are classified as instructional and non-
instructional.  Salaries are calculated on the PCSB guidelines. 

Specialist – Health – Health Services (10 or 11-month position).  These positions are classified as non-
instructional.  Salary is calculated on the PCSB guidelines. 

756 18. Saturday Work Detail – Supervisors/workers shall be paid $12.00 per hour. 
757 19. School-based bonus incentive pay, as determined by applicable state law, shall be paid in accordance with 

Florida Statutes. 

For an advanced degree to be compensable for, it must meet the criteria outlined in Florida State Board of 
Education Rule 6A-4.003. 

758 20. School Nurse - (RN) - Temporary school nurses shall be paid at the rate of $110.00 per day provided they 
have an RN License. 

759 21. School Psychology Interns shall be paid at the rate of $920.00 per month September - June (10 months).  
Pro-rated if worked less than 10 months. 

760 22. Social Workers  - Social Workers are classified as non-instructional personnel and are not covered under 
the provisions of instructional personnel; however, they will be paid the same salary as a teacher with a 
comparable degree.  Substitutes for Social Workers will be paid on the substitute teacher salary schedule. 

761 23. Substitute and temporary technician, and warehouse maintenance personnel shall be paid the hourly 
rate of pay commensurate with the established position, based on the their current salary schedule. 

762 24. Substitute and temporary non-instructional personnel may be hired as needed with the approval of the 
Superintendent.  Effective 7/1/05, substitute, temporary, and summer non-instructional personnel shall be 
paid at the rate of $6.15 per hour, unless otherwise recommended by the Superintendent.  Effective 1/1/06 
shall be paid at the rate of $6.40. 

763 
764  DCT Personnel $6.15, effective 1/1/06 $6.40 
765  Part – Time Bilingual Tutors $7.15 
766  Student Worker $6.15, effective 1/1/06 $6.40 
767  Substitute Bus Attendant $6.75 
768  Substitute Bus Driver $8.50 
769  Substitute Clerk – Technology/Specialized Training $7.00 to $15.00 
770  Substitute Courier $6.75 
771  Substitute Custodian $6.75 
772  Substitute Deaf Education Interpreters (certified & non-certified) $10.94 
773  Substitute Foodservice Assistant $6.15, effective 1/1/06 $6.40 
774  Substitute Paraeducator $6.75 
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775  Substitute Secretary $6.75 
776  Temporary County Office AV Technician $6.75 
777  Temporary Maintenance (summer painter) $9.00 to $10.00 
778  Temporary Security Guard $7.00 
779 25. Supplemental Position - Any employee who performs the duty of an established supplemental position 

shall be compensated at the rate set forth in the Teacher Collective Bargaining Agreement for that position. 
780 26. Teacher of the Year Candidate Stipend
781  Winner $2,000.00 
782  Area Finalist $1,000.00 
783 27. Temporary Painter - School Board Employees that perform the task of a Temporary Painter will receive a 

range of $9.00 to $10.00 per hour. 
784 28. Temporary Security Guards shall be paid at the rate of $7.00 per hour. 
785 29. Temporary Tutors - Non Certified Employees working as tutors or in Middle School/After School Care 

Program will be paid $7.50 per hour. 
786 30. Workshop Instructors - School Board employees shall be paid for consultative services performed beyond 

their regular working hours at the hourly rate listed in the Adult Education Teacher's Salary Schedule.  
Professional employees who do not hold teachers' certificates shall be paid at the Bachelor's Degree salary 
rate.  An extension of normal responsibilities is not to be considered as consultative services. 

787 31. Workshop Participants - Classroom teachers who participate in workshops (including Summer Institute) 
or conferences on other than a regular school day will be paid at the rate of $8.50 per hour. Paraeducators 
and other non-instructional personnel will be paid for workshop participation, based upon their daily rate of 
pay if for a full day and on their hourly rate of pay if participation is for less than a full day; however, no 
payment may exceed the rate of $8.50 per hour. 

MISCELLANEOUS BENEFITS
788 1. Airline Incentive Programs - Employees traveling on behalf of the School Board shall be entitled to   

retain the benefits of airline incentive programs (e.g., frequent flier bonus program) as additional 
compensation for services rendered while traveling, provided all such benefits are reported by the employee 
to the Finance Department for reporting to appropriate governmental agencies. 
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SUBSTITUTE TEACHER
CLASSIFICATIONS AND DESCRIPTIONS

789 D1 Provisional Substitute is hired as the teacher of record in an open position. In order to be designated as a D1 
Provisional Substitute, the individual must possess a Bachelor’s degree from either an accredited or a Florida 
Department of Education recognized institution and sign a Conditional Employment Agreement. D1 Provisional 
Substitutes are required to complete New Employee Orientation (NEO) and the Teacher Induction Program 
Seminar (TIPS). This substitute works 7.75 hours a day (the same work schedule as regular teachers).  The D1 
Provisional Substitute receives health and life insurance, retirement benefits, and earns leave. The D1 Provisional 
Substitute is reclassified to regular teacher status upon receipt of a Personnel Action Form requesting a change in 
classification, proof of a passing score on the appropriate subject area test, an application, fee, and an official 
transcript for teacher certification. Holdback is taken from the paychecks of a D1 Provisional Substitute.  The 
school does not report time for D1 Provisional Substitutes.  D1 Provisional Substitutes are paid once a month. 

790 D1 Associate Intern Teacher (AIT) Provisional Substitute is a student released from his/her educational 
internship by a college or university in order to accept a position as the teacher of record in an open position. D1 
Associate Intern Teachers are required to complete New Employee Orientation (NEO) and Teacher Induction 
Program Seminar (TIPS).  This substitute works 7.75 hours a day (the same work schedule as regular teachers). 
The D1 Associate Intern Teacher receives health and life insurance, retirement benefits, and earns leave. The D1 
Associate Intern is paid (not retroactive) as a teacher upon proof of his/her Bachelor’s degree being awarded, a 
passing score on the appropriate subject area exam for the teaching assignment, and an application, fee and 
official transcript for teacher certification. Holdback is taken from the paychecks of D1 Associate Intern 
Teachers.  The school does not report time for D1 Associate Teachers. D1 Associate Intern Teachers are paid 
once a month. 

791 D2 Interim Substitute is hired to take the place of a teacher on a long- term basis due to an absence.  The D2 
Interim Substitute must be an approved Polk County School District Substitute, preferably with a Bachelor’s 
degree.  (Prior approval to place an individual without a Bachelor’s degree on a long-term basis must be granted 
by the Coordinator of Teacher Certification and Substitute Teacher Placement.)  This substitute works 7.5 hours a 
day.  The D2 Interim Substitute is paid his/her regular daily rate of pay for the first 10 consecutive days, but on 
the 11th consecutive day, the daily rate of pay increases by $10 a day.  The D2 Interim receives only retirement 
benefits if he/she remains in the same position for more than six months, or if he/she is substituting in a vacant 
position.  Holdback is not taken from the paychecks of the D2 Interim Substitute.  The school must report time for 
the D2 Interim Substitute.  D2 Interim Substitutes are paid twice a month. 

792 D2 Pilot Substitute is a regular substitute assigned to work every day at the same school.  Pilot Substitute 
positions must be allocated through the Assistant Superintendent of Human Resource Services.  Before 
recommending an individual for a pilot position, approval must be granted. Pilot substitutes should not be 
assigned to long-term jobs.  (Unlike the Interim Substitute who receives a pay increase on the 11th consecutive 
day of service, a D2 Pilot Substitute is not eligible for a pay increase after the 10th consecutive day.)  This 
substitute works 7.5 hours a day.  The D2 Pilot Substitute receives only retirement benefits.   Holdback is not 
taken from the paychecks of the D2 Pilot Substitute.  The school must report time for the D2 Pilot Substitute. D2 
Pilot Substitutes are paid twice a month. 

793 H2 Regular Substitute is a substitute who works on a day-to-day basis as needed. The H2 Regular Substitute 
works 7.5 hours a day. The H2 Regular Substitute does not receive any benefits.  The school must report time for 
the H2 Regular Substitute. H2 Regular Substitutes are paid twice a month. 

794 H2 Star Substitute is an individual who has less than 30 semester hours of college credit.  The H2 Star 
Substitute teacher has completed special training to become eligible to work on a day-to-day basis as the need 
arises. Star substitutes are not approved for long-term substitute teaching assignments. Star Substitutes may not 
be prearranged.  The H2 Star Substitute works 7.5 hours a day.  The school must report time for the H2 Star 
Substitute.  H2 Star Substitutes are paid twice a month.  NOTE: This program is presently frozen and nominations 
are no longer being accepted for new Star Substitutes. 
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Related Information: 
795 Definition of long-term jobs – Long-term jobs are defined as work in the same classroom for more than 10 

consecutive days. 
796 Substitute Teacher with Expired Temporary Certificate – Individuals whose temporary certificates have 

expired and are unable to document certification eligibility cannot be appointed as Teachers, Provisional 
Teachers, or Interim Substitutes.  They are eligible to work only as day-to-day substitutes. 

797 Substitute Teacher with Valid Three-Year Temporary Certificate – Individuals with valid three-year 
temporary certificates who have been released from their full-time teaching positions because of no passing score 
on the general knowledge test cannot be appointed as Teachers, Provisional Teachers or Interim Substitutes.  
They are eligible to work only as day-to-day substitutes. 

SUBSTITUTE SALARY CLASSIFICATIONS 
798 Employee 

Sub Group Classification Hours Per Day Hourly Rate of Pay Daily Rate of Pay 

799

D2 Interim < 6 months 7.5 $12.00 $90.00 
800

D2 Interim > 6 months 7.5 $12.00 $90.00 
801

D2 Pilot Substitute 7.5 $10.67 $80.00 
802

D1 Provisional 7.5 $14.84 $115.00 
803

H2 Regular 7.5 $10.67 $80.00 
804

H2 Star 7.5 $8.00 $60.00 
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FOODSERVICE SALARY SCHEDULE 
2005 – 2006 

805 CERTIFICATION - Beginning July 1, 1998 all Foodservice Assistants who have a certification application on 
file will receive a $184.00 supplement added to their August paycheck. Foodservice Managers/Interns will 
receive a $196.00 supplement added to their August paycheck.  In order to be eligible to receive this supplement 
for subsequent years, the employee must attend Professional Development Day and read one article in School 
Food in Florida and successfully pass the test. If employees cannot attend Professional Development Day then 
they must attend the Regional Meeting, State Conference, or National Conference. In the event that the Regional 
Meeting is not held, an alternative 4-hour training activity will be offered. They must also continue to earn the 
required number of continuing education units to be re-certified. Any employee who retires/resigns during the 
summer is not eligible for the certification supplement.  If an employee is on a medical leave of absence, the 
certification supplement will not be paid until the employee returns.  A list of those employees who are certified 
will be furnished each year by July 1 to the HR Department. 

806

ASSISTANTS
807 Work Schedule/PCSB Experience/Educational Requirements - All Foodservice Assistants will be employed 

184 days.  They will receive 2 paid holidays.  The workday will range from 3 to 6½ hours per day, determined 
prior to employment.  A minimum of 93 days worked as a Foodservice Assistant during one school term in any 
Polk School Foodservice Program(s) will constitute a year of experience; however, any employee who worked 
fewer than 93 days will receive no lower rate than the previous year.  All Foodservice Assistants shall have no 
less than a 10th grade education. 

808 Experience – Experience credit for persons accepting a position of Foodservice Assistant from other School 
Boards and Colleges in Florida may be given at the rate of one (1) for every two (2) years experience not to 
exceed ten (10) years.  Experience other than in Florida will be evaluated, but will not exceed ten (10) years 
experience credit. Evaluation shall be made by the School Foodservice Department, which shall make the 
appropriate recommendations each year to the HR Department by September 1st.  Experience credit for Polk 
County service will be granted on a year for year basis. 

809 Promotions - Foodservice Assistants who are promoted to Manager Intern or Manager shall receive the same rate 
of pay as a beginning Foodservice Manager. 

810 Course Supplement - Beginning July 1, 1997 for each foodservice training course completed (maximum of 4); 
the Foodservice Assistant will receive a one-time $100.00 supplement, not to exceed $400.00.  The supplement 
will be added to the July paycheck.  The rate of pay for assistants who receive the supplement will not increase.  
This will not affect those assistants who on July 1, 1997 were receiving the 15 cents per day supplement for each 
course completed (maximum of 4).  Half of the supplement will be paid in December and the remainder in May 
of each year.  This provision will also apply to re-employed foodservice assistants. 

NOTE: If a foodservice employee resigns during the school year, the employee is not eligible to receive the 
supplement.  If a Foodservice Assistant is on a medical leave of absence, the supplement will not be paid until the 
employee returns. 

811

MANAGER INTERN
812 Work Schedule - The Manager Intern Program will be an 8-hour, 196-day training program to prepare eligible 

foodservice employees to fill a Manager's position when a vacancy occurs. Manager Interns will receive 4 paid 
holidays. 

813 Manager Intern Program - Personnel eligible to participate in the Manager Intern Program shall be selected 
from an approved list of eligible applicants who have been interviewed, tested, screened, and successfully 
completed the Foodservice Leadership Academy.  This approved list will be maintained and on file in the District 
School Foodservice Department. 

814 Replacing Managers – The Manager Intern may be called to fill the position of Manager in case of emergency.  
Manager Interns who successfully complete and pass the program shall be fully qualified and willing to accept 
the position of Manager. 

815 Courses/Meetings - Manager Interns shall complete management courses and be willing to attend meetings 
called for the good of the School Foodservice Program in Polk County.  Those who participate in the Manager 
Intern Program will receive the same rate of pay as a beginning Foodservice Manager. 
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816 Course Supplements - Beginning July 1, 1997 for each foodservice training course completed (maximum of 4); 
the Manager Intern will receive a one-time $100.00 supplement, not to exceed $400.00.  If the Manager Intern is 
appointed to a Manager's position, the Manager Intern will receive a one-time supplement of $250.00 for the 
Foodservice Leadership Academy.  These supplements will be added to the August paycheck. 

817

MANAGERS
818 Work Schedule/Employment - All Managers will be employed 196 days.  Managers will receive 4 paid 

holidays. The workday is 8 hours per day.  Managers are selected from an approved list of eligible persons who 
have been interviewed, tested, screened and successfully completed the Foodservice Leadership Academy.  This 
approved list will be maintained and on file in the District School Foodservice Department.  Managers shall be 
fully qualified and be willing to complete all management courses and attend meetings called for the purpose of 
professional growth, in-service training and to disseminate necessary information. 

819 Experience - Experience credit for persons accepting a position of Manager from other School Boards and 
Colleges in Florida may be given at the rate of one (1) for every two (2) years experience not to exceed ten (10) 
years.  Experience other than in Florida will be evaluated, but will not exceed ten (10 years) experience credit.   
Evaluation shall be made by the School Foodservice Department, which shall make the appropriate 
recommendations each year to the HR Department by September 1st.  Experience credit for Polk County service 
will be granted on a year for year basis. 

820 PCSB Manager Experience - A minimum of 99 days worked as a Manager during one school term in any Polk 
County School Foodservice Program(s) will constitute a year of experience. 

821 Course Supplement - Beginning July 1, 1997 for each foodservice training course completed (maximum of 4), 
the manager will receive a one-time $100.00 supplement, not to exceed $400.00. Upon completion of the 
Foodservice Leadership Academy, the manager will receive a one-time supplement of $250.00.  These 
supplements will be added to the July paycheck.  This will not affect those managers who on July 1, 1997 were 
receiving the 15 cents per day supplement for each course completed (maximum of 7). This provision will also 
apply to re-employed Foodservice Managers.  Half of the supplement will be paid in December and the remainder 
in May of each year.  If a Foodservice Manager is on a medical leave of absence, the supplement for courses will 
not be paid until the employee returns. 

822 Satellite Programs - Managers who provide lunches to another school or private site and average at least 50 
lunches per day will receive a $7.00 a day supplement added to their daily rate of pay. 

823 Manager Absenteeism - If a Foodservice Manager is absent, a determination will be made to send a Manager 
Intern or to request that a Foodservice Assistant fill in for the manager. The foodservice department has 48 hours 
to make arrangements with a Manager Intern to fill the manager’s position. If a Manager Intern is not available 
and a Foodservice Assistant has been performing the duties of the Manager, the Foodservice Assistant will be 
paid at the beginning rate of pay for managers on the first day of the manager’s absence and is required to work 8 
hours a day. 

824

MANAGER/TRAINER
825 Training Supplement - Managers who are selected to conduct specialized training for Foodservice Assistants 

and Manager Interns throughout the school year will have a $9.76 supplement added to their daily rate of pay.  
The person filling this position is selected from manager applicants with a minimum of three years experience as 
a School Foodservice Manager. 

826 Course Supplement - For each Foodservice Training Course completed (maximum of 7) prior to July 1, 1997, 
the rate of pay will be increased by 15¢ for each course.  Half of the supplement will be paid in December and the 
remainder in May of each year.  If a Foodservice Manager/Trainer is on a medical leave of absence, the 
supplement for courses will not be paid until the employee returns. 

827

FOODSERVICE SUPPORT SPECIALIST
828 Work Schedule/Employment Requirements – This position is a 12-month position.  The workday is an 8-hour 

day.  The person filling this position is selected from Manager applicants with a minimum of three years 
experience as a School Foodservice Manager. 

829 Salary – The annual salary for this position is calculated using the rate of pay that the person would be on if still 
working as a Foodservice Manager, times the number of work days on the 12-month payroll calendar. 

830 Advanced Degrees - A Foodservice Support Specialist who obtains an AA or AS degree will be paid a daily 
supplement of $10.00 per day. 
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831 Course Supplement - For each Foodservice Training Course completed (maximum of 7) prior to July 1, 1997, 
the daily rate of pay is increased by 15¢ for each course.  Half of the supplement will be paid in December and 
the remainder in May of each year.  If the employee is on a medical leave of absence, the supplement for courses 
will not be paid until the employee returns. 

832

FOODSERVICE COORDINATOR
833 Work Schedule/Employment Requirements This position is a 12-month position.  The workday is an 8-hour 

day.  The person filling this position is selected from manager applicants who have an Associate of Arts Degree 
or the ability to complete an AA within five years, three years experience as a Foodservice Manager and has 
completed all required school foodservice courses and requirements. 

834 Salary - The annual salary for this position is calculated using the rate of pay that the person would be on if still 
working as a manager, plus a $12.55 a day supplement, times the number of workdays on the 12-month payroll 
calendar. 

835 Course Supplement - For each Foodservice Training Course completed (maximum of 7) prior to July 1, 1997, 
the rate of pay is increased by 15¢ for each course.  Half of the supplement will be paid in December and the 
remainder in May of each year.  If the employee is on a medical leave of absence the supplement for courses will 
not be paid until the employee returns. 

836

CATERING EMPLOYEES
837 Salary/Employment Requirements - These employees will be paid at a rate of $11.25 per hour for the catering 

manager and $8.15 an hour for the catering assistants.  The employees selected to fill these positions are regular 
school foodservice employees that have agreed to work catered functions after their regular working hours. 

838

SUBSTITUTES
839 The number of hours a substitute is employed shall be based on the work schedule for the school foodservice 

employee for whom he/she is substituting or replacing.  No experience or training course increment will be given 
to substitutes. Substitutes shall be paid $6.15 per hour.  Effective 1/1/2006, substitutes shall be paid $6.40 per 
hour. In the event a regular Foodservice Assistant performs substitute work, the Foodservice Assistant will 
receive his/her salary for the normal work period plus his/her salary per hour for substitute work beyond normal 
work hours.  Foodservice Assistants may not exceed a total of 6 1/2 hours per day. 

840

PROBATIONARY PERIOD
841 Probationary Period - All new regular employees will be subject to a probationary period of (90) ninety 

calendar days. 
842

PERSONAL LEAVE
843 Personal Leave Chargeable to Sick Leave:  Each eligible employee shall be permitted to be absent six (6) days 

each fiscal year for personal reasons and the days shall be charged against accrued sick leave. This leave shall be 
non-cumulative. 

844 Requesting Personal Leave - Request for this personal leave shall be submitted through established procedures 
by the employee and approved or granted 24 hours in advance; provided, however, if the need for such leave is of 
a nature to make advance application impossible, such leave shall be authorized and granted if a prompt report 
and an adequate cause is made and shown the proper authority. 

845 Exception  - Personal leave chargeable to sick leave may not be requested immediately before or after a holiday 
period. In addition, foodservice employees may not request leave on clean-up days. Under extenuating 
circumstances, such leave shall be authorized and granted. 

846 SUMMER EMPLOYEES
847 These employees shall be paid at the following rates: 
848 Summer Trainer $15.25 per hour 

849 Summer Feeding Program: 
850 Prep Site Manager $11.25 per hour 
851 Prep Site Assistants $  8.15 per hour 
852 Monitor (This includes breakfast, lunch and snack.) $11.25 per hour 
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853 AFTER SCHOOL SNACK PROGRAM
854 After School Snack Program - Employees who are responsible for monitoring the after school snack program 

will be paid at the rate of $9.25 per hour. 
855

TEMPORARY CLERICAL
856 Temporary Clerical - Personnel working intermittently after normal working hours in the Foodservice 

Department will be paid $9.25 per hour.  Foodservice employees will be given an opportunity to work these hours 
first and if help is still needed, district office employees will be contacted. 

857 FOODSERVICE ASSISTANT SALARY SCHEDULE
2005-2006 

858 Salary Increase - For the 2005-2006 school year Foodservice Assistants received an increase of  $.46 per hour.  
Foodservice Assistants appointed after 1/5/05 will remain at the beginning rate of pay, which is $7.15 per hour. 

859 ASSISTANT  RETURNING ASSISTANTS DAILY INCREASE 
860 SL-1  $2.99 
861 SL-2  $1.84 
862 SL-3  $1.38 
863 SL-4  $1.61 
864 SL-5  $2.30 
865 SL-6  $2.76 
866

NEW ASSISTANT
2005-2006

867 ASSISTANT WORK HOURS MINIMUM HOURLY RATE STARTING DAILY ANNUAL 
SALARY 

868 SL-1 6.5 $7.15 $46.48 $8,551.32 
869 SL-2 4.0 $7.15 $28.60 $5,262.40 
870 SL-3 3.0 $7.15 $21.45 $3,946.80 
871 SL-4 3.5 $7.15 $25.03 $4,605.52 
872 SL-5 5.0 $7.15 $35.75 $6,578.00 
873 SL-6 6.0 $7.15 $42.90 $7,893.60 
874

FOODSERVICE MANAGER SALARY SCHEDULE
2005-2006

875  WORK HOURS MINIMUM HOURLY RATE STARTING DAILY ANNUAL 
SALARY 

876 Manager 8.0 11.75 $94.00 $18,424.00 
877 Manager/Intern 8.0 11.75 $94.00 $18,424.00 
878

Returning Managers Daily Increase:  $5.44 per hour. 

879 For the 2005-2006 school year Foodservice Managers received an increase of $.68 per hour.   Manager interns 
will receive the same rate of pay as a beginning foodservice manager.  Foodservice managers who are appointed 
after 6/1/05 will receive the beginning rate of pay, which is $11.75 per hour. 
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District Office Personnel 
School-Based Secretaries 

Migrant Home School Liaison 
Migrant System Operator 

Printing Specialist 
Graphic Artist 

(Covered by the Education Support Collective Bargaining Agreement - ESP) 
2005 – 2006 and 2006 – 2007 School Years 

EXPERIENCE CREDIT FOR CLERICAL EMPLOYEES
880 1. Experience/PCSB - Experience credit for work as a Paraeducator in Polk County Schools will be given 

year for year experience credit.  Years of experience for salary purposes shall mean the number of years 
employed by Polk County Schools in present area of work, plus any recognized outside related experience 
on a one to two year basis. 

881 2. Related Experience – Outside Polk County Schools - Clerical employees may receive credit for related 
experience on a one to two year basis.  Related experience must be verified within 90 days of hire to be 
retroactive to hire date.  After 90 days, change will be made effective on date Human Resource Services 
received verified experience form. 

882 3. Verification of Related Experience – It shall be the responsibility of the employee to provide verification 
of experience to Human Resource Services within ninety (90) days of hire date. 

SALARY / PAYMENT GUIDELINES FOR CLERICAL
883 1. Compensatory Time - Compensatory time is time earned in lieu of overtime pay at the rate of one and 

one-half times per hour worked. 
884 2. DCT  - personnel shall be paid at the rate of  $6.15 per hour. Effective 1/1/2006, personnel shall be at the 

rate of $6.40 per hour. 
885 3. NON-INSTRUCTIONAL SUPPLEMENTS
886 Workshops/Courses
887  Workshops (series of three 1775 – 1976) $10.00 per month  
888  Approved Courses prior to 7/1/81 $3.00 per month  
889  Approved Course after 7/1/81 $5.00 per month  
890  Approved Workshops after 7/1/84 $5.00 per month  
891 Paid as a supplement. 
892
893 Longevity Supplements of $37.00 per month beginning upon completion of 15 years of creditable 

service and in 5 year increments thereafter.  Longevity will not be paid if there is a break in service.
894  Completion of 15 years of creditable service  $37.00 per month 
895  Completion of 20 years of creditable service  $37.00 per month, cumulative $  74.00 
896  Completion of 25 years of creditable service  $37.00 per month, cumulative $111.00 
897  Completion of 30 years of creditable service  $37.00 per month, cumulative $148.00 
898  Completion of 35 years of creditable service  $37.00 per month, cumulative $185.00 
899  Completion of 40 years of creditable service  $37.00 per month, cumulative $222.00 
900  Completion of 45 years of creditable service  $37.00 per month, cumulative $259.00 
901  Employees transferring to a clerical position from a PCSB union position (with benefits) will be eligible 

for a longevity supplement using their PCSB years of service. 
902  Clerical employees who retire or resign and are rehired will be eligible to receive a longevity supplement 

after the appropriate years of service (i.e. 15 years) are completed as per their Bargaining Agreement. 
Paid as a supplement. 

903
904 Shift Differential Supplement - To receive the shift differential, employee’s regular work assignment 

must begin after 1:30 p.m. and terminate after 9:30 p.m.  
Shift Differential School Secretary $25.00 per month. Paid as a supplement. 

905
906 4. Overtime - One and one-half (1 1/2) times the regular straight time hourly rate of pay shall be paid for 

hours worked in excess of forty during the basic work week.  Personnel whose normal work week is 37 1/2 
hours shall be paid their regular rate of pay up to 40 hours, overtime will be paid after 40 hours of work has 
been performed.  Payment of overtime shall not be duplicated for the same hours worked. 

907
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908 5. Salary Increase – For the 2005-2006 and 2006-2007 school years, Educational Support Personnel 
received a two-year contract.  For placement on the 2005-2006 salary schedule, ESP were given year for 
year on PCSB related experience and one for two for the number of years per the Collective Bargaining 
Agreement at their time of hire.  For 2006-2007 eligible employees shall be advanced one step on this 
salary schedule. 

909 6. Short Contract – If an employee (less than 12 months employee) works less than the full contract, their 
salary will be pro-rated. 

910 7. Substitute Secretary Salary – Substitute secretaries shall be paid at the rate of $6.75 per hour. 

EMPLOYMENT GUIDELINES
911 1. Additional Educational Incentive - Employees may improve their job skills by taking related coursework 

at a college, university, or vocational center.  Employees taking courses under this provision would use 
acquired training in their current position with the Polk County School Board.  It is not intended to pay for 
courses leading to a degree.  Employees shall be reimbursed for the cost of tuition, books and required 
materials according to the following guidelines. 

912   a. Are full-time employees covered by this collective bargaining agreement. 
913   b. Obtain written approval by the Director of Employee Relations prior to the start of classes. 
914   c. Receive a grade of “C” or better in coursework or satisfactory completion for non-graded 

coursework. 
915   d. Provide receipts for reimbursement. 
916   e. Provide proof of successful completion. 
917   f. Coursework that is repeated (ie. to raise the grade or GPA) will not be reimbursed a second time. 
918   g. Upon completion of a program or cessation of coursework, the employee agrees to remain an 

employee with the Polk County School Board.  (1-24 credit hours = one-half contract year), (25-
48 credit hours = one contract year, (49-72 credit hours = one and one-half contract years), (73-96 
credit hours = two contract years), (97-120 credit hours = two and one-half contract years), (121-
144 credit hours = three contract years) 

919   h. The employee shall not receive time reimbursement credit during any semester the employee is 
receiving the tuition/book subsidy established in this article. 

920   i. The employee shall sign a promissory note agreeing to the above stated time reimbursement.  
Time reimbursement shall not exceed a maximum of three (3) years. 

921   j. If the employee’s position terminates, he/she owes no further obligation to the District. 
922 2. Involuntary transfers - An employee being transferred involuntarily to a lower position will retain the 

higher salary for the remainder of the current school year. 
923 3. Probation - All newly hired employees shall have a probationary period of  90 calendar days. 
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EDUCATIONAL SUPPORT PERSONNEL

924 Requests for position upgrades, new positions, or additional positions will be brought to the Board for approval 
as a part of the budget process.  This list of positions is not exhaustive and may change from through the staffing 
plan or budgeting process. 

925 Pay Grade Days/Year Hours/Day Hours/Year Job Titles 
926 PG01 247 8 1976 Accounting Clerk  

Assistant PABX Operator 
Clerk General 
ESE Clerk General 
FDLRS Production Clerk 
FDLRS Secretary II 
Film Library Assistant 
I/O Coordinator 
Media Assistant  
Secretary II 
PABX Operator 
Purchasing Clerk 

927 PG02 247 8 1976 Accounting Clerk Senior 
Clerk, Emergency/Disaster Preparedness 
Clerk Specialist 
Clerk Specialist/FDLRS 
Clerk Specialist Purchasing 
Office Systems Specialist 
Office Systems Specialist/Terminal Operator (ESE) 
Reading First Clerk Specialist 
SEMS Operator 
Student Assignment Data Entry Clerk 
Title I Clerk Specialist 
Wellness Clerk Specialist 

928 PG03 247 8 1976 Accounting Clerk Specialist 
Accounting Clerk Specialist (ESE) 
Accounting Clerk Specialist (Pupil Accounting) 
Secretary III 
Title I Secretary III 

929 PG04 247 8 1976 Accounting Specialist I 
Office Systems Supervisor 
Payroll Assistant I 
Personnel Assistant I 
Research and Evaluation Technical Assistant 
Senior PABX Operator 

930 PG05 247 8 1976 Child Care Services Specialist 
Human Resource Development Specialist 
Payroll Assistant II 
Planning and Assessment Specialist 

931 PG06 247 8 1976 Accounting Specialist II 
Payroll Accounting Specialist 
Property Inventory Auditor 
Personnel Assistant II 

932 SB11-7.5 216 7.5 1620 School-Based Secretary 
933 SB11 216 8 1728 School-Based Secretary 
934 SB12 247 8 1976 School-Based Secretary 
935 MHSL 206 7.5 1545 Migrant Home / School Liaison 
936 MSO 216 8 1728 Migrant Records System Operator 
937 PRS11 216 8 1728 Secretary to the Principal 
938 PRS12 247 8 1976 Secretary to the Principal 
939 PRINT 247 8 1976 Printing Specialist and Graphic Artist 
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EDUCATIONAL SUPPORT PERSONNEL SALARY SCHEDULE
 2005 – 2006 and 2006 – 2007 SCHOOL YEARS

940 This salary schedule will be in effect for two (2) years (2005-2007).  Effective July 1, 2006 eligible employees shall be 
advanced one step on this salary schedule. 

941 PG 01 PG 02 PG 03 PG 04 PG 05 PG 06 SB11 
7.5 Hrs 

SB11 SB12 MHSL MSO 

942 0 15,394 15,971 16,570 17,192 17,836 18,505 13,725 14,640 15,971 14,469 15,171 
943 1 15,856 16,450 17,067 17,707 18,371 19,060 14,137 15,080 16,450 14,903 15,626 
944 2 16,331 16,944 17,579 18,239 18,922 19,632 14,561 15,532 16,944 15,350 16,095 
945 3 16,821 17,452 18,107 18,786 19,490 20,221 14,998 15,998 17,452 15,810 16,578 
946 4 17,326 17,976 18,650 19,349 20,075 20,828 15,448 16,478 17,976 16,285 17,075 
947 5 17,846 18,515 19,209 19,930 20,677 21,453 15,911 16,972 18,515 16,773 17,588 
948 6 18,381 19,071 19,786 20,528 21,297 22,096 16,389 17,481 19,071 17,277 18,115 
949 7 18,933 19,643 20,379 21,143 21,936 22,759 16,880 18,006 19,643 17,795 18,659 
950 8 19,501 20,232 20,991 21,778 22,594 23,442 17,387 18,546 20,232 18,329 19,218 
951 9 20,086 20,839 21,620 22,431 23,272 24,145 17,908 19,102 20,839 18,879 19,795 
952 10 20,688 21,464 22,269 23,104 23,970 24,869 18,446 19,675 21,464 19,445 20,389 
953 11 21,309 22,108 22,937 23,797 24,690 25,615 18,999 20,266 22,108 20,028 21,001 
954 12 21,948 22,771 23,625 24,511 25,430 26,384 19,569 20,874 22,771 20,629 21,631 
955 13 22,607 23,454 24,334 25,246 26,193 27,175 20,156 21,500 23,454 21,248 22,279 
956 14 23,285 24,158 25,064 26,004 26,979 27,991 20,761 22,145 24,158 21,885 22,948 
957 15 23,983 24,883 25,816 26,784 27,788 28,830 21,384 22,809 24,883 22,542 23,636 
958 16 24,703 25,629 26,590 27,587 28,622 29,695 22,025 23,493 25,629 23,218 24,345 
959 17 25,444 26,398 27,388 28,415 29,481 30,586 22,686 24,198 26,398 23,915 25,076 
960 18 26,207 27,190 28,210 29,268 30,365 31,504 23,366 24,924 27,190 24,632 25,828 
961 19 26,993 28,006 29,056 30,146 31,276 32,449 24,067 25,672 28,006 25,371 26,603 
962 20 27,803 28,846 29,928 31,050 32,214 33,422 24,789 26,442 28,846 26,132 27,401 
963 21 28,637 29,711 30,825 31,981 33,181 34,425 25,533 27,235 29,711 26,916 28,223 
964 22 29,496 30,603 31,750 32,941 34,176 35,458 26,299 28,052 30,603 27,724 29,070 
965 23 30,381 31,521 32,703 33,929 35,201 36,521 27,088 28,894 31,521 28,556 29,942 

966  PRS11 PRS12   PRINT SHOP  Scheduled Work Hours 
967 0 $20,073 $21,898  0 $26,470  Paygrade 01 1976 
968 1 $20,675 $22,555  1 $27,264  Paygrade 02 1976 
969 2 $21,296 $23,232  2 $28,082  Paygrade 03 1976 
970 3 $21,934 $23,929  3 $28,924  Paygrade 04 1976 
971 4 $22,593 $24,646  4 $29,792  Paygrade 05 1976 
972 5 $23,270 $25,386  5 $30,686  Paygrade 06 1976 
973 6 $23,968 $26,147  6 $31,607  School Based 11 1728 
974 7 $24,687 $26,932  7 $32,555  School Based 11-7.5 1620 
975 8 $25,428 $27,740     School Based 12 1976 
976 9 $26,191 $28,572     MHSL 1545 
977 10 $26,977 $29,429     MSO 1728 
978 11 $27,786 $30,312     PRS 12 1976 
979 12 $28,620 $31,221     PRS 11 1728 
980 13 $29,478 $32,158     PRINT 1976 
981 14 $30,362 $33,123       
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PARAEDUCATOR TITLES
PAYGRADES – 2005 – 2006 and 2006 – 2007 SCHOOL YEARS

982

Revised 
Pay Grade 

Prior Pay 
Grade (s) 

Days/Year Hours/Day Hrs/Year Job Title 

983

PA01 A 186 7.5 1395 

Basic
Basic Clerical 
ESOL
Hearing Screener 
School Intervention Class-I (with teacher) 
Title I 

984

PA02 B 186 7.5 1395 

Computer Lab Manager 
Culinary Para 
ESE Basic (Non self-contained) 
ESE Cluster 
Health Clinic 
Media I (with teacher) 
Physical Education 
School Intervention Class-II (without teacher) 

985

PA03 C,G 186 7.5 1395 

Credentialed CDA 
ESE Pre-K 
ESE Self-contained 
Learning Center 
Media II (without teacher) 
Parent Educator 
Pre-K Basic 
SPELL, PAT READ Para 
Student Specific 

986 PA04 D 186 7.5 1395 Vocational Trainer 

987 PA05 E 186 7.5 1395 Cosmetologist 
Massage Therapist 

988 PA06 F 194 8 1552 Adjudicated Youth (AYP) 

989 PA07 L 196 8 1568 CDAT

990 PA08 E 186 7.5 1395 Network Manager 

991 PA09 K 186 7.5 1395 LPN
992 SL01 N/A 186 7.5 1395 Educational Sign Language Interpreter – 

Entry Level 
993 SL02 H 186 7.5 1395 Educational Sign Language Interpreter – 

Apprentice
(formerly Deaf Ed Interpreter I) 

994 SL03 I 186 7.5 1395 Educational Sign Language Interpreter – 
Provisional 
(formerly Deaf Ed Interpreter II) 

995 SL04 J 186 7.5 1395 Educational Sign Language Interpreter – 
Provisional Plus 
(formerly Deaf Ed Interpreter III) 

996 SL05 N/A 186 7.5 1395 Educational Sign Language Interpreter – 
Proficient  (RID) 



38

PARAEDUCATOR SALARY SCHEDULE
2005 – 2006 and 2006 – 2007 SCHOOL YEARS

997 This salary schedule will be in effect for two (2) years (2005-2007).  Effective July 1, 2006 eligible employees shall 
be advanced one step on this salary schedule. 

998 Step PA01 PA02 PA03 PA04 PA05 PA06 PA07 PA08 PA09 
999  A B C D E F L NW K 
1000 0 11,578 11,896 12,224 12,560 12,905 18,847 19,041 14,313 18,442 
1001 1 11,925 12,253 12,590 12,936 13,292 19,412 19,612 14,742 18,995 
1002 2 12,283 12,621 12,968 13,325 13,691 19,995 20,201 15,185 19,565 
1003 3 12,652 13,000 13,357 13,724 14,102 20,595 20,807 15,640 20,152 
1004 4 13,031 13,389 13,758 14,136 14,525 21,212 21,431 16,109 20,757 
1005 5 13,422 13,791 14,170 14,560 14,961 21,849 22,074 16,593 21,379 
1006 6 13,825 14,205 14,596 14,997 15,409 22,504 22,736 17,090 22,021 
1007 7 14,239 14,631 15,033 15,447 15,872 23,179 23,418 17,603 22,681 
1008 8 14,667 15,070 15,484 15,910 16,348 23,875 24,121 18,131 23,362 
1009 9 15,107 15,522 15,949 16,388 16,838 24,591 24,844 18,675 24,063 
1010 10 15,560 15,988 16,427 16,879 17,343 25,329 25,590 19,235 24,785 
1011 11 16,027 16,467 16,920 17,386 17,864   19,813 25,528 
1012 12 16,507 16,961 17,428 17,907 18,400   20,407 26,294 
1013 13 17,003 17,470 17,951 18,444 18,952   21,019 27,083 
1014 14 17,513 17,994 18,489 18,998 19,520   21,650 27,895 
1015 15 18,038 18,534 19,044 19,568 20,106   22,299 28,732 
1016 16 18,579 19,090 19,615 20,155 20,709   22,968 29,594 
1017 17 19,137 19,663 20,204 20,759 21,330   23,657 30,482 
1018 18 19,711 20,253 20,810 21,382 21,970     
1019 19 20,302 20,860 21,434 22,023 22,629     
1020 20 20,911 21,486 22,077 22,684 23,308     
1021 21 21,538 22,131 22,739 23,365 24,007     
1022 22 22,185 22,795 23,422 24,066 24,727     
1023 23 22,850 23,479 24,124 24,788 25,469     

1024 Step SL01 SL02 SL03 SL04 SL05 
1025  Entry H I J RID 
1026 0 15,372 17,832 20,685 23,994 27,833 
1027 1 15,833 18,366 21,305 24,714 28,668 
1028 2 16,308 18,917 21,944 25,455 29,528 
1029 3 16,797 19,485 22,603 26,219 30,414 
1030 4 17,301 20,070 23,281 27,006 31,326 
1031 5 17,820 20,672 23,979 27,816 32,266 
1032 6 18,355 21,292 24,698 28,650 33,234 
1033 7 18,906 21,931 25,439 29,510 34,231 
1034 8 19,473 22,588 26,203 30,395 35,258 
1035 9 20,057 23,266 26,989 31,307 36,316 
1036 10 20,659 23,964 27,798 32,246 37,405 

1037 Definitions provided for informational purposes only. 
1038 Educational Sign Language Interpreter Levels: (Correlated with DOE Educational Interpreter Standards Policy) 
1039 Entry No level, Level 1, 2, or 3 QA/EIE or National Certification with 0-5 hours of college credit. 
1040 Apprentice Level 1, 2 or 3 QA/EIE or National Certification with at least 6 hours of college credit. 
1041 Provisional Level 2 or 3 QA/EIE or National Certification with at least 12 hours of college credit. 
1042 Provisional Plus Level 3 QA/EIE or National Certification with at least 36 hours of college credit. 
1043 Proficient Nationally Certified with at least AA or AS degree or equivalent number of college hours. 

1044 Raise - For the 2005-2006 and 2006-2007 school years, Paraeducators received a two-year contract.  For 
placement on the 2005-2006 salary schedule, Paraeducators were given year for year on PCSB related 
experience and two for one for the number of years per the Collective Bargaining Agreement at their time of 
hire.  For 2006-2007 eligible employees shall be advanced one step on this salary schedule. 
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Design and Administration 
For 

Position Classification System and Salary Structure 
Revised April, 2005 

Position Classification System Design and Administration

23 Membership of five to ten members includes representation for each function.  The Classification 
Committee will meet at least annually to review job classifications and ratify new position assignments, 
and/or existing position reassignments (e.g. new jobs, jobs with changing duties and responsibilities and 
positions which are believed to be, by at least one committee member, inappropriately classified). 

24 The Assistant Superintendent for Human Resource Services or designee will serve as secretary and the 
Chair will rotate among the other members. 

Job Classification System Design and Administration 

Definitions 

25 Salary Structure—Salary ranges identified for each grade.  Benchmark positions are assigned to one of 
18 salary grades based on internal equity consideration and competitive data.  Adjustments of the PCSB 
Non-Union salary ranges may be made annually based on cost-of-living and/or market competitiveness. 

26 Salary Budget—Overall budget for salaries.  Salary budget increase allocated annually may be a greater 
percentage than the adjustment in the salary structure (i.e., to enable employees to progress through 
salary ranges). 

27 Salary Administration—Issues addressed by the Classification Committee.  These include (1) how 
employees’ progress through salary ranges; and (2) how special circumstances are addressed (e.g., new 
employees, promotions, significant inequities, etc.). 

28 New Jobs – represent those jobs where at least 51% of the original essential responsibilities have 
changed, as identified in the Job Description.  New jobs can be completely new job to the organization 
or can be the result of significant changes to an existing job whereby the job is no longer reflective of an 
existing position anywhere within the district. 

29 Promotion— Movement from one job to another that is at least one salary grade higher.  The promotion 
must be based on  the employee’s knowledge, skills and abilities, as well as business needs. 

30 Lateral Transfer—Changes to positions with equivalent education, responsibility, or experience within 
the same salary grade or changes to jobs with equivalent education, responsibility or experience where 
the transferred employee’s current salary is not above the maximum for the salary range in the new 
position. 

31 The Superintendent has the authority to fill an opening by means of lateral or promotional transfer if it is 
within the same job title (e.g. Principal). 

32 Demotion—Movement from one job to another that is at least one salary grade lower. 

33 Inequity—Significant differences in an employee’s salary from others in the same salary grade that 
cannot be explained by original placement, guidelines, and employee transfer or other policy or 
procedure outlined herein. 

34 Base Salary—Salary for the regular workday plus any supplements for a new or different job that is part 
of the regular work day. 
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35 Upgrade- Changes in the job description, responsibilities, or educational requirements that result in an 
reclassification to a higher salary grade. 

36 Experience—Documented work in a related field or position.  Considerable experience is at least three 
years in such a field or position. 

Salary Structure Design and Administration 

Adjusting salaries below the salary grade minimum:

37 If a current salary is below a minimum level for the particular salary grade, an adjustment should be 
made.  Individual salaries that fall below the new grade minimum should be increased to the appropriate 
level, if economically feasible. 

Adjusting salaries above the salary grade maximum: 

38 Typically, no position is worth more than the maximum established rate for its salary grade.  Salaries 
should not be raised above the maximum for any position any individual occupies.  In the event an 
incumbent is above the maximum established rate for their salary grade: 

39 • Freeze the incumbent’s pay until their base pay is “recaptured” by subsequent adjustments in the 
maximum values of their jobs’ salary grades. 

40 • Further increases can be made up to the range maximum. 

Salary guidelines for new employees: 

41 • New employees are generally started at the base salary for the position. 

42 • New employees may be recommended at a starting salary up to eighty-five percent (85%) of the 
mid-point of the salary range.  Any base salary recommendation above this threshold must be 
submitted in writing to the Classification Committee for determination, after careful 
consideration of education, experience and previous employment. 

43 • Supervisors must provide reference salaries of current position incumbents prior to the 
committee reviewing the initial salary recommendation. 

44 • Hiring managers may offer employment candidates, salaries or wages equal to 85% of the 
midpoint of the assigned salary grade without prior approval of Human Resources. 

45 • If the Hiring Manager cannot attract a qualified candidate and has evidence of higher starting 
salaries in the competitive labor market, the Hiring Manager may petition Human Resources (in 
writing) to approve a salary or wage between 85% and midpoint of the assigned salary grade.  
The Assistant Superintendent of Human Resource Services has the authority to grant approval 
for a hiring salary or wage up to midpoint of the assigned salary grade. 

46 • Any petition for a starting salary or wage that is above the midpoint of the range must be 
approved by the Assistant Superintendent of Human Resource Services and the Superintendent.  
If the position being hired is a direct report of the Superintendent, additional approval must be 
granted by the School Board. 
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Critical Hire Policy 

47 • Jobs for which the District is consistently unable to attract acceptable candidates at the 
designated salary will be determined to be critical positions for not more than one year after 
review and approval by the Human Resources Department and the Superintendent’s office. 

48 • Once a position is deemed to be a critical position, pay will be governed by entirely market-
driven salary grades with midpoints anchored at the jobs’ 50th percentile market rate in the 
appropriate labor market as determined by the consulting agency. 

49 • Continued qualification as a critical position will be reviewed annually by the Human Resources 
Department to determine the job’s appropriate designation during the succeeding 12 months.  If 
the Human Resource Department determines that the job is still a critical position it will be 
submitted for re-approved by the Human Resource Department and the Superintendent’s office. 

50 • If the position no longer qualifies as a critical position, it will continue at a wage that falls within 
the standard hiring policy.  Those incumbents in the jobs formerly designated at critical hires 
within the District will then be subject to regular District policies. 

Salary adjustments—transfers within the same salary grade: 

51 Employees assigned to another position within the same salary grade with essentially the same position 
responsibility level should remain at their current salary level and grade to which they are currently 
assigned. 

Salary Structure Design and Administration 

Salary adjustments--promotions to higher grade:

52 Generally an employee who receives a promotion to a higher salary grade (either by taking on a new 
position or by the employee’s current position being reclassified to a higher salary grade) should receive 
a salary increase effective on the date the promotion becomes official. 

Salary adjustments—Position reclassification to lower grade: 

53 If, as a result of a recommendation of the Superintendent and approval of the School Board, a position is 
reassigned to a lower salary grade, there should be no downward adjustment in salary during the contract 
period.  If the employee’s salary is above the range, the incumbent’s pay will be frozen until the end of 
the incumbent’s contract period or until upward adjustment to the salary structure itself results in the 
maximum for the range exceeding the incumbent’s salary.  Further increases can then be made as 
appropriate as long as the salary remains within the range. 

Salary adjustments—transfers to lower grade: 

54 If, based on Superintendent action, an employee transfer is to a lower salary grade, whether voluntary or 
involuntary, the employee will maintain their current salary through the end of the current fiscal year.  In 
June of the current fiscal year the Salary Classification Committee will review and set the salary, within 
the range of the new position, based on the supervisor’s recommendation, noting that there must be 
significant justification to recommend that the salary be placed at the high end of the Salary Range.   An 
employee who does not receive a decrease in pay upon demotion, may not be eligible for future 
promotional increases if  they return to the prior salary grade. 
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Salary adjustments—demotional transfers: 

55 If, based on Superintendent action for cause, an employee transfer to a lower pay grade, the employee 
will be placed within the new salary grade on the effective date of the new position as if entering as a 
newly hired employee.

Salary Structure Adjustment – Yearly adjustment consideration: 

56 Each year the consulting agency will recommend a Salary Structure Adjustment based on the “World at 
Work Salary Budget Survey.”  In addition, every four years or as determined by the School Board a 
benchmark study will be conducted to maintain the competitiveness of the salary structure.  Any 
adjustments to the structure will include a cost of living consideration.

Classification Committee Guidelines 

Pre-Committee Meeting Actions: 

57 Requests for classification action and salary recommendations beyond the base salary set for the position 
should be made by and through the supervisor with approval from appropriate assistant superintendent. 

58 A Classification Review Request or Salary Placement and Inequity Review Request must be initiated by 
the person requesting the action and submitted to the appropriate supervisor. (See Attachments) 

59 If the appropriate assistant superintendent believes the request merits consideration, he/she should 
forward it to the Assistant Superintendent of Human Resource Services in March of each year prior to 
the budget process.  If a vacancy occurs prior to March, the request may be submitted earlier. 

60 Classification requests must include: 

61 • Classification Review Request (attachment 1) (page 15)
62 • Completed Position Description Questionnaire (attachment 2) (page 6)
63 • Organizational chart of the job placement and department structure (Outlook)
64 • Current (if applicable) or proposed job description; and
65 • Any other supporting documentation. 

66 Salary recommendation requests must include: 

67 • Salary Placement and Inequity Review Request 
68 • Documentation supporting the recommendation 

69 The Assistant Superintendent of Human Resource Services or designee will review the request, meet 
with the submitting supervisor, and attempt to reach consensus relative to whether the position should be 
presented to the Committee.  If either thinks the Committee should review a classification request, it 
should be presented to the Committee for final determination at the next regularly scheduled meeting.  
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Classification Committee Guidelines 

70 The Assistant Superintendent of Human Resource Services or designee may provide for each Committee 
member the following information relative to each classification request:1

71 • The Classification Review Request, 
72 • The completed Position Description Questionnaire, 
73 • Skill Identification Form (for new job descriptions) 
74 • An organizational chart of the job placement and department structure 
75 • Current (if applicable) or proposed job description 
76 • Any supporting documentation 
77 • Results of the independent review, and 
78 • Documentation, if any, relative to conversation held between the Assistant Superintendent for 

Human Resource Services or designee and the submitting supervisor subsequent to the 
independent review. 

Committee Operations: 

79 The Committee should meet as necessitated by need to review classification requests. 

80 A representative from each function may chair the Committee on a rotating basis.  The rotation may 
change at least annually. 

81 The Assistant Superintendent for Human Resource Services or designee should serve as secretary to the 
Committee, with responsibility for: 

82 • Distributing preparatory materials, including agendas, and 

83 • Taking and distributing minutes. 

With regard to each classification request: 

84 • Department representative should make an initial presentation of highlights of the preparatory 
material and other pertinent information. 

85 • Department representative should respond to Committee questions. 

86 • Only Committee members should participate in further deliberations. 

87 • The results of the independent review should be presented. 

88 • The Committee should discuss and then vote on each position classification factor relative to 
the request.

Classification Committee Guidelines 

With regard to each classification request (cont.) 

89 • The Committee should consider the matches between a position’s duties and responsibilities 
with the classification factor definitions and to the factor assignments of other similar positions 
within the District. 
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90 • Although the Committee should strive for consensus in decision-making, a majority vote should 
constitute a recommendation. 

91 • Votes by the Committee can result in a recommendation for no adjustment, an upward 
movement or downward movement in the classification of positions. 

92 • All recommendations should be forwarded to the Superintendent for review. 

93 • The Superintendent will recommend any changes to the Board for their approval. 

94 • All recommendations should be treated as confidential until finalized and submitted to the 
Board for approval. 

95 • All recommendations should be submitted to the committee at least 48 hours prior to the 
scheduled meeting.  In an emergency situation a request may be submitted closer to the 
scheduled meeting after receiving the written approval of the Chairman of the Committee or the 
Assistant Superintendent for Human Resource Services.

With regard to each committee approved upgrade of a currently existing position: 

96 • All reclassifications and upgrades will be brought to the Committee once a year as part of the 
budget process, unless the position is vacant.  A Board approved position upgrade shall be 
advertised. 

With regard to each request to place employees above the minimum of the salary range: 

97 The Senior Coordinator of Staff Allocations & Compensation will calculate the salary, according to 
policy, and submit the recommendation.  The calculation of a salary will be based on the following 
policy: 

98 • The salary of a promoted employee shall be the greater of: 

99  1. The Base of the new salary grade, 

100  2. Five percent (5%) above the current salary. If a Masters Degree is required for the position, 
the degree supplement is excluded from the current salary.

Classification Committee Guidelines 

Post Committee Meeting Action: 

101 Classification consideration: 

102 Upon receipt of classification recommendations by the committee, the Superintendent or his/her 
designee may accept, reject, or request reconsideration of all or portions of recommendations. 

103 If the Superintendent concurs with a change, it should then be submitted to the School Board for final 
approval. 

104 Regardless of the action, the Assistant Superintendent of Human Resource Services, or designee, 
communicates the final decision to the Classification committee and affected employee(s). 
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105 Classification approval:

106 If a recommendation is Board-approved, the Assistant Superintendent of Human Resource Services or 
designee should have the appropriate classification records and documents adjusted (e.g. the Salary 
Handbook).  At this time, any adjustment to base salary levels should be processed as dictated by salary 
administration policies and procedures. 

107 Classification rejection: 

108 If a recommendation is rejected, the initiating supervisor may resubmit that classification request one 
additional time within the next 12 months.  The complete review process outlined here should again 
apply. 

109 Classification reconsideration: 

110 If the Superintendent or his/her designee requests reconsideration of all or part of a specific 
classification determination, the outlined Classification Committee Guidelines processes should be 
repeated.

Salary Consideration

111 Salary consideration: 

112 Upon receipt of recommendations by the Assistant Superintendent of Human Resource Services, the 
Superintendent or his/her designee may accept or reject the recommendation.  If rejected, the initiator 
may begin the process again.



  11

Classification Review Request 

113 Directions:  Complete for all new or changed positions and descriptions and all reclassification requests.  
Submit completed form and all supporting documentation to the Assistant Superintendent for Human 
Resource Services. 

114 

Initiation Supervisor: 
   

115  (Signature) (Date) 

116 

Division: Department: 
117 

Assistant Superintendent 
Approval 

   

118  (Signature)  (Date) 
119 

Position Requested: 
120 OR (Completed Title) 
121 Position Inequity (explain): 
122 

123 

124 

125 

Rationale for Request: 
126 

127 

128 

129 

130 

131 

132 

133 

134 

135 

136 

137 The first four items below must be included: 

138 1. Completed Classification Review Request
139 2. Completed Position Description Questionnaire
140 3. Appropriate Organization Chart(s)
141 4. Appropriate Job Description(s)
142 5. Skill Identification Sheet  (new position)
143 6. Other Support Documentation
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Salary Placement 

Request Above 85% of Mid Point 

144 Complete for any request to place a new or promoted employee above 85% of the mid point for the 
salary grade.  Submit with all required documentation to the Assistant Superintendent for Human 
Resource Services.

145 

Position Title: 
146 

Required documentation: job description and relevant supporting documentation, employment 
history and educational background.  

147 

Salary 
Grade:

Base 
Salary: 

85%  
Mid-Point 

148 

Employee: SSN - -
149 

Salary 
Recommended: 

Percentage of 
The Mid Point 

150 

Direst Supervisor: Date:
151 

152 

Rationale: 
153 

154 

155 

156 

157 

158 

159 

160 

161 

162 

163 

164 

165 

166 

167 
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Position Description Questionnaire 

Required for new positions or reclassification requests.)

168 The Position Description Questionnaire is designed to obtain critical information about the new or 
reclassified position that you are requesting. The questionnaire will provide comprehensive 
documentation of the skills and related attributes necessary for creating and/or updating job descriptions.  
The requested information for the associated knowledge and skill requirements of the position is used to 
complete the system analysis. 

169 

NEW/RECLASSIFIED POSITION TITLE:
170 

171 (Complete Title) 

Directions: 

172 Answer each question thoughtfully, thoroughly and frankly in a manner that best describes the position. 

173 Complete the General Information section and proceed to the Job Factors section.  For each factor, 
please indicate with an “X” the one alternative that best describes the minimum requirements necessary 
for performing your position effectively. 

174 When you have completed the Job Factors section, transfer the number for each response to the 
corresponding item number below.  

175 1. Education   
176 2. Experience   
177 3. Complexity of Analysis   
178 4. Seriousness of Error   
179 5. Decision-Making Responsibility   
180 6. Organizational Knowledge   
181 7. Inside/Outside Contacts   
182 8. Risk/Safety Factors   
183 9. Independence of Action   
184 10. Innovation Required   
185 11. Overall Impact   
186 12. Type of Supervision    
187  Total   
188    

189 The Skill Identification section must also be completed if the request is for a new position. 

190 All completed documentation must be forwarded to the: 

191  Assistant Superintendent, Human Resource Services 

Page 1 of 6 
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Position Description Questionnaire 

(Required for New Positions or Reclassification Requests) 

192 Section A: Complete and submit for all requests to place new job descriptions on the appropriate salary 
grade or to reclassify any position.  Complete all information below: 

193 

Date: Your Name: 
194 

Title of Requested Position: 
195 

Location/School/Department: 
196 

Supervisor 
Requested Position 

197  (Name)  (Title) 
198 

Number of Hours Position is Expected to Work per Week: 
199 

Please describe, in a sentence or two, the primary goal of the position, as you understand it. 
200 

201 

202 

203 

Please describe the typical decisions (policy budget, employment, scheduling, etc.) that are required and 
the type of recommendations to be provided to others to assist them in decision-making. 

204 

205 

206 

207 

Complete the following only if the position directly supervises other employees.

208 Title of reporting positions  Number in 
the Position 

 Full – time  Part - time 

209        

210        

211        

212        

213        

214        

215        

Page 2 of 6 
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Position Description Questionnaire 

Section B 

216 

Directions: For each factor, please indicate with an “X” the one alternative that best describes the 
minimum requirements necessary for performing the position effectively.

217 1. Education:  This factor captures the general knowledge required for performing the job 
responsibilities, as measured by minimal acceptable education levels (not necessarily the desired 
education level.) 

218 

1. Up to and including a high school degree or GED 
219 

2. AA degree or equivalent vocation/technical training 
220 

3. BS degree, BA degree, or equivalent vocational/technical training 
221 

4. Advanced degree or equivalent technical certification (e.g., MA or Ph.D.) 
222 

2. Experience:  This factor measures the minimal amount of experience required to competently 
fulfill the requirements of your job (not necessarily your current level of experience).  Qualifying 
experience may have been acquired on related work or lower level jobs either with the Board or 
with former employers. 

223 

1.
0-2 years (i.e., sufficient experience to develop some familiarity with methods and 
terminology in common work situations). 

224    

2.
3-5 years (i.e., sufficient experience in the occupational field to perform a variety 
of work assignments within the occupational field with minimal supervision). 

225 

3.

 6+ years (i.e., broad experience in both commonplace and unusual work situations 
and problems associated with the occupational field—sufficient to plan and 
administer work programs). 

226 

3. Complexity of Analysis: This factor describes the type of analysis typically required of the 
position. 

227 

1. The job requires minimal analysis; work tasks are straightforward and recurring. 
228 

2.
The job requires some analysis, gathering of facts, and preliminary study of 
information.  Some interpretation of information is required. 

229    

3.
The job continually requires analysis and the integrating and coordinating of 
various elements in assigned problem areas.  Interpretation of, and generalization 
from, information is required. 

Page 3 of 6 
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Position Description Questionnaire 

230 

4. Seriousness of Error: This factor measures the opportunity for making errors, the degree to 
which work is checked, and the probably effects of errors on the Board.  Consider only 
reasonable, normal errors and resulting losses, which may be in terms of time, money, prestige, 
employee morale, etc. 

231    
1. Standard check or routine crosscheck readily detects probable errors.  Errors would 

be due to oversights in most instances.  Cost of correction is negligible. 
232    

2. Probably errors are generally confined to a single department, or phase of activities, 
but are not always detected in succeeding operations.  Errors may affect the work of 
other within the unit.  Considerable time may be involved to trace errors and make 
corrections. 

233    
3. Probably errors typically cause inaccuracies in reports or records pertaining to 

numerous departments and/or the Board as a whole.  Errors typically have 
significant internal and/or external implications. (E.g., the financial position of the 
Board may be affected and/or they may delay progress of significant programs or 
projects). 

234 

5. Decision-Making Responsibility: This factor indicates the specific management, administrative, 
and professional responsibilities of the job. 

235    
1. Most decisions are referred to higher authority for approval. The job requires 

assigned plans and programs. 
236    

2. The job requires the regular exercise of independent action within defined policy 
parameters in the area of specialty. 

237    
3. The job requires decision-making that addresses major problems and policies that 

impact numerous departments, schools and/or the entire Board. 
238 

6. Organizational Knowledge: This factor evaluates the level of in-depth knowledge of the Board 
required by the job. 

239    
1. The job requires understanding the policies, work procedures, programs, plans, and 

organizational relationships related to the immediate work area. 
240    

2. The job requires understanding the policies, work procedures, programs, plans and 
organizational relationship of one or more department or schools and/or specific 
understanding of outside organizations. 

241    
3. The job requires understanding and creating the policies, procedures, programs, 

plans, and organizational relational relationships of numerous departments, schools, 
and/or in depth understanding of outside organizations. 

Page 4 of 6 
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Position Description Questionnaire 

242 

7. Inside/Outside Contacts: This factor identifies whom you typically interact with in your job. 
243 

1. Contacts are typically limited to co-workers and supervisor.  There is only 
minimal contact with other employees and/or external parties (i.e., students, 
citizens, and representatives from other organizations). 

244 

2. The job typically requires some contact with employees from outside the 
department, school and/or external parties (i.e., students, citizens and 
representatives from other organizations). 

245 

3. The job requires continuous contact with employees from throughout the Board 
and/or external, parties (i.e., students, citizens, and representatives from other 
organizations). 

246 

8. Risk/Safety Factor: This factor measures the level of risk to physical health and safety routinely 
required by this job. 

247 

1. There is little or no risk associated with this job. 
248 

2. The job requires exposure to moderate risk to physical health and/or physical 
safety.  Risk to physical and/or mental health and safety (e.g., exposure to 
environmentally hazardous (i.e., toxic) material, assault and battery, communicable 
disease, etc.) up to 50% of the time. 

249 

3. The job requires exposure to significant risk to physical health and/or physical 
safety.  Risk to both physical and/or mental health and physical safety (e.g., 
exposure to environmentally hazardous (i.e., toxic) material, assault and battery, 
communicable disease, etc.) more than 50% of the time. 

250 

9. Independence of Action: This factor evaluates the degree to which the immediate supervisor 
outlines the method to be followed or the results to be attained, checks the progress of work, or 
handles exceptional cases.  Consider the extent and the closeness of the supervision.  

251 

1. The job typically requires work under the type of supervision where standard 
practice requires occasional checks on performance. 

252 

2. The job typically requires work under general supervision where broad work 
instructions are provided and only unusual cases are directed to your supervisor. 

Page 5 of 6 
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Position Description Questionnaire 

253 

10. Innovation Required: This factor identifies the degree to which innovation and creativity is 
regularly required by the job. 

254   1. There are limited requirements for developing new ideas or changes in methods, 
procedures, or services. 

255   2. The job is occasionally expected to recommend new solutions to problems, to 
improve existing methods/procedures/services, or generate new ideas. 

256   3. The job is continuously/constantly expected to adapt or combine known methods, 
systems, services, or operating concepts and apply them to new situations, or 
develop new ideas or concepts. 

257 

11. Overall Impact: This factor measures the job’s impact on the entire Board relative to all other 
jobs.  Consider your specific management, administrative and professional responsibilities. 

258   1. The job has minimal impact on the Board’s resources and services both internally 
and externally. 

259   2. The job has moderate impact on the Board’s resources and services both internally 
and externally. 

260   3. The job has major impact on the Board’s resources and services both internally and 
externally through individual actions or decision involving significant changes in 
policy, programs, new services, asset/liability management, or other actions.  

261 

12. Type of Supervision: This factor evaluates the degree of supervision exercised. 

262   1. The position is not responsible for supervising other employees (i.e. conduct 
performance evaluations for these positions). 

263   2. Supervision is typically part-time with respect to instructing, assigning, and 
checking the work of others.  Most time is typically spent performing the same 
work as subordinates.  There is little or no responsibility for controlling costs and 
enhancing methods for performing work activity.  This level applies to a position 
that is responsible for supervising one or two employees. 

264   3. Supervision typically takes substantial time with respect to assigning, reviewing, 
and checking work.  The position is responsible for addressing business and 
personal difficulties under stander procedures.  This level applies to a position that 
is responsible for supervising three or more employees. 

265   4. Supervision applies to one or more departments with full responsibility for results 
in terms of costs, methods, and personnel administration.  This level applies to a 
position that is responsible for supervising managers, who in turn have 
responsibility for supervising staff. 

266 

The Position Description Questionnaire must be submitted to the Assistant Superintendent 
for Human Resource Services for all requests to place a new job description on the 
appropriate salary grade or to reclassify any position.

Page 6 of 6 
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Skill Identification Form 

267 

Section C: Complete for new job descriptions 

268 

Directions:  This section presents skill sets that may be required for the position.  Skills are grouped 
under the following headings: 

269 • Managerial/Supervisory 
270 • Office 
271 • Professional and Technical 
272 • Communication 
273 • Physical Demands 
274 

Review all the skills listed and determine which skills are a special requirements for the positions (i.e., 
the skill is important in determining if a candidate would be qualified for the position).  Typically, a 
minimum of four or five skills and a maximum of twenty skills would describe the requirements of any 
position. 

275 

There are two categories associated with each skill:  “not important” and “important”. Place an “x” in the 
appropriate category for each skill. 

276 

After completing the five skill sets, you may add any other essential skills needed for the position that 
are not included in the categories above. 

277 

Skills—Other Skills (list here) 

278 1.

279 2.

280 3.

Page 1 of 6 
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Circle each skill subset as important or not important.  Explain why you marked any skill 
important. 

281 

Skills –Managerial/Supervisory Skills Important 
Not

Important 

282 Developing multi-year strategic and/or operational plans I NI 

283 Developing annual budgets I NI 

284 Policy development I NI 

285 Controlling expenses I NI 

286 Coordinating resources I NI 

287 Interpersonal (working with groups) I NI 

288 Negotiating and/or persuading others to take action I NI 

289 Promoting safety I NI 

290 Supervising, coaching and developing employees I NI 

291 Other:  

292 Other:  

293 

For each managerial/supervisory skill identified as “important,” please indicate why you made that 
choice in the space below: 

294 

295 

296 

297 

298 

299 

300 

Skills – Office Skills Important 

Not

Important 

301 Checking grammar/punctuation I NI 

302 Filing I NI 

303 Perceiving detail in checking information/forms I NI 

304 Reading comprehension (high school level) I NI 
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305 

Skills – Office Skills Important 
Not

Important 

306 Operating word processing software I NI 

307 Operating a computer terminal for data entry I NI 

308 Operating automated spreadsheet software I NI 

309 Scheduling appointments and/or travel I NI 

310 Taking and distributing messages I NI 

311 General mathematical—adding, subtracting, multiplying, etc I NI 

312 Other: 
313 Other:  

314 

For each office skill identified as “important,” please indicate why you made that choice in the space 

below: 

315 

316 

317 

318 

319 

320 

321 

322 

323 

324 

325 

Skills—Professional and Technical Skills Important 
Not

Important 

326 Accounting—high school level I NI 

327 Accounting/finance—college level I NI 

328 Advanced math—algebra, statistics, geometry I NI 

329 Architecture I NI 

330 Computer operations I NI 

331 Contract interpretation I NI 

332 Craft skills (electrical, etc.) I NI 
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333 

Skills—Professional and Technical Skills Important

Not

Important 

334 Drawing—figures/drafting I NI 

335 Engineering—civil I NI 

336 Engineering—electrical I NI 

337 Engineering—environmental I NI 

338 Engineering—mechanical I NI 

339 Graphic arts I NI 

340 Landscaping I NI 

341 Other:  

342 Other:  

343 

For each professional and technical skill identified as “important,” please indicate why you made that 
choice in the space below: 

344 

345 

346 

347 

348 

349 

350 

Skills—Communication Skills Important 
Not

Important 

351 Oral communication—exchanging or expressing ideas by means 

of the spoken word 

I NI 

352 Presentations—transmitting information in a formal setting I NI 

353 Foreign communication—using a language other than English   to 

communicate in writing or orally  

I NI 

354 Written communication—preparation of manuscripts, speeches 

Detailed plans, letters, policies, etc. 

I NI 

355 Editing written documents for content I NI 
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356 

Skills—Communication Skills Important 
Not

Important 

357 Reading comprehension—understanding technical or scientific 

blueprints and charts 

I NI 

358 Public speaking I NI 

359 Dispatching personnel in response to customer needs I NI 

360 Other:  

361 Other:  

362 

For each communication skill identified as “important,” please indicate why you made that choice in the 
space below: 

363 

364 

365 

366 

367 

368 

369 

Skills—Physical Demands  Important 
Not
Important 

370 Balancing—maintaining body equilibrium to prevent falling when 

walking, standing, or crouching 

I NI 

371 Carrying—transporting an object, usually holding it in the hands 

or arms or on the shoulder 

I NI 

372 Climbing—ascending or descending ladders, stairs, ramps, 

scaffolding, poles, ropes, and the like, using the feet and/or hands 

and arms 

I NI 

373 Color—match or discriminate colors I NI 

374 Fingering—picking, pinching, or otherwise working with the 

fingers primarily (rather than with the whole hand or arm as in 

handling) 

I NI 

375 Feeling—perceiving such attributes of objects and materials as 

size, shape, temperature, or texture, by means of receptors in the 

skin, particularly those of the fingertips. 

I NI 

376 Handling—seizing, holding grasping, turning or otherwise 

working with the hand or hands (fingering not involved) 

I NI 
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377 

Skills—Physical Demands Important 
Not
Important 

378 Hearing—perceiving the nature of sounds by the ear or receiving 

detailed information through oral communication, or making fine 

distinctions in sound 

I NI 

379 Lifting—raising or lowering an object from one level to another 

(includes upward pulling) 

I NI 

380 Pulling—exerting force upon an object so that the object moves 

toward the force (includes jerking) 

I NI 

381 Pushing—exerting force upon an object so that the object moves 

from the force (including slapping, striking, kicking, and treadle 

actions 

I NI 

382 Reaching—extending the hands and arms in any direction I NI 

383 Seeing—obtaining impressions through the eyes of shape, size, 

distance, motion, color, or other characteristics of objects or 

people

I NI 

384 Other:  

385 Other:  

386 

For each physical skill identified as “important,” please indicate why you made that choice in the space 
below: 

387 

388 

389 

390 

391 

392 

393 List other skills for any area on page 1. 
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