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Compensation Roles and Responsibilities of the Human Resources Department 

One of the functions of the Human Resources Department is to direct the strategic planning, design, 

implementation, administration, and communication of all District compensation programs, ensuring the 

programs are aligned with the District’s strategy and district culture.  

Responsibilities include:  

 Overseeing the design, implementation, and administration of compensation programs. 

 Recommending and administering policies and procedures to ensure competitive and consistent 

compensation practices and ensuring adherence to the compensation philosophy. 

 Researching and evaluating district needs and market trends for the purpose of ensuring the District’s 

compensation programs are competitive and provide the ability to attract, engage, and motivate highly 

qualified employees. 

 Strategizing and consulting with senior leadership to educate employees related to compensation 

programs. 

 Continually evaluate compensation practices to ensure adherence to the compensation philosophy by 

conducting market pricing surveys:  

1. Pay Scale. 

2. Texas Association of School Boards (TASB). 

3. Other targeted surveys. 

 Developing and maintaining competitive salary structures. 

 Performing job evaluations (in conjunction with TASB as needed) to determine the appropriate grade for 

each job, taking into consideration:  

1. Job description(s)  

2. Market Data  

3. Internal Equity  

4. Preservation of consistency between departments  

5. Interviews with appropriate department or campus leader and/or other key employees  

6. Fiscal Impact 

 Collaborating with managers on reviewing the functions performed by each employee of their staff to 

provide advice to the manager on the preparation of job descriptions that are to be submitted to the 

Human Resources Department. 

 Considering the various types of pay decisions, and making appropriate pay recommendations based on 

the district’s need, considering:  

1. Market Data  

2. District issue/need  

3. Individual future potential and likely future jobs  

4. Need for a specific, or specialized skill set  

5. Pay of others on the same career track  

6. Budget requirements and constraints  

 Conducting compensation reviews, as needed.  

  



 

 
2 

Compensation Structure 
 

Compensation Framework  

Greenville Independent School District’s compensation plan is made up of salary pay grades with respective 

ranges as well as supplemental earnings and benefit programs that are approved by the Board of Trustees. Salary 

ranges are determined by market rates for benchmark positions. To ensure that salary ranges are competitive 

with the market, the Human Resources Department conducts market research to inform current compensation 

levels for comparable positions. Employees are paid according to the pay range for their respective positions. 

Greenville ISD’s pay groups are:  

  Auxiliary  

  Professional  

  Administrative Support  

  Instructional Support  

  Teacher, Librarians, Nurses  

The Human Resources Department determines the compensatory value of a position by conducting systematic 

comparisons of positions to assess relative internal and external value. After the systematic comparison is 

complete, a position is assigned an associated pay grade. Pay grades are used to group positions that have 

approximately the same relative internal value based on compensatory factors (job descriptions, fiscal impact, 

market data, internal equity, district consistency, and administrative input are all considered when performing 

job evaluations).  

No employee will be paid more than the maximum rate for his/her pay grade unless the employee was earning 

more than that amount prior to the adoption of the pay plan or exceptions are approved by the Superintendent. 

Pay ranges are reviewed annually and should be adjusted as needed. Employee salaries will advance through the 

pay range based upon the general pay increase budget approved by the Board each year. 

Annualized Earnings vs. Annualized Salary  

Annual Earnings – the actual amount an employee earns in a year. It is figured retroactively or after the earnings 

have been paid. It differs from annualized earnings as it is NOT an estimate of what may happen it is a record of 

what did happen.  

Annualized Salary – An annualized salary is useful for employees who do not work a full year, such as teachers, 

and for employees who work part of each year on a salaried basis. Analyzation is the process of spreading the 

payments to the employee out over the entire year, though the salary is only earned for part of the year. This 

gives the employee a steady paycheck when they are not working.  
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Compensatory Pay (Comp Time)  

Board Policy DEAB Local  

At the District’s option, nonexempt employees may receive compensatory time off, rather than overtime pay, for 
overtime work. The employee shall be informed in advance if overtime hours will accrue compensatory time 
rather than pay. 

Compensatory time earned by nonexempt employees in the amount of 60 hours may be carried over at the end 
of the year. If an employee has a balance of more than 60 hours of compensatory time, the District shall require 
the employee to use the compensatory time, or at the District’s option, the District shall pay the employee for the 
compensatory time.  

Compensatory time may be used at either the employee’s or the District’s option.  Employees shall use accrued 
compensatory time before use of accrued state sick leave, state personal leave, and local personal leave. [See DEC 
(LOCAL)] The District may require an employee to use compensatory time when in the best interest of the District. 

Compensation Philosophy and Objectives  

Greenville ISD pay systems shall be designed and managed for the following purposes:  

  Provide competitive pay to attract and retain highly qualified personnel  

  Provide internal pay equity for job responsibilities  

Pay Systems  

Employee pay systems are designed and administered for the purpose of attracting and retaining qualified 

employees to achieve goals of the district. Human Resources is responsible for the development, maintenance, 

and administration of employee pay systems in accordance with board policies, governmental laws, and 

regulations.  

All district jobs will be assigned to a pay grade that establishes the minimum to maximum pay range for the 

position. Jobs are assigned to pay grades on the basis of the following factors:  

 Job qualifications and required skills  

 Job duties and responsibilities defined by the district  

 Competitive job market prices  

 Fiscal Impact on district 

Pay ranges are reviewed annually and adjusted periodically. Employee salaries will be adjusted based on the pay 

increase budget and pay raise guidelines as approved by the Board each year.  

Job Descriptions  

Job descriptions are an essential function in the administration of a compensation system. Accurate and complete 

job descriptions will be collected and maintained by the Human Resources Compensation Department. This 

includes complete and up to date job descriptions that address job qualifications, primary purpose, major duties 

and responsibilities, and working conditions. Job titles will be assigned by Human Resources and will reflect a 

logical job titling scheme to consistently describe the level and nature of work.  
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Exemption Status  

All jobs will be classified as exempt or nonexempt in accordance with the requirements of the federal Fair Labor 

Standards Act (FLSA) and documented in the job description. Human Resources will determine the classification 

of each position based on the description of the assigned job duties. In order to be exempt, the employee’s 

primary duties must meet the requirements defined by the federal regulations of the Executive, Administrative, 

or Professional exemption test or be a teacher, and the employee must be compensated on a salary basis. All 

employees who do not meet the legal requirements for exemption are classified as nonexempt or hourly.  

Exempt employees do not receive overtime compensation. 

 

Job Classification  

Job classification determines the assigned pay range for a job. Job classification is based on job requirements, 

assigned duties, and market value. All jobs are classified on the basis of common factors that indicate the relative 

level of knowledge and skill requirements, the complexity of assigned duties, job accountability, fiscal impact on 

district, and working conditions. Human Resources will collect job information, evaluate jobs for classification 

purposes, and assign jobs to pay grades.  

 

Determining Factors in Classifying Jobs  

Freedom to Act 

Authority, autonomy, independence of action, the degree to which job tasks are dictated by policy, procedures, 

manuals, supervisor or department head.  

i. Are your tasks routine and repetitive or are they performed under broad guidelines? Do you 

independently determine work methods or tasks or is your work performed under established 

guidelines?  

ii. Are you closely supervised or are your tasks more general involving established guidelines and 

work is reviewed less frequently?  

iii. Do you take or recommend action under a general supervisor and established policies or take 

and recommend action under direct, or generally defined objectives?  

1. Complexity 

The difficulty of problems encountered in the course of work and the types of knowledge needed to 

solve them. Measures problem-solving skills along two scales; one, the types of problems encountered 

from routine to most difficult and two, the knowledge required to solve them from simple recognition 

and referral to the devising of solutions based on interpretation of policy and understanding of 

departmental objectives.  

i. Does your job require special or unique skills?  

ii. What types of problems do you have to solve?  

iii. How difficult are the problems you have to solve?  

iv. Does your job require a certain depth of knowledge or expertise?  

 



 

 
5 

2. Consequences of Error  

 

3. Measures the impact of errors made in the course of work and the consequence of error according to 

magnitude from those easily rectified to those that cause major unit disruption.  

i. How do your errors impact those around you?  

ii. Are your errors easily rectifiable or do they require involvement from others?  

iii. What degree of impact is there if mistakes are made: Little or no impact on errors? What is the 

fiscal impact? 

iv. Who is impacted by mistakes? Is it your department, campus, external agencies, or the entire 

school district?  

v. Are mistakes reversible?  

 

4. Scope 

The variety of work assigned, the degree of district skills required to complete the work, the knowledge 

of district units inside or outside the district and the diversity of deadlines and priorities governing the 

work.  

i. What is the variety of functions assigned?  

ii. Is your scope limited and highly specific to the objectives of the department or is your scope 

broad requiring complete responsibility for a complex department?  

iii. Is the coordination of activities diverse in nature?  

iv. Do your functions have a significant effect on the department/campus operations?  

 

5. Supervisory Responsibilities  

Number, types, and level of positions supervised, functions supervised, the degree of supervisory 

authority, e.g. work leader or full supervisor, complexity and diversity of work supervised.  

i. Difficulty of supervision  

ii. Number and levels supervised  

iii. Variety of functions supervised  

iv. Full supervisor or a work leader  

v. The diversity of work supervised  

 

6. Responsibility for Resources  

The extent of the resources for which the employee has responsibility including, but not limited to, 

human, financial, facilities, material, and information systems.  

i. Number of employees supervised  

ii. Variety of functions supervised  

iii. Levels supervised (e.g. professional, technical, administrative, service)  

iv. Space managed (e.g. square footage)  

v. Type of space managed (e.g. office, labs, classrooms)  

vi. Budget size  

vii. Budget sources and amounts (e.g. state, gifts, extramural, contracts & grants, regulation fees, 

income, recharges, etc.)  

i. The complexity of the budget - Amount, kind, discretion on spending, and complexity as 

determined by number and types of accounts, where and who the money comes from.  
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7. Communications  

Types of verbal and written communications, who you typically communicate with, what information you 

typically are responsible for communicating and method of delivery.  

i. Who do you typically communicate with (e.g. administrative staff, major division heads, and 

department managers, the Superintendent or Senior Staff)?  

ii. What are you communicating about (e.g. routine procedures, diversified procedures, operational 

policy, long-term planning)?  

iii. How often do you communicate with the various constituencies (yearly, quarterly, monthly, 

weekly, daily)?  

 

8. “Majority Rule”  

Classification title and level are dependent primarily on where the majority (50% or more) of a job duties 

lie.  

 

Classification of New Positions  

Prior to posting, new positions must have a written job description created collaboratively by Human Resources 

and the hiring manager. Human Resources will determine the pay grade classification of new positions based on 

the job description, qualifications required, and market value. New positions must be classified in the pay system 

prior to hiring new employees.  

 

Common Misconceptions about Job Classification  

The employee on the line was cordial, clear and direct: “I just got my degree, so when do I get reclassified?” This 

call represents one of the common misconceptions about the District’s classification system. Classification is 

based solely upon the duties assigned to a position, not the qualifications of the incumbent. Put simply, we 

classify the JOB, not the person. We receive daily inquiries about classification, with the most common 

misconception revolving around this person-position distinction. Besides educational attainment, other person-

related factors that we do not take into consideration when classifying a position’s job level include:  

Longevity 

The length of time a person has worked at the District may positively affect a person’s performance on the job, 

however, it is not a factor we use in determining the level of a position.  

Speed 

How fast a person can work or how much they can produce compared to others is a factor in performance. Job 

reclassifications do not take into account an employee's performance.  

Retention 

“She’s been offered a promotion”, more than one supervisor has commented. “If I can’t match it, I’ll lose my best 

employee.” While we understand your dilemma, the fear of losing an employee cannot be considered in 

classification decisions for job level. The Equity Guidelines may be of interest to you and can be discussed with 

the Compensation Department.  
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Financial Need 

“I just bought a new home, my daughter’s a sophomore at UT, I need a new car and my dog is sick.” Most of us 

have financial need, and some occasionally have a dire need, but classification cannot take personal financial 

conditions into consideration.  

Dedication 

We often hear about employees who, “Always arrive early, leave late, never take breaks, work weekends, etc.” 

Again this is a performance issue and should be addressed during reviews.  

Personality 

An employee's unique personality to work in unusual conditions and with difficult co-workers is not a factor that 

can be considered when classifying a position. Unique skill and/or ability required for a position, however, can be 

considered and should be spelled out in the job description.  

Future Projects 

We only classify duties being currently performed, not those that might be added to a job down the line. As such, 

we suggest that reclassification request is delayed until new projects or assignments have begun.  

What, then, are some of the factors taken into consideration when making classification decisions? In brief, 

classification is based upon several factors: the nature, variety, and difficulty of the duties; the responsibility for 

staff and resources; the knowledge and originality required for the position; and the authority and relative 

autonomy of the position (see previous section "Determining Factors in Classifying Jobs")  

Job Reclassification  

A job reclassification occurs when a position is moved to a higher or lower pay range. Jobs may be reclassified as 

a result of a significant and sustained change in job duties assigned, a need to improve internal pay equity or 

change in the competitive job market.  

All positions, with the exception of teachers, librarians, RN nurses, substitutes, and part-time temporary 

employees are assigned to pay grades based on the level of skill, effort, and responsibility required for the job 

assignment. HR will classify new positions or reclassify existing positions as necessary based on job requirements 

and comparability to other positions in the District or in the marketplace.  

 

Pay Rate Adjustments for Job Reclassification 

A change in job classification will result in a higher or lower pay range and a greater or lesser potential for pay 

advancement. Pay rate adjustments for job reclassification may be made in accordance with the guidelines 

below. Any adjustments for contract employees will comply with district policy DEA(L). 

If the job is reclassified upward due to a significant and sustained increase in assigned job duties, the 

reclassification will be treated as a promotion and the procedure for promotion increases will apply.   

If the job is reclassified only to address internal equity issues and there is no change in assigned duties, there will 

be no immediate pay increase. Future increases will be larger as a result of placement in a higher pay range.  
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Employees will not be paid less than the minimum of the new pay range.  

If the job is reclassified downward due to a change in duties assigned, the employee’s pay may be reduced. 

 

Pay Increase Budget  

The Superintendent will recommend a budget for pay increases as part of the annual budget process. Budget 

recommendations for pay increases will be based on available revenue, statutory requirements, competitive job 

markets, and district compensation objectives. Employee pay increases will be based on the budget approved by 

the board each fiscal year. Salary schedules or placement guidelines do not imply or assure similar salary 

increases in subsequent years.  

The pay increase budget recommended by the Superintendent may include adjustments to correct internal or 

external pay equity problems, to correct an internal pay inequity (e.g. pay compression between supervisor and 

assigned staff), or to compensate an employee for a significant change in job responsibilities.  

 

General Pay Increases and Eligibility  

Employee salaries and wages will be reviewed annually for adjustment. General pay increases (GPI) are based 

upon the annual budget approved by the Board and given to employees to compensate for continued service to 

the district.  

To receive a general pay increase, an employee must be in a paid status or on an approved leave of absence for at 

least 90 days by July 1 of the current year. Exceptions require authorization by Superintendent or designee.  

 

General Pay Increase Calculation  

General pay increases will be calculated for each employee by applying a percent increase approved by the Board 

to the midpoint of each employee’s pay range. All employees in the same pay range, who are not at maximum 

pay, will receive the same pay increase.  

Example:  Range Midpoint x Percent Increase = Pay Increase 

Clerical / Paraprofessional  

 Midpoint ($15.00) x Percent Increase (4%) = Pay Increase ($0.60) 

 Pay Increase ($0.60) x Hours (8) x Duty Days (187) = Annual Increase ($897.60) 

Salary Placement of New Hires  

Salaries are determined by an employee’s total years of relevant work experience as defined at the time of 

employment. The starting salary is determined individually based on each person’s job-related experience and 

salaries paid to peer employees in the same position with similar experience. No employee will be placed below 

the minimum of the pay range. Salary recommendations for new hires may be adjusted by Human Resources for 

hard-to-fill positions or to recognize specialized knowledge and skills, qualifications, or technical certifications.  
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Placement of External New Hires  

1.  Professional Hiring Schedules 

Teachers, librarians, and nurses (RNs) salaries will be identified upon hire based on a hiring 

schedule taking into account total years of creditable experience as defined by state regulations 

and shown on the employee’s service record.  

2.  Administrative / Professional Pay Structure 

Placement of new hires in the administrative / professional pay structure will be determined 

individually based on each person’s job-related experience and pay rates of other employees in 

the same job title with similar experience.   

The guidelines for placement in the administrative / professional pay structure are as follows: 

(a) New hires will be placed based on relevant job experience but will not exceed the 

maximum pay.  

(b) Placement of a new hire may not exceed pay rates of other employees in the same job 

title with similar experience. 

(c) Recommended placement for new hires will be determined by the Human Resource 

Department as follows: 

1. 1 percent above minimum for each year of creditable 

administrative experience up to the hiring limit (a) 

2. 2 percent above minimum for each year of job-specific 

experience up to the hiring limit (a) 

(d) New hire placement recommendations may be adjusted from these experience 

formulas as deemed necessary by the Human Resource Department for hard-to-fill 

positions. 

(e) No employee may be placed below the minimum of the range. 

  3. Clerical / Paraprofessional and Auxiliary Pay Structures 

(f)   Placement of new hires in the clerical / paraprofessional pay structure will be 

determined by the minimum requirements of the job and pay rates of other employees in 

the same job title with similar experience.   

 

The guidelines for placement on the clerical / paraprofessional and auxiliary pay structure are as follows: 

(a) New hires will be placed at the range minimum when the position qualifications require 

no previous job experience. 

(b) For jobs that require previous job-specific experience the Human Resource Department 

will determine each new hire’s level of job-specific experience.   
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(c) New hires may not exceed the maximum pay rate. 

(d) Placement of a new hires may not exceed pay rates of other employees in the same job 

title with similar experience. 

(e) New hires will be placed in the pay range at: 

1. 1 percent above minimum for each year of verified job experience up 

to the hiring limit (c). 

(f) New hire placement may be adjusted from this formula as deemed necessary by the 

Human Resource Department for hard-to-fill positions. 

(g)  No employee may be placed below the minimum of the range. 

 

Salary Adjustment Qualifications  

It is the responsibility of the employee to submit original service records and official transcripts at the time of 

hire. Employees who provide service records with verifiable, creditable experience may receive a review for a 

potential salary adjustment if the service records are submitted to Human Resources no later than 6 months 

following the date of hire. Service records received after this date will not be eligible for a review for salary 

adjustment.  

 

Promotion Defined  

A promotion occurs when an employee is assigned to a different job in a higher pay grade and range. Pay 

adjustments for promotions will begin with the effective date of the new assignment. For promotions that take 

effect at the beginning of the school year, the standard promotion increase is applied in addition to any general 

pay increase granted by the school board.  

Promotion Increase for the Administrative / Professional Pay Structure 
1. A promotion increase is based on an employee’s current base pay less any stipends paid for 

supplemental duties. Promotion increases will be based on daily rates of pay for the assigned 

duty days and will be determined by these guidelines: 

(a) A pay increase for a promotion of one pay grade level will be 8 percent of the new 

range midpoint.   

(b) A pay increase for a promotion of two pay grade levels will be 10 percent of the new 

range midpoint. 

(c) A pay increase for a promotion of three or more pay grade levels will be 12 percent of 

the new range midpoint. 

(d) No employee will be paid less than the minimum or more than the maximum of the new 

pay range. 
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(e) Promotion increases may be reduced if another employee with more experience in the 

same job title is paid less. 

(f) A teacher or other professional employee who moves from a different salary schedule 

to the administrative / professional pay structure will be given credit for experience 

according to the procedure for Placement of New Hires (2). 

(g) The promotion increase for a teacher promoted to an administrative / professional 

position will be calculated based on Administrative Procedures. 

 

Promotion Increase for the Clerical / Paraprofessional and Auxiliary Pay Structures 

2. A promotion increase is based on an employee’s current base pay less any stipends paid for 

supplemental duties. Promotion increases will be based on hourly rates of pay and will be 

determined by these guidelines: 

(a) If the employee’s current base pay rate is less than the midpoint for the new job, the 

increase shall be 8 percent of the new midpoint.  

(b) If the employee’s current base pay rate is greater than the midpoint for the new 

position, the increase shall be 6 percent of the new midpoint. 

(c) No employee will be paid less than the minimum or more than the maximum of the new 

pay range. 

(d) Promotion increases may be reduced if an employee with more experience in the same 

job title is paid less. 

 

Demotion Defined  

A demotion occurs when an employee is reassigned to a different job with less responsibility at a lower pay grade 

level. Demotions may be voluntary or involuntary. Position reclassification or general salary structure changes are 

not considered demotions.  

A reduction in pay as a result of a demotion will be made effective with the new assignment. When a pay 

reduction is made for a demotion, pay adjustments may also be made for a longer or shorter work year 

associated with the change in assignment. Reductions in pay made as a result of a demotion take into 

consideration the new salary range as well as comparative equity with other employees currently in that job 

level.  

Movement to a Lower Pay Grade 

 (1)  Pay Adjustments  

When a pay reduction is made as a result of movement to a lower pay grade, the employee’s 

base pay rate will generally be set at the same relative position within the lower pay range which 

is measured as a ratio of the employee’s salary to the range midpoint. For example, if the 

employee’s base pay was 110 percent of the midpoint in the higher pay range, that person’s pay 
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would be reduced to an equivalent 110 percent of the midpoint in the lower pay range. The 

Human Resource Department may adjust this formula when special circumstances warrant. 

The pay adjustment will begin with the effective date of the new assignment. Pay adjustments 

may also be made for a longer or shorter work year associated with the change in assignment. In 

the case of teachers or other professionals on an experience-based hiring placement schedule, 

placement will be made on the applicable pay schedule according to years of experience. 

 

Lateral Transfer (Placements)  

A lateral transfer is defined as movement to another job assigned to the same or equivalent pay grade. Lateral 

moves may involve a change of days (higher/lower); however, the equivalent daily rate of pay remains the same. 

Lateral placements can also be classified as voluntary or involuntary. Lateral transfers are not eligible for salary 

increases, except for adjustments required to reflect the work calendar days of the new job, if applicable.  

 

Supplemental Pay  

Supplemental pay (stipends and extra duty pay) represents a remuneration in addition to, but separate from, 

regular base salary. Supplemental pay is authorized on a year to year basis. Supplemental pay will be 

discontinued upon cessation of assignment, or upon the occurrence of an event which otherwise causes the 

employee to be ineligible to receive the supplemental pay. Discontinuation of the employees’ performance of 

supplemental duties.  

 

Adjusting Pay-Range Structures 
(1)  Annual Review of Pay Ranges 

The Human Resource Department will review pay-range structures annually and recommend 

adjustments as needed to maintain competitive pay range alignment with external job markets.  

 

  Reinstatement after Break-in-Service 

An employee who is rehired following a break-in-service that is less than 12 months shall be reinstated at 

the same rate previously paid if hired for the same or equivalent position. If rehired for a different 

position or rehired following a break-in-service greater than 12 months, the employee will be placed 

according to procedures for new hires. 

Procedures for Requesting a Salary Review  

Review of compensation must be initiated by the job supervisor or Human Resources. Jobs previously submitted 

within the last 12 months and new jobs (1 year or less) are not eligible for review.  

Requests should be submitted to the Human Resources Department in January of each year to allow adequate 

time for budget considerations.  
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The supervisor may request a salary review during the annual budgeting process, typically beginning in January of 

each year.  

The supervisor’s request must include a proposed job description and written explanation of changes in job 

duties and responsibilities along with the Job  

Human Resources will review the request, obtaining additional job information if needed. Additional information 

may be obtained by a written questionnaire, by interviewing the supervisor and/or employee (s), or by analyzing 

external job market information.  

Human Resources will evaluate the job placement in the pay structure and prepare a written recommendation 

for pay grade assignment. 

A back payment will occur if the employee is paid less than the amount that the employee should have been paid 

for any relevant supplemental pay. If it is determined that back pay is due to an employee for duties performed, 

then the HR Department will rectify the issue by paying the difference for the current fiscal year.  

 

Overpayment  

It is each employee’s responsibility to regularly review the accuracy of their pay stub. An overpayment occurs if 

an employee is paid more than the amount that the employee should have been paid under the assigned pay 

grade and/or any relevant supplemental pay. If discovered and/or reported in the current fiscal year, the HR 

Department will refer the issue to the Finance Department to request repayment for the current year. 

 

Payroll Deductions  

Policy CFEA (LEGAL)  

Required Deductions:  

  Federal Withholding – Figured automatically by the income tax withholding percentage method 

according to the marital status and number of exemptions claimed on the W-4 Form.  

  Medicare – 1.45% of the gross salary will be deducted each pay period for any person hired after 

March 31, 1986.  

  Teacher Retirement – 7.7% of total gross salary deducted each pay period. Deductions are on a pre-tax 

basis.  

  TRS Retirement Insurance - 0.65% of total gross salary deducted each pay period.  

  TCG Alternative Plan – Substitute/Temporary Staff Only – Effective 8/13/2018, 7.5% of total gross 

salary deducted each pay period on a pre-tax basis. Applicable only to those staff members who are not 

eligible for Teacher Retirement System (TRS) membership. The staff member will contribute to their own 

personal retirement saving account.  

Other payroll deductions staff members may elect include deductions for the staff members’ share of premiums 

for health, dental, life, and vision insurance; and annuities. Staff members also may request payroll deduction for 
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payment of membership dues for District recognized organizations. Salary deductions are automatically made for 

unauthorized or unpaid leave.  

Employees have the responsibility of ensuring their pay is accurate by reviewing their pay stub online in Skyward 

each time they get paid. It is important to ensure all information on each pay stub is accurate. Reviewing items 

like name, social security number, pay rates, paid time off balance, and other information.  

Exemption Status  

All jobs will be classified as exempt or nonexempt in accordance with the requirements of the federal Fair Labor 

Standards Act (FLSA). The Human Resource Department will determine the classification of each position based 

on a description of assigned job duties and the method of compensation. In order to be exempt, the employee’s 

primary duties must fall under one of the exemptions, as defined by federal regulations, and the employee must 

be compensated on a salary basis. All employees who do not meet the legal requirements for exemption are 

classified as nonexempt. Exempt employees do not receive overtime compensation. 

 

  Adjusting Pay-Range Structures 

 Annual Review of Pay Ranges 

The Human Resource Department will review pay-range structures annually and recommend adjustments as 

needed to maintain competitive pay range alignment with external job markets.  

 

Reinstatement after Break-in-Service 

An employee who is rehired following a break-in-service that is less than 12 months shall be reinstated at the 

same rate previously paid if hired for the same or equivalent position. If rehired for a different position or rehired 

following a break-in-service greater than 12 months, the employee will be placed according to procedures for 

new hires.  

 


