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HMNG
COMPENSATION THE SUPERINTENDENT SHALL RECOMMEND AN ANNUAL
ADMINISTRATION COMPENSATION PLAN FOR ALL DISTRICT EMPLOYEES TO
PRACTICES AND THE BOARD FOR APPROVAL. THE EMPLOYEE COMPENSA-
PROCEDURES TION PLAN MAY INCLUDE WAGE AND SALARY STRUCTURE,
STIPENDS, BENEFITS, AND INCENTIVE PAY PLANS.
THE SUPERINTENDENT AND DESIGNEE(S) SHALL ADMINIS-
TER THE COMPENSATION PLAN CONSISTENT WITH BOARD
POLICIES AND THE ANNUAL BOARD APPROVED BUDGET.
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GENERAL PAY
INCREASE AND
ELIGIBILITY

PAY RANGE
ADJUSTMENTS

DESCRIPTION OF PAY
SYSTEM

PAY INCREASES FOR EMPLOYEES ON SALARY SCHEDULES
ARE CALCULATED AS APPROVED BY THE BOARD EACH
YEAR. PAY INCREASES FOR EMPLOYEES ON PAY RANGES
ARE CALCULATED BY APPLYING THE PERCENT INCREASE
APPROVED BY THE BOARD EACH YEAR TO THE MIDPOINT
RATE OF THE PAY RANGE. EMPLOYEES IN THE SAME PAY
GRADE WILL RECEIVE THE SAME RATE OF INCREASE
WHEN PAY INCREASES ARE CALCULATED AS A PERCENT
OF MIDPOINT. PAY INCREASES THAT WILL EXCEED THE
MAXIMUM RATE OF THE PAY RANGE MUST BE SPECIFICAL-
LY AUTHORIZED BY THE BOARD EACH YEAR.

EMPLOYEES WHO WERE HIRED DURING THE PREVIOUS
SCHOOL YEAR AND WHO WORKED LESS THAN 90 DAYS
FOR THE DISTRICT WILL NOT BE ELIGIBLE TO RECEIVE A
COMPENSATION ADJUSTMENT FOR THE NEXT SCHOOL
YEAR EXCEPT TO THE EXTENT THAT MAY BE NECESSARY
TO BRING ANY EMPLOYEES WHO ARE BEING PAID BELOW
ANY NEW MINIMUM RATE FOR THEIR ASSIGNED PAY LEVEL
UP TO ANY NEWLY ESTABLISHED MINIMUM OR TO PLACE
THE EMPLOYEES AT THE SAME STEP ON AN ADJUSTED
SCHEDULE.

HUMAN RESOURCES WILL REVIEW PAY STRUCTURES AN-
NUALLY AND RECOMMEND ADJUSTMENTS AS NEEDED TO
MAINTAIN COMPETITIVE ALIGNMENT WITH EXTERNAL JOB
MARKETS AND INTERNAL ALIGNMENT OF CAREER PATH-
WAYS. ADJUSTMENTS TO PAY RANGES ARE MADE PRIOR
TO THE CALCULATION OF PAY INCREASES.

IF NO PAY RAISE IS APPROVED BY THE BOARD, NO PAY
RANGE ADJUSTMENTS WILL BE MADE.

EMPLOYEES WILL NORMALLY BE ELIGIBLE FOR COMPEN-
SATION ADJUSTMENTS AS OF THEIR FIRST DAY ON DUTY
EACH SCHOOL YEAR (JULY 1 THROUGH JUNE 30). HOWEV-
ER, SPECIAL ADJUSTMENTS MAY BE PROCESSED AT OTH-
ER TIMES BASED UPON THE NEED TO ADJUST FOR EQUITY,
PROMOTION, OR TRANSFER. SPECIAL ADJUSTMENTS MAY
BE APPROVED BY THE SUPERINTENDENT. NO ANNUAL
COMPENSATION INCREASES SHOULD BE COMMUNICATED
TO EMPLOYEES UNTIL AFTER FINAL APPROVAL BY THE
BOARD.

EMPLOYEE PAY SYSTEMS ARE DESIGNED AND ADMINIS-
TERED FOR THE PURPOSE OF ATTRACTING AND RETAINING
QUALIFIED EMPLOYEES TO ACHIEVE THE GOALS OF THE
DISTRICT. HUMAN RESOURCES IS RESPONSIBLE FOR THE
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JOB DESCRIPTIONS

MAINTENANCE AND ADMINISTRATION OF EMPLOYEE PAY
SYSTEMS.

TEACHERS, LIBRARIANS AND NURSES WILL BE PAID AC-
CORDING TO A SALARY SCHEDULE THAT CORRELATES
SALARIES WITH TOTAL YEARS OF CREDITABLE SERVICE IN
EDUCATION. ALL OTHER DISTRICT JOBS WILL BE AS-
SIGNED TO A PAY GRADE AND RANGE STRUCTURE THAT
SETS THE PAY FOR THE POSITION.
THE DISTRICT PAY PLAN INCLUDES:
e TEACHERS, LIBRARIANS AND NURSES
e ADMINISTRATIVE PROFESSIONAL EXEMPT
STAFF
e CAMPUS LEADERSHIP EXEMPT STAFF
e INFORMATION TECHNOLOGY EXEMPT AND
NONEXEMPT STAFF
e POLICE EXEMPT AND NONEXEMPT STAFF
e CLERICAL-PARAPROFESSIONAL NONEXEMPT
STAFF
e AUXILIARY NONEXEMPT STAFF

SALARY SCHEDULES AND PAY RANGES ARE REVIEWED
AND ADJUSTED PERIODICALLY. EMPLOYEE PAY IS ADJUST-
ED BASED ON THE PAY INCREASE BUDGET AND GUIDE-
LINES APPROVED BY THE BOARD ANNUALLY.

IDENTIFYING A JOB’S QUALIFICATIONS, PURPOSE, MAJOR
DUTIES AND RESPONSIBILITIES, WORKING CONDITIONS,
AND EXEMPTION STATUS IS AN ESSENTIAL FUNCTION IN
THE ADMINISTRATION OF THE COMPENSATION SYSTEM.
ACCURATE AND COMPLETE JOB DESCRIPTIONS WILL BE
COLLECTED AND MAINTAINED BY HUMAN RESOURCES
WITH INPUT FROM JOB SUPERVISORS. JOB TITLES ARE
ASSIGNED BY HUMAN RESOURCES WITH INPUT FROM THE
SUPERVISOR TO ACCURATELY REFLECT THE LEVEL AND
NATURE OF WORK AND THE ORGANIZATIONAL STRUCTURE
OF THE DISTRICT.

JOB DESCRIPTIONS WILL BE UPDATED BY HUMAN RE-
SOURCES WITH INPUT FROM THE SUPERVISOR AT LEAST
EVERY THREE YEARS AND AT EACH VACANCY. EMPLOYEES
AND THEIR SUPERVISOR WILL REVIEW THE JOB DESCRIP-
TION ANNUALLY AS PART OF THE EMPLOYEE’S ANNUAL
REVIEW ACKNOWLEDGING AND AGREEING TO THE GEN-
ERAL RESPONSIBILITIES OF THE JOB OR IDENTIFY NEEDED
EDITS TO BE SUBMITTED TO HUMAN RESOURCES.
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DUTY CALENDARS

PAYROLL SCHEDULE

TEACHERS AND
OTHER
NON-12-MONTH
EMPLOYEES

DOCK RATES

EXEMPTION STATUS

DUTY CALENDARS ARE DETERMINED BASED ON THE BUSI-
NESS NEEDS OF THE DISTRICT AND WILL ALIGN WITH PAY
CYCLES. THE DISTRICT WILL STRIVE TO MAINTAIN A LIM-
ITED NUMBER OF DUTY CALENDAR VARIATIONS. WHEN AN
EMPLOYEE’S DUTY CALENDAR MUST BE CHANGED TO
MEET NEW OR ADJUSTED NEEDS OF THE DISTRICT, THE
EMPLOYEE’S CURRENT TOTAL ANNUAL SALARY SHOULD
NOT BE REDUCED IF DAYS ARE BEING REDUCED. INSTEAD,
THE CURRENT DAILY RATE OR HOURLY RATE SHOULD BE
ADJUSTED TO ARRIVE AT THE SAME ANNUAL SALARY AS
THE EMPLOYEE BEGAN THE YEAR.

ALL EMPLOYEES ARE PAID IN ACCORDANCE WITH THE AP-
PROPRIATE SALARY SCHEDULE IN FORCE AND IN AC-
CORDANCE WITH PUBLISHED PAY DATES. PAYMENTS FOR
ALL PERSONNEL ARE ISSUED ON THE 15TH AND ON THE
LAST DAY OF THE MONTH UNLESS THE PAY DATE FALLS ON
A WEEKEND OR DISTRICT NON-WORKDAY, IN WHICH EVENT
PAYMENT WILL BE ISSUED ON THE LAST BUSINESS DAY
BEFORE THE WEEKEND OR DISTRICT NON-WORKDAY.

Teachers and other non-12-month employees EMPLOYED stating
wortlk=after the end of the first pay period of the school year but prior
to a specified date in January will be paid equal semimonthly pay-
ments through August. Such employees beginning after the speci-
fied date in January will be paid equal semimonthly payments
through June.

If an employee's pay is docked, the amount deducted will be based
on the daily rate. The dock rate for employees on a monthly pay
schedule is 1/20th of the monthly salary. The daily rate for employ-
ees on an hourly pay schedule is determined by multiplying the
number of hours worked per day by the hourly rate.

ALL JOBS WILL BE CLASSIFIED AS EXEMPT OR NONEX-
EMPT IN ACCORDANCE WITH THE REQUIREMENTS OF THE
FEDERAL FAIR LABOR STANDARDS ACT (FLSA) AND DOC-
UMENTED IN THE JOB DESCRIPTION. HUMAN RESOURCES
WILL DETERMINE THE CLASSIFICATION OF EACH POSITION
BASED ON ADESCRIPTION OF ASSIGNED JOB DUTIES AND
WEEKLY PAY. IN ORDER TO BE EXEMPT, THE EMPLOYEE’S
PRIMARY DUTIES MUST MEET THE REQUIREMENTS DE-
FINED BY FEDERAL REGULATIONS FOR THE EXECUTIVE,
ADMINISTRATIVE, PROFESSIONAL, OR COMPUTER EM-
PLOYEE EXEMPTION TEST OR BE A TEACHER, AND THE
EMPLOYEE MUST MEET APPLICABLE FEDERAL SALARY
REQUIREMENTS. ALL EMPLOYEES WHO DO NOT MEET THE
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LEGAL REQUIREMENTS FOR EXEMPTION ARE CLASSIFIED
AS NONEXEMPT.
METHOD OF EFFECTIVE COMPENSATION ADMINISTRATION REQUIRES
EVALUATION THAT MANAGEMENT BE GUIDED BY EQUITABLE POLICIES

JOB CLASSIFICATION
PROCEDURES

CLASSIFICATION OF
NEW POSITIONS

JOB
RECLASSIFICATION

IN APPRAISING THE WORTH OF EACH POSITION RELATIVE
TO ALL OTHER POSITIONS WITHIN THE DISTRICT AND IN
COMPENSATING EMPLOYEES IN ACCORDANCE WITH THEIR
CONTRIBUTIONS IN THE CONTEXT OF THE POSITIONS THEY
OCCUPY.

THERE ARE TWO CONSIDERATIONS IN THE DETERMINATION
OF HOW MUCH AN EMPLOYEE IS TO BE PAID:

1. THE RELATIVE WORTH OF THE POSITION, AND

2. THE EXPERIENCE OF THE INDIVIDUAL.

JOB CLASSIFICATION DETERMINES THE ASSIGNED PAY
RANGE FOR A JOB. JOB CLASSIFICATION IS BASED ON JOB
REQUIREMENTS, ASSIGNED DUTIES, AND PREVAILING
MARKET RATES FOR SIMILAR POSITIONS. ALL JOBS ARE
CLASSIFIED FOR PAY BASED ON THE RELATIVE LEVEL OF
KNOWLEDGE AND SKILL REQUIREMENTS, SCOPE AND
COMPLEXITY OF ASSIGNED DUTIES, JOB ACCOUNTABILITY,
AND WORKING CONDITIONS. HUMAN RESOURCES WILL
COLLECT JOB INFORMATION, EVALUATE JOBS FOR CLAS-
SIFICATION PURPOSES, AND RECOMMEND JOB PAY
GRADES TO THE GRANTS AND PERSONNEL COMMITTEE
AND THE SUPERINTENDENT.

THE DISTRICT WILL ATTEMPT TO MAINTAIN PARITY BE-
TWEEN THE INCUMBENTS AND NEW HIRES.

PRIOR TO POSTING, NEW POSITIONS MUST HAVE A WRIT-
TEN JOB DESCRIPTION CREATED COLLABORATIVELY BY
HUMAN RESOURCES AND THE HIRING SUPERVISOR. THE
GRANTS AND PERSONNEL COMMITTEE (GAPC) WILL REC-
OMMEND TO THE SUPERINTENDENT 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.

A JOB RECLASSIFICATION OCCURS WHEN A JOB CLASSIFI-
CATION IS CHANGED TO A HIGHER OR LOWER PAY RANGE.
JOBS MAY BE RECLASSIFIED AS A RESULT OF A SIGNIFI-
CANT AND SUSTAINED CHANGE IN JOB DUTIES ASSIGNED,
A NEED TO IMPROVE INTERNAL PAY EQUITY WITH SIMILAR
JOBS, OR A CHANGE IN COMPETITIVE MARKET RATES.
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PROCEDURES FOR
JOB
RECLASSIFICATION

SALARY
ADJUSTMENTS FOR
JOB
RECLASSIFICATION

REVIEW OF JOB RECLASSIFICATIONS MUST BE INITIATED
BY THE IMMEDIATE SUPERVISOR. JOBS PREVIOUSLY SUB-
MITTED FOR REVIEW OR FTES ADDED WITHIN THE LAST
SCHOOL YEAR ARE NOT ELIGIBLE FOR REVIEW.

AN IMMEDIATE SUPERVISOR MAY REQUEST AN EVALUA-
TION OF A JOB WHEN SIGNIFICANT CHANGE IN DUTIES HAS
OCCURRED. TO INITIATE A JOB CLASSIFICATION REVIEW, IT
MUST BE SUBMITTED ON THE DISTRICT’S JOB RECLASSIFI-
CATION REVIEW REQUEST FORM THAT DESCRIBES THE
RATIONALE FOR RECLASSIFYING THE POSITION AND PRO-
VIDES AN EXPLANATION OF CHANGES IN JOB DUTIES AND
RESPONSIBILITIES. THE REQUEST ALSO SHOULD INCLUDE
CURRENT AND PROPOSED JOB DESCRIPTIONS. THE RE-
QUEST MUST BE SIGNED BY THE IMMEDIATE SUPERVISOR
BEFORE SUBMITTING IT TO THE CABINET LEVEL ADMINIS-
TRATOR.

THE CABINET LEVEL ADMINISTRATOR WILL REVIEW THE
REQUEST AND OBTAIN ADDITIONAL INFORMATION, IF
NEEDED. ADDITIONAL INFORMATION MAY BE OBTAINED
FROM THE SUPERVISOR, EMPLOYEE(S), AND/OR EXTERNAL
JOB MARKET PAY DATA. THE REQUEST MUST BE SIGNED
BY THE CABINET LEVEL ADMINISTRATOR AND SUBMITTED
TO HUMAN RESOURCES.

HUMAN RESOURCES WILL EVALUATE THE JOB RECLASSI-
FICATION REQUEST AND PREPARE A RECOMMENDATION
FOR REVIEW BY THE GRANTS AND PERSONNEL COMMIT-
TEE (GAPC). AGAPC RECOMMENDATION WILL BE COMMU-
NICATED IN WRITING TO THE SUPERINTENDENT.

RECLASSIFICATION REQUESTS WILL BE ACCEPTED
THROUGH MARCH 31 WITH REVIEW AND EVALUATION OC-
CURRING IN MAY AND JUNE. FINAL RECOMMENDATIONS
WILL BE SHARED WITH EMPLOYEES IN JUNE, WITH
CHANGES TAKING EFFECT AT THE BEGINNING OF THE
NEXT SCHOOL YEAR.

A CHANGE IN JOB CLASSIFICATION WILL RESULT IN A
GREATER OR LESSER POTENTIAL FOR LONG-TERM PAY
ADVANCEMENT. SALARY ADJUSTMENTS CANNOT BE MADE
FOR CONTRACT EMPLOYEES AFTER THE BEGINNING OF
THE CONTRACT TERM UNLESS THE JOB RESPONSIBILITIES
HAVE INCREASED SA
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TRANSFERS /
DEMOTIONS

EMPLOYEES WILL BE EVALUATED AND THE APPROPRIATE
DEMOTION OR PROMOTION PROCEDURES WILL APPLY.

SALARY PLACEMENT FOR AN EMPLOYEE WHO IS RECLAS-
SIFIED WILL FOLLOW THE COMPENSATION GUIDELINES
FOR PLACEMENT OF A NEW HIRE. THE FOLLOWING GUIDE-
LINES SHOULD BE APPLIED:

e |IF THE JOB IS RECLASSIFIED UPWARD DUE TO AN
INCREASE IN LEVEL OF RESPONSIBILITIES, THE
PROCEDURE FOR PROMOTION INCREASES MAY BE
APPLIED.

e |IF THE JOB IS RECLASSIFIED DUE TO ORGANIZA-
TIONAL CHANGES, THERE MAY BE NO IMMEDIATE
PAY INCREASE.

e |F THE JOB IS RECLASSIFIED TO A LOWER PAY
RANGE BASED ON A REDUCTION IN LEVEL OF AS-
SIGNED RESPONSIBILITIES, THE JOB INCUMBENT
WILL RETAIN HIS OR HER CURRENT RATE OF PAY. IF
THE CURRENT PAY RATE IS LESS THAN THE MAXI-
MUM OF THE NEW PAY LEVEL, THE EMPLOYEE WILL
BE ENTITLED TO RECEIVE REGULAR PAY ADJUST-
MENTS AS THEY OCCUR. IF THE CURRENT RATE EX-
CEEDS THE NEW PAY LEVEL MAXIMUM, THE EM-
PLOYEE WILL NOT RECEIVE ADDITIONAL PAY
ADJUSTMENTS UNTIL THE MAXIMUM OF THE PAY
LEVEL EXCEEDS HIS OR HER PAY.

IF AN EMPLOYEE VOLUNTARILY TRANSFERS TO A LOWER
LEVEL JOB, THE EMPLOYEE'S HOURLY OR DAILY RATE
WILL BE ADJUSTED TO MID-POINT OF THE LOWER PAY
LEVEL. IF THE EMPLOYEE'S CURRENT RATE OF PAY IS BE-
LOW MID-POINT, THE EMPLOYEE'S RATE OF PAY WILL RE-
MAIN THE SAME.

AN EMPLOYEE WHO IS INVOLUNTARILY TRANSFERRED TO
A LOWER LEVEL POSITION DUE TO THE EMPLOYEE'S JOB
PERFORMANCE OR INABILITY TO SATISFACTORILY PER-
FORM THE DUTIES OF THE JOB WILL ALSO HAVE HIS OR
HER HOURLY OR DAILY RATE ADJUSTED TO MID-POINT OF
THE LOWER PAY LEVEL.

AN EMPLOYEE WHO IS INVOLUNTARILY TRANSFERRED TO
A LOWER LEVEL JOB DUE TO DISTRICT RESTRUCTURING
THAT RESULTS IN THE ELIMINATION OF A POSITION WILL
HAVE THEIR PAY RATE ADJUSTED TO END OF THE 3RP
QUARTILE OF THE NEW LOWER LEVEL. THE END OF THE
3R0 QUARTILE REPRESENTS MIDPOINT PLUS MAXIMUM DI-
VIDED BY TWO (2). IF THE PAY RATE RESULTS HIGHER

DATE ISSUED: 5/22/2013 16 of 21

LDU 2013.08
DEA(REGULATION)-X



El Paso ISD

071902
COMPENSATION AND BENEFITS DEA
WAGE AND HOUR LAWS (REGULATION)
THAN IN THEIR CURRENT RATE, THE EMPLOYEES WILL BE
PLACED AT THE LOWER PAY RATE.
PROMOTIONAL When an employee is promoted into a job in a pay level higher
ADJUSTMENTS than the job he or she currently holds, a promotional adjustment

will begin with the effective date of the new assignment.

IF AN EMPLOYEE IS TRANSFERRED BACK TO A FORMER
PAY LEVEL POSITION WITHIN 60 DAYS OF A PROMOTION,
HIS OR HER PAY WILL BE ADJUSTED BACK TO THE RATE OF
THE FORMER POSITION EFFECTIVE WITH THE DATE OF THE
TRANSFER.

Promotional adjustments will be calculated to reward employees
for the higher position and to maintain internal equity in the Dis-
trict.Fet Pﬁromotlons that are effective at the beginning of a new
school year, will be applied in addition to
the approved compensatlon adjustment for all other employees.

Promotlonal increases will be determlned according to the-guide=
2 COMPENSATION
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Moved to Promotional Adjustments — due to revision of language in
the regulation.
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Teachers and Other Non 12 Month Employees moved for better un-
derstanding of the compensation procedures.

DOCKRATES
FEACHERAND
DAILY-PAY
SCHEDULES
AFHLETHC
FRAINERS
HOURLY-PAY
SCHEDULES
Dock Rates moved for better understanding of the compensation pro-
cedures.
OVERHME
Overtime section moved for better understanding of the compensa-
tion procedures.
EXTRA CURRICULAR THE BOARD WILL APPROVE A SCHEDULE OF STIPENDS
STIPENDS FOR EXTRA DUTIES. EXEMPT EMPLOYEES WHO ARE AS-
SIGNED SUPPLEMENTAL DUTIES THAT ACCRUE EXTRA PAY
WILL BE COMPENSATED ACCORDING TO THE DISTRICT’S
SCHEDULE FOR EXTRA DUTY STIPENDS. STIPENDS AND IN-
CENTIVES ARE REVIEWED AND MODIFIED PERIODICALLY.
NONEXEMPT EMPLOYEES WHO ARE ASSIGNED SUPPLE-
MENTAL DUTIES WILL BE PAID ON AN HOURLY BASIS IN-
CLUDING OVERTIME COMPENSATION WHEN HOURS EX-
CEED 40 IN A WORKWEEK. THE HOURS WORKED IN
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OVERTIME

WITHHOLDING TAX

SUPPLEMENTAL DUTIES MUST BE COMBINED WITH THE
HOURS WORKED IN THE REGULAR JOB ASSIGNMENT FOR
DETERMINING THE TOTAL HOURS WORKED EACH WEEK.

PAYMENT OF EXTRA-DUTY STIPENDS FOR EXEMPT EM-

PLOYEES ARE ANNUALIZED AND PAID MONTHLY OVER THE

COURSE OF THE SCHOOL YEAR. CERTAIN STIPENDS SUGH
‘ ; S MAY BE PAID AS A LUMP

SUM (AT THE END OF THE SEMESTER OR AT THE END OF
THE SCHOOL YEAR).

D OVERTIME
WORK SHALL BE HELD TO A MINIMUM; BUT WHEN OVER-
TIME WORK IS NECESSARY, NONEXEMPT EMPLOYEES
MUST SEEK APPROVAL FROM THEIR SUPERVISOR BEFORE
THE WORK IS PERFORMED, AND ALL TIME WORKED MUST
BE ACCURATELY RECORDED ON THE WEEKLY TIME SHEET.
OVERTIME MAY BE REFLECTED AS COMPENSATORY TIME
OR PAID TO THE EMPLOYEE ACCORDING TO THE PROVI-
SIONS OF THE FAIR LABOR STANDARDS ACT (FLSA). [SEE
DEA(LEGAL) AND (LOCAL)]

All employees of the District are subject to the federal withholding
tax. An employee must sign a withholding tax Form W-4 at the be-
ginning of employment in order that the proper deduction may be
made. ANEW FORM W-4 SHOULD BE COMPLETED IF THE
EMPLOYEE S STATUS CHANGES

DIRECFDERPOSIT

PAYCARDS Employees who do not choose to have their paychecks electroni-
caIIy dep03|ted dlrectly into an account will be issued a pay card.
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