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Preface

This booklet provides CPS department heads with crucial information about the
compensation plan for employees in non-union positions in Central Office and Area
Offices. This plan supports a working environment that attracts, motivates, and retains
highly qualified individuals by offering salaries competitive with similar jobs in similar
industries and organizations.

This compensation plan:

e supports the overall business objectives of the CPS

Should you have any questions or comments on the usefulness or relevancy of this
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Preface

Non-Represented Employee Compensation: Review Guidelines for Department Heads
of the Chicago Public Schools (CPS) describes the compensation plan of the CPS for
Central and Area Office non-union employees.

The CPS reserves the rlght to modlfy thlS program 1f 1t is m the best mterest of the

— ! Py ! - - —-1 e R

contract for any perlod of tlme Employment W1th CPS Is at- w1ll Either the CPS or an

R [ o










08-0123-EX10

o Creating new positions and reevaluating existing positions

Department heads who determine that new positions need to be created in their
departments must draft 10b descrmtlons for the posmons and submit them to the
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NEW HIRES

The starting salaries for new hires should reflect the experience and skills they bring to
the organization. The following factors determine the salary of a new hire:

e current pay rates in the employment market for similar jobs
the skill, experience levels, and pay of all incumbents in the same position
a candidate's skills and experience in relation to all current incumbents in the job
(In most instances, new hires should not be paid as much or more than current
incumbents unless their skills and experiences clearly warrant the pay difference.)
e acandidate’s current pay package, including benefits
o the existing budget for salaries

SALARY ADJUSTMENTS
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A promotion occurs when a Central or Area Office employee is assigned to a position
IM“nrupgmngihiuﬁpc and a areater level nf arnquntahilitas A nromatinn is.

defined as moving an employee to a higher pay band level. Promotions require
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o Lateral moves
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skills and having responsibilities equivalent to the position the employee left and/or is
assigned to the same functional title and/or job band. =~ An employee under this
compensation plan who accepts a lateral move will typically maintain his or her
current pay rate, however on a case- by-case basrs Compensatlon will determme

incumbent’s salary against internal and external benchmarks.
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Performance Category

Lower Range

Middle Range
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Upper Range
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COMPENSATION COMMITTEE

If a department head disagrees with the results of position review, the department head
and Compensation will meet to discuss the situation. If a resolution cannot be reached,
the department head may request that the Director of Compensation and Benefits
schedule a Compensation Committee meeting to present his/her case. The Compensation
Committee is comprised of senior-level Officers er-Exeecutive-Offieers of CPS.
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SUMMARY
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and qualification requirements are grouped into the same pay bands.

salary for all positions in that range. Salary ranges are reviewed regularly and
adjusted as needed to remain competitive.

e The salary increase program is the vehicle for rewarding individual performance
a_@j)r vair]g &n emnlavee’s qalarv oyer time. throneh the salarv ranee  This
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CHICAGO
PUBLIC

SCHOOLS

POSITION DESCRIPTION SUMMARY

Position Title: Current Position Code/Salary Grade:
Department: Supervisor’s Title:

Written by: Date:

Approvals:

Purpose or Summary Statement of Primary Duties and Responsibilities of Position

Principal Accountabilities

1.
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CHICAGO
PUBLIC

SCHOOLS

Position Description Summary

Approvals

Employee Signature Date

Approving Manager Date

HR Manager Date

Compensation Date
| HR Use Only

T Nonexempt [ Joxcmpt — —

| Position Code - 7 |
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The Performance Review Process

OVERVIEW OF THE PERFORMANCE MANAGEMENT PROCESS

March - April

Year-End
Review

Performance
Planning

Pay Decisions

Goal Setting
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Other Compensation administration

Using the Perforinance Review Fonin

The performance review form, which is included at the end of this section, serves as
a guide through the process of performance planning and review for employees at
all levels. The evaluation form that is used for these reviews is added to throughout
each performance period. The form begins with the evaluation of core job
responsibilities. It continues with a section in which goals are described, and then
identifies notable achievements that contribute to an individual’s performance, as
well as areas for the employee’s development and improvement. Next, there is an
overall summary of performance and an opportunity for the employee to comment.
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employee’s personal growth needs and development opporiunities.

Guidelines for Form Use

Discussing Expectations

At the beginning of the year and at the mid-year and year-end performance period,
the manager should meet with the employee to discuss his/her goals and
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department’s and work group’s business plans with the employee to help him/her
determine the relative importance of assigned projects and activities for the
upcoming performance period. During the planning session, the manager and the
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Other Compensation administration

Guidelines for Formm Use (Cont.)
One of the keys to an effective planning session is the manager s ab1l1ty to clearly
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Other Compensation administration

The Performance Review

At the end of the performance period, the manager should review the employee’s
accomplishments and the planning documents to which the manager and the
employee had earlier agreed. Then prepare the performance portions of the form
which will be used in the performance review discussion. The appraisal should
include:

e Ratings and comments for the Core Responsibilities and Goals sections, as they
are defined on the form;

¢ The overall performance rating with summary comments; and

o The employee development section of the appraisal form, describing specific
development needs and suggestions. (These may also be appropriate to include
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The manager should arrange for employee input during the actual performance
review. This may be done by asking the employee to fill out a copy of the
performance form in advance or asking him/her to submit comments about
accomplishments and other performance criteria. The employee’s input is always
an important part of the performance review discussion.

The performance review process should be a shared activity between the manager
and the employee. The manager and employee work together to identify
meaningful, measurable goals and responsibilities and objectively document the
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Other Compensation administration

INSTRUCTIONS

FOR THE EMPLOYEE FOR THE MANAGER

Performance Planning Phase: Performance Planning Phase:
e Contribute to the goal setting process by ® Use the SMART criteria (Simple, Measurable,
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Section 1: Performance Goals
{ Goal Manager [
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Other Comnensation administration

Section 3: Employee Development Plan
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