Salary Information and Frequently Asked Questions

The amourt of your paycheck depends o

The salary schedule that the unian and the oty negotiate in the contract
How long you have been teaching.

Credits and degrees you eari beyond your bachelor's degree.

AT I A

How to Maximize Your Earnings:
You can increase your eamings, above and bevond the contractual sterting salary, In three ways:

1. Cualify for differentiais

Td

Salary differential is based on academin crediteaursework/degress eamed bevond youwr bachelor's degres,

Al schookbased staff (exmpi par diem day-to-day) can apply for salary differentisl. Al ‘éé‘*éﬁ’“?ieﬁf?&é except per
diem dav-to-day can apply for salary differential as long as yvou have al least 30 credils %3;@« a bachelor's
degree. Fach differentisl can add thoussnds of dollars o vour annual earmings - permanenty — and
comulative differentials can make & big difference In your esrming power,

Differentials include those for completing:

£330 Crézrj:m i;z«zwh-i the .;ﬁ{;h@@{)r > degree (CZ)

%ﬁr'smsizwzai E}aﬁ%mz aé}

£ If you have B0 credifts bevond your BA including your masier's credils you could be eligible for the
Intermeadiste Difereniial (C2+PD+Y

£ 30 oredits bevond a master’s degree (CE+PLY. You also qualify for CEPD by saming certification
by the National Board for Professional Teaching Standards.

Differontizls are not sutomatically awarded, You must anply for them within sbomonths of
compleling vour coursewark,

Differentiale are paid as of Feh, 1, July 1 and Sept. 1, respectively, for work you've completed in the
previous fall, spring and summer semesters.

For exampie, if vou complete yvour coursawork by Jar, 31 and Ble by July 1, the DOE will pay your
differential in the fafl semester with arrears back to Feb. 1.

£ Move throuoh the salary steps,

You'lh earn more money the longer vou stay in the system
%"%}f the firgt sight vears, these are called “steps.” I you teach without interruption, you will move two steps
(e 1A and 18) for each vesr you work, increasing your samings up to Step 88,

*{@u will automatically receive pay incrés es based on sal gw tehs on your anriversary dale and on 31
Beyord Step 8B, vou will recelve Mlongevity” incraments — also called “longevities” — after vou have faught
in New York City for 10, 13, 18,18, 20 and 22 vears,

3. Appiy for prior service salary credit

Hyou taught in ancther school system or, for certain fcenses, had non-teaching experience related fo your
license area, you may guslify for salary credit and placement an a step above 1A up 1o as high as Slep 88,
Saiary Step Placement is hased on pravious pald ful-fime teaching experience and/or rei;x‘ga»d non-leaching
axparience. All teachers {except substitule tsachers and perasducators day-to- day;] scho & ries
guidance counselors, school psychologists, and school social workers can apply for a changs in wh y slan.

Longevily increases

Only & regularly appointed Wacher may recslve fm{;evkw increases. After Step 88, longevily increases arg
lsted for 10,13, 18, 18, 20, and 22 vears of service in ihe ?\Eéw York City public schools, The increass (s
issued when an individgual mmgieﬁea the indicated number of vears, Employees become eligible for




longavity payments on the employes’s longeyity eligibilty date, The salary increase for longevity shouid be
reflacted in the payroll check generated for the pay period ollowing the emploves’s eligibilily dafe. A
iongevity increase becomes part of the leacher’s base salary and 18 immeditely pensionable.

Service in the calculation of longevily ime ingludes

= Hegular appointed full ime service
= Regular substifute service
« Hecertified service
= Annualized service under a Certificate of Competency (with a basic license)
= Par diem service (85-169 days=1 term)
« Salary cradit or oulside experience i gramed prior Yo Aprit 12, 1871

The following tvpes of service are not included in caloulaling longevity credits even though they are
included in the calculation of sanioty bsts:

+ Layofl tme
« Service ag a ;;arawmfe%zorsaﬁ
« Service on 4 per session basi
+« Inactive time for which no %mort‘ty cradit is granted
= Veteram's oredit
> Blind disability credit
« Service with a Certificate of Competency without 2 basic license

Salary Differential FAQs

Who can apply for salary differential?
All teachers (except substitute teachers), clinicians {guidance counsslors, school paychologists, school
social workers and laboratory specialists) and schoo! secretaries can apply o salary differential

When do | apply for salary differential?

Teachars can apply when they have complated at least 30 credits beyond thelr Bachselor's degree. School
gaidance counselors, social workers and psychologists can apply when they have completed & r}fﬁ credit
master's degree in thelr Hoense area, School secrataries can apply when they have completed et least 60
credits of coursework,

Howr do | apply Tor salary differsntial?
You can apply by downloading an application from the forms arsa of the UHR websilte, completing the
application and atiaching all required original ransoripls,

How long will It take for the processing of my application?
Approdmately between 4-8 weeks.

Salary Step FAQs

What is 2 salary step?

Salary step is granted based on both prior full-time tesching sxperience andfor refated non-teaching
axparsnce. You will move a stap for each semester of satisfactory service completed. The maximum step is
8B for teachers, guidancs counselors and schao! secretaries; 7B for school psychelogists and schovl social
waorkers. ﬁxf*er step B8B/7E thare are longevily increases for 10, 13, 15 18, 20 and 22 vears of service in the
NYC public schoolz. Please note that nor-appointed teschers, chnicians or school secretariss can nol move
oast step 44,



Who can apply for salary step?
Al teachers {except substitula tmachars), cliniclans, school secretarias and laboratory specialists.

When do | apply for salary step?
Upon being newly hired or newly appointedicertified.

How Jdo | anply for salary step?
You can apply via RMS (the online application) once you are employed or by using @ pager application
which vou can download from our webstle,

Do 1 need to apply vearly for salary step placement?
Ne, uniess vou have changed tifles (Le teacher to guidance counselorn of have retumed Trom a laave of
absence.

How do | receive longevity ¥
The Office of Pedagogical Pavroll calculates your vears of service and implerments payment

How many years of init 5&5 eredit am | eligible for?
E’"eaw@ s are intfially eligible for a mashmum of 7.5 years of oredit, Clinicians and school secretaries are
initially sligible for a maximum of & vears of cradit,

How long will it fake for my application to be processed?
fsubmis om is electronic vin BMS, vou will be placed on the correct salfary step within 1-2 pay penods. if
submission & by paper application it may takes approximately 4-8 weeks,

Per Diem Rules

Types of Per Blem Bervice

Per Diem service refers o licersed pedagogic personnel serving on & day io day basls in a school sndfor
any of its progrems. Emplovess serving on a Per Diem basks are commonly referred to as substitule

teachers, The categuries of service paid on the Per Dlern Payroll includer olick here for summary charnt

Docasional Per Diem
=r gssiuned on a day by day gs needed basis {o fll cocasionsl vacancies due to & teacher absence,
Tris amployee is paid at & fixed rate for each day of service,

Long-Tery Per Diem (2.8tatus)

An Occasional Der Diermn teacher who works 30 or more consecutive days in the same position covering the
sarne absence becomes a long-term Per Diam teacher. This individual recelves salary at 1/200ih of the
salary siap (Lp {@ slep 44) that would be entitfed on a full tims basis, instead of the ocoasional dally rale.

Non-aftendance benefits are not avallabla. Sick leave is camed at the rate of one (1} day for each calendar
marnth in which per diemy employment with legal holidays eguat or exceeds twenty (20) days. This apples 1o
T oand "2 Status service, After serving sixty (60} full days, the long-term per diem teacher will earm three
;3; vacation days and for each hwenly fo 0y days thereafier one (1) additional day is eamed up 1o & madmum
of @ vacation days.

FuilliPart-Thne (F-Status)

A per diem employes engaged for a full term bt for less than 5 full days per waek (8.5, 2 days every waek),
The FulfPart Time employes receivas a salary pro-rated for the time worked at 1/200th of the salary step
{up to slep 44) hat would be entitled on a full tims basis,

On February 2, 2008 the DoB's Salary Unit, now called the Office of Salary Services (088}, implementad &
new or-ine salary diffsrential application process for all teachers, Including secretaries,
Applications, as well s eligibility requirements, can be accessed af the Dok websile:



Bt schools nvoaoviisgchersaiary

or, directly tfwough the Payroll Portal

WU oavialinorialnvchos. net

You must have a DoE emait address {o access the on-ine application.

Once the on-ine anplication g completed, the application must be prinfed. A racking number is assigned
the application. Transcripts still must be submitted to the Dok, Griginal transcripts along with the application
are to be submitted to 65 Courl Strest, room 102, Members who hand deliver their application will get &
receipt. i s sirongly suggested that if membears can not nand delfiver thelr applications they should send
them return receipt,

Members will electronically receive a Cerfificate of Salary Status when the differential is processed.

With this new on-line process members no longer need 0 resubmit their transcrint each time they apply for
another differantial. They only nesd to submit original transcripts for the additional credits they eamed to
obtaln the differential that they are applying for,




A Guide to Understanding Your Certificate of Salary Status

When you are inilially assigned a salary step and each fime your salary step or equate date is updated in
the future, you will receive a Certificate of Salary Status in the mail. On the certificate, you will see the
following image:

DATE OF
EQUATED OR
COMMENCEMENT OF CURRENT NEW SALARY | CESCRIPTION OF ANNIVERSARY DATE
SERVICE UNDER DIFFERENTIAL FOR
SALARY CODE STEP UNDER PRESENT
PRESENT NEW SALARY CODE NSNS
APPOINTMENT

(1) 8/30/07 (2) MALA (3) MAZA (4} 8/30/06

(&) QUTSIDE EXPERIENCE - 2 YR

Use the legend below to understand your salary certificate:

Salary Certificate | egend:

{1} This is the date your current appointment began.
(2} This is & two part code that represents the previous salary step and differential you were assigned:

» Part 1~ The first part of this code indicates the previous salary differential. In this example, this
teacher was assigned the base salary differential (MA).

¢« Part 2 - The second part of this code indicates the previous salary step. In this example, this
teacher was assigned the base salary step {1A).

{(3) This is a two-part code that represents the new salary step and differential you have been assigned:

e Part 1 — The first part of this code indicates the new salary differential. in this example, this
teacher remained on the base salary differential (MA).

¢ Part 2 - The second part of this code indicates the new salary step. In this example, this teacher
was assigned a higher salary step (2A).

{(4) This is your equate date. Appointed staff automatically advance to the next salary step twice each
year: on the first of the month of their equate date and the first of March.

(5) This section may include notes or comments about your salary status. In this example, this teacher
received credit for 1 year of outside teaching experience, which correlates to the increase in salary
step from 1A to 2A.

Note: Each popuiation (teachers, school secretaries, laboratory specialists, guidance counselors, school
psychologists and school social workers) has different codes corresponding to their salary steps and
differentials. Consult the appropriate salary schedule to view the codes for your population.



Salary Differential Eligibility Reguirements for Teachers {exciuding
Trade Teachers)

Teachers are eligible for salary differentials based on academic achievement and gualify for their first
differential once they have eamead 30 of rmore credils beyond their bachelor's degree. Based on the current
collective bargaining agreement, five salary differentials are available:

* The code within parentheses—the salary schedule code—will be the code you see on your Cerfifivate of
Salary Differential once 1t is issued.

First Differential C2 (PA)
Requirements:

Approved bachelor's degree AND

An additional 30 credits

IR

Additional credits {either undergraduate or graduate) may have been earned prior to the conferral of the
bachelor's degree but cannot be credits used toward or required for the bachelor's degree.

IMPORTANT NOTE: If any credils were sarned prior to the conferral of the bachelor's degres, an original
letter signed by the school's registrar and bearing the school seal must identify the exact number of credits
recuired for the dagree and the number of excess credits. This letter inust be submitted, along with vour
supporting transcripts, as part of your application,

Promotional Differential C2+PD (RA)

Reguirements:

% Approved bachelor's degree AND
£ Approved master's degree
QR
£ Approved bachelor's degree AND
& An additional 30 semester credits {undergraduate of graduate) AND
£ Of ali credits earnad {undergraduate and graduate), 36 must be in cne of the approved areas of

specialization (a list of approved areas of specialization is provided at the end of this section)

A course used to gualify for the First Differential may be used again to mest the 36 semester haur
reguirement of the Promotional Differential.

HAPORTANT MOTE: If any credils were earned prior to the conferrat of the bachelor’s degree, an original
letter signed by the school's registrar and bearing the school seal must identify the exact number of credits
required for the degree and the number of excess credits. This letter must be submitied, along with your
supporting ranscripts, as part of your application,



Intermediate Differential without Areg Specialization C2+ID (QA)

Requirements:

& Approved bachelor's degree AND

£ An additional 60 cradits but have not yet earned 36 credits in an area of specialization or a master's
degres

Additional credits (either undergraduate or graduate) may have been earned prior to the conferral of the
bachelor's degree but cannot be credits used toward or required for the bachelor's degree.

IMPORTANT NOTE: If any credits were earned piior to the conferral of the bachelor's degree, an original
letier signed by the school's registrar and bearing the school seal must identify the exact number of cradits
required for the degrse and the number of excess credits. This letter must be submitfed, along with your
supporting transcripts, as part of your application.

Intermediate Differential with Area Specialization C2+PD+ID (8A)

FReguirements:

Approved bachelor's degree AND

An additional 80 cradits, 38 of which are in an approved area of specialization (a list of approved
areas of specialization is provided at the end of this section}. This may include a master's degree.

IF R ST e

OR

& Approved bachelor's degree AND
£ B0-credit mastet's degree

Additional credits (either undergradusate or graduate) may have been earned prior to the conferral of the
bachelor's degree but cannot be credits used toward or raquired for the bachelor's degree.

IMPORTANT NOTE: If any credits were earned prior to the conferral of the bachelor's degree, an original
letter signed by the school's registrar and bearing the school seal must identify the exact number of credils
required for the degree and the number of excess credits. This letter must be submitted, along with youwr
supporting transcripts, as part of your application.

Second Differential C2+PD+C6 (UA)

Requirements:

Approved bachelor's degree AND
Approved masters degree AND
One of the following:

o An additional 30 credits {undergraduate or graduate) that are in addition o those required
for the master's OR
o Approved doclorate

O g S



The additional 30 cradits must be earmed after the conferral of the bachelor's degres.

In1 fieu of the 30 additional credits, a teacher may qualify for this differential by earning full National Board for
Professional Teaching Standards (NBPTS) certification. For more information, please visit the NBPTS Web

site.

Areas of Specialization

Some of the differentials (i.e., Promotional or Intermediate with Area Specialization) require the teacher to
have 36 credits in one of the approved areas of specialization. Credits may be those eamed as partof 2
bachelor's program or any posi-baccataureate education, including a graduate degree. Areas of
specialization are:

Accounting and Business Practice

Eas

£ Agricuiture

£ Armerican Sign Language
£ Architectural Drafiing

£ Art

& Bilinguat Education

& Biology

& Chemistry

G

Distributive Education (Merchandising and Salesmanship)
Early Childhood

Earth Science

Educational and Vocational Guidance
Elementary Education

English

English as a Second Language
Foreign Languages

Health Education

Home Economics

industrial Aris

Library Science

Mathematics

Mechanical Drafting

Mechanical, Structural, Civil Technology
Music

Mursing

Performing Arts-—Dance

Performing Arts—Drama

Physical Education

Fhysics

Reading

Science

Social Studies

Special Education

Speech

Stenography & Typewriting
Technology
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How and When to Apply for a Salary Step

When should | appiy for a salary step?

Al newly hired teachers and schoolk-hased staff reported thelr prior work experience in thew online
applications for smployment. This information was automatically sent to the Office of Salary
Services, which used it to assign your initlal salary step and equate date. Please note: No
additional action on your part is required.

Do not submit a separate paper-pased salary step application providing the prior work expetience
you submitted in your online employment application. Please note: A duplicate submission will
cause delays in processing.

The only reason to submit a separate paper-based salary step application is if you are a newly
appointedicertified teacher and the prior work experience submitted in the online employment
application was incorrect or incomplete. In this instance, the paper-nased application must be
received within six months of appointment 10 receive the refroactive pay {retroactive from your
date of appointment). if you apply after six months, you will be issued a late filing date, and your
first payment on the new salary step will begin on the first day of the month after the application
was submifted. Late applicants are not efigible for retroactive pay.

How do | apply for a salary step?
if the prior work experlence you submitted in your onling employment application was incotrect or
incompiete, download and orint & salary step placemaent form.

Completed paper-based applications can be submitied to the Office of Salary Services in one of
twi ways:

£ By certified mail {this is the preferred method)
£ inperson at 65 Court Street Room 102, Brooklyn, NY 11201,

What happens after | submit an application; how am | notified of a decision?
It takes approximately two to four weeks to evaluate the prior work experience you reported in
your onling employment apptication or paper-based salary step application.

if you submit & paper-based application, you will be mailed a posteard from the Office of Salary
Services informing vou that your application was successfully recaived. If you submit this
application in person at 85 Court Street, you will receive this posicard in person at that time.

£ Appointed Teachers: After your application is processed, you will receive a Cerlificate of
Salary Status in the mail. 1t will list the salary step on which you have been placed as well
as the effective date of the salary step assignment and your equate date. This equate
daie is one of two dates in which you will automatically advance 1o the next salary step
each year (the other is in March).

Non-appointed Teachers: After your application is processed, you will receive a
Certificate of Salary Status in the mail. You may be granted a salary step (upto a

g



raximum of 4A) on this certificate, which will also contain the effective date of your
satary credit. You will not be assigned an equate date.

Ee sure fo keep your certificate for reference purposes.

The salary corresponding to the salary step vou have been assigned will appear in your paycheck
within one to two pay periods.

i you submitted a paper-based application, any salary step increase you are granted will appear
it four to six weeks, Any retroactive monies you are owead will appear in a paysheck
approximately three pay cycles later,

i vou submitted a paper-based salary step application late (affer six months of appointment),
your updated salary will not take effect until the first day of the month after the application was
submitted. Late applications are not eligible for retroactivity to the date of appointment.



THE NEW YORK CITY DEPARTMENT OF EDUCATION
DIVISION OF HUMAN RESOURCES, CFFICE OF SALARY SERVICES
65 COURT STREETY, ROOM 815

BROOKLYN, NEW YORK 11201
AatE K, Choemascs {718} 935-4000

APPLICATION FOR SALARY STEP PLACEMENT

Please complete this application if you have not indicated all of your work experience on your online application (TSN) and

mail fo address above.

SECTION 1 - PERSONAL INFORMATION

Name (L ast, First, Middie Initial)

E-Mait Address

Social Security Number License under which currently serving EIS Number
IMailing Address (Number, Street, Apt., etc.)
City State Zip Code
School/Office Borough Pistrict/Region
SECTION 2 - BRIOR TEACHING EXPERIENCE PERFORMED QUTSIDE THE N.Y.C. DEPARTMENT OF EDUCATION
Name of Head of Subj./grade Date of Employment # of Days In Teaching
School Name & Complete Address Institution taught FROM 10 School Year | Hours/Days
SECTION 3 - PRIOR RELATED NON-TEACHING EXPERIENCE
- , Dates of Employment FROM | Hours Worked
Name of Employer & Complete Mailing Address Exact Title in Which Employed T Per Wosk
SECTION 4 - PRIOR TEACHING EXPERIENCE PERFORMED FOR THE N.Y.C. DEPARTMENT OF EDUCATION
. Type of
School Name, Borough & District License ]?}:{t;; of Serv;:é # ofsi?::elz!ays Service
1Rag/PDISUL)

SECTION & - APPLICANT'S DECLARATION AND SIGNATURE

| understand that if any information or documentation provided as part of this application is found by the Chanceltor or his designes to
be fraudulent, forged, or altered, it will resuit in a denial of my application and may subject me to disciplinary action if | am already
empioyed by the New York City Department of Education. | also understand { will have a chance to respond to any allegation that a
document or information | have supplied is fraudulent, forged, or altered prier to any adverse action being taken against me. Finally, !
understand that Iif any information or documentation submitted as part of this application Is found to be fraudulent, forged, or altered
after my application has been processed and { have received additional money as a result, [ will agree to return, upon demand by the
Department of Education, that amount of money received which is direclly attributable to the fraud, forgery, or alteration by deductions
from my paycheck, or aiternate means if | so elect or if { am no longer employed by the Depariment of Education.

Agpplicant's Signature

Date



Department of Education of the City of New York
Division of Human Resources, Office of School-Based Support Services
65 Court Street - Room 504 + Brooklyn « New York 11201

SALARY UPGRADE APPLICATION FOR EDUCATIONAL (UFT)
AND FAMILY (DC 37) PARAPROTESSIONALS

FILING INSTRUCTIONS: This application for upgrades is only to be used within the UFT Educational Paraprofessional and DC 37
Famiy Paraprofessional tiles.  If information is missing or required documentation is not attached, this application will be returned to
your school in order for you to submit sdditional information. ORIGINAL student college transcripl(s) and/or original Paraprofessional
Revelopment Course Certificate(s) bearing tha name of the college must be attached. Paraprofessional Development Course | or 1l
original certificate(s) will be returned to your mailing address after review.

NN 3EER - LSV

DO NOT have the college mail the franscript to the Paraprofessional Office. Original student college transcripts indicating the
appropriate amount of credits required for the upgrade must accompany this application. Photocopies of transcripts or degrees,
grade reports and/or letters WILL NOT be accepted. Do not attach an original degree or a copy.

FOREIGN CREDENTIALS ONLY: if you are presenting foreign credentialftranscript (s) as proof of credits samed, piease use the
acceptable translation agencies that appear on the reverse side of this form to have translated/evaluated your documents.

There is a six (6) months grace period from the date of eligibility for filing your request in order to be granted retroactive payment.
Please note that the effective date is determined by the date all documents are received by the Office of School-Based Support
Services,

AL sty - LENEL

PRINT ALL INFORMATION CLEARLY

SECTION A — PERSONAL INFORMATION AND CURRENT EMPLOYMENT STATUS

NAME [Last, First, Middle initiafy MAIDEN NAME (Qrname appearing on franscripts)
SS.# EIS#
?OME PHON)E# EMAIL ADDRESS:

MAILING ADDRESS  (Number, Street, Apl. #)

CiTy STATE ZiP CODE
@Egﬁ_ﬁ&&e TED SERVICE DISTRICT/SCHOGL, CURRENT TITLE CURRENT PAY CODE (See Reverss Side}

SECTION B — SALARY UPGRADE INFORMATION

REQUESTED TITLE: PAY CODE (See Reverse Side) - —
[ 3 FOR OFFICIAL USEONLY
=
! % DHR APPROVAL
= PAYCODE:
COLLEGE CREDIT INFORMATION - CHECK APPROPRIATE BOX(ES) :._-J’
=
Original student Originat cegificate](s) for % EFFECTIVE DATE.
N Eees e i
a ! 1 ‘
DR RS 2 COMPLETION DATE;
DHR APPROVER:,

SECTION C — APPLICANT'S DECLARATION AND SIGNATURE

| understand that if any information or decumentation provided as part of this application is found to be fraudulent, forged or altered it will result in a denial of my
application and may subject me to disciplinary acticn, inciuding termination from the NYC Department of Education. | understand that if any information or
documentation submitted as part of this application is found to be fraudulert, forged, or altered after my application has been processed and | have received
additional money as a result, | will agree to return, upon demand by the Department of Edueation, that ameunt of money received which is dirsctly atiributable 10
the fraud, forgery, or alteration.

Apgplicant’s Signature Date

DE/DHR 3 (6/2007)



UFT EDUCATIONAL PARAPROFESSIONAL AND DC 37 FAMILY PARAPROFESSIONAL TITLE INFORMATION

EDUCATION AND/OR EXPERIENCE REOU!REMETS
CREDITS MUST BE EARNED FROM AN ADPROVED DECGREE GRANTING COLLEGE,

BISTATE ASSESSMENT OF TEACHING ASSISTANT SKILLS TEST {NYSATAS) CR THE
LIBERAL ARTS AND SCIENCES TEST (LAST) AND COMPLETION OF THE VIOLENCE
PREVENTION AND INTERVENTION AND CHILD ABUSE [DENTIFICATION WORKSHOPS,

EDUCATIONAL ASSISTANT

EBUCATIONAL ASSISTANT A
EDUCATIONAL ASSISTANT Al

s 1115 APPROVED COLLEGE CREDITS. NO EXPERIENCE REQUIRED. I
L e s e e e

4 130 APPROVED COLLEGE GREDITS. NO EXPERIENCE REQUIRED. l

5

P
..
P
P

EDUCATIONAL ASSISTANT B - 48 APPROVED COLLEGE CREDITS. NO EXPERIENCE REQUIRED. I

EDUCGATIONAL ASSOCIATE
EDUCATIONAL ASSOCIATE A

EDUCATIONAL ASSOCIATEB
§i (Salery STEP
1‘1,1‘DL‘EL,FL,BA,L)

AUXILIARY TRAINER

AUXILIARY TRAINER A

{Salary STEP
10,1E,1F DL EL,FL,SDLD)
Title equivalent o Educational
Asscciale “A”

AUXILIARY TRAINER B

{Salary STEP 4G, 1H,1LGLHL,
IL.5G,LG}

Title equivalent to Educational
Associate “8B”

FAMILY WORKER "A"

FAMILY ASSOCIATE

PARENT PROGRAM ASSISTANT

50 APPROVED COLLEGE CREDITS PLUS 2 YEARS OF EXPERIENCE AS AN EDUCATIONAL
PARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION OR 90 CREDITS PLUS
+ YEAR OF EXPERIENCE AS AN EDUCATIONAL PARAPROFESSIONAL.

80 APPROVED COLLEGE CREDITS AS A MATRICULATED STUDENT IN A COLLEGE

PROGRAM APPROPRIATE TO A TEACHING/PROFESSIONAL CAREER WITH THE NYC

DEPARTMENT OF EDUCATION PLUS 2 YEARS OF EXPERIENCE AS AN EDUCATIONAL

PARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION,

|A BACCAELAUREATE DEGREE FROM AN APPROVED DEGREE GRANTING INSTITUTION OF
FHIGHER EDUCATION PLUS ONE YEAR OF SATISFACTORY SERVICE AS AN EDUCATIONAL
§PARAPROFESSIONAL WITH THE NYC BEPARTMENT OF EDUCATION.

{i60 APPROVED COLLEGE CRED!TS PLUS 3 YEARS OF EXPERIENCE AS AN ECUCATIONAL
FPARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION OR 80 CREDITS PLUS
2 YEARS OF EXPERIENCE AS AN EDUCATIONAL PARAPROFESSIONAL (Utilization of this
titie requires a job posting and their organizational Galaxy budget approval).
e oo Ao i A e e e et
90 APPROVED COLLEGE CREDITS AS AMATRICULATED STUDENT iN A COLLEGE
FEROGRAM APPROPRIATE TO A TEACHING /PROFESSIONAL CAREER WITH THE NYC
DEPARTMENT OF EDUCATION PLUS 2 YEARS OF EXPERIENCE AS AN EDUCATIONAL
PARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION, CURRENT SERVICE
S AN AUXILLARY TRAINER IS REQUIRED.

A BACCALAUREATE DEGREE FROM AN APPROVED DEGREE GRANTING INSTITUTION GF
JHIGHER EDUCATION AND ONE YEAR OF SATISFACTORY SERVICE AS AN EQUCATIONAL
JIFARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION. CURRENT SERVICE
fiAS AN AUXILLARY TRAINER 1§ REQUIRED.

HIGH SCHOCL, EQUIVALENCY DIPLOMA CR CONTINUQUSLY EMPLOYED IN TITLE SINCE
FALL OF 1967

HHIGH SCHOOL/EQUIVALENCY DIPLOMA AND 1 YEAR OF EXPERIENCE AS A FAMILY
PARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION.

60 APPROVED COLLEGE CREDITS AND 2 YEARS OF EXPERIENCE AS A FAMILY
PARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION OR 80 COLLEGE
CREDITS AND 1 YEAR OF EXPERIENCE AS A FAMILY PARAPROFESSIONAL.

60 APPROVED COLLEGE CREDITS AND 3 YEARS OF EXPERIENCE AS A FAMILY
PARAPROFESSIONAL WITH THE NYC DEPARTMENT OF EDUCATION OR 90 COLLEGE
CREDITS AND 2 YEARS OF EXPERIENCE AS A FAMILY PARAPROFESSIONAL (Utifization of
this title requires a job posting and their organizationat Galaxy budget approval)

ACCEPTABLE TRANSLATION/EVALUATION AGENCIES:

A& M Logos Verbum United Arab Services Corporation
40 Rector Street PO Box 3844 Grand Central Station 228 Atlantic Avenue
Suite 1504 Naw York, New Yark 10163 Brookiyn, New York 11201

Mew York, New York
Telephene #: 1-212-233-7061

Eriksen Translations

32 Court Street

Brookiyn, New York 11201
Tetephone #: 1-718-802-8010
Fax # 1-718-802-0041

Telephone # 1-212-599-3275

World Education Services

P O Box 746

Old Chelsea Station

New York, New York 10113
Telephone #; 1-212-866-6311
WA WS 07

Telephone#: 1-718-625-1988

Globe Corporation

319 Broadway

2™ Floor

New York, New York 10038
Telephone #: 1-212-227-1994

Wt slobelanquacs com




ESalary Differential Information for School
Social Workers, School Psychologists, Guidance
Counselors and Laboratory Specialists

Salary Differentials:

A. For School Social Workers and School Psychologists:

First Differential for School Sociat Worker (Schedule WQ) or School Psychologist
{Schedule WL) VIK2:

o Approved sixty-credit Master's degree in Social Work or Psychology

o Orany approved Master's degree plus 30 semester hours of graduate credit

« Orundergraduate study taken after the conferral of the Bachelor's degree
and not required for the Master's degree

»  Or an approved Master's degree in Social Work or Psychology and additional
credits in Graduate Study in Social Work or Psychology totaling 60 credits.

NOTE: An original letter signed by the school Registrar and carrying the school seal that
identifies the exact number of credits required for the degree and the exact number of
excess credits earned must confirm excess credits in a Master's degree. These excess
credits may be offered toward the additional credit requirement for C6, VIF2, VIK2, and
VIH2 differentials.

sSecond Differential for School Social Worker (Schedule WR) VIF3 or School
Psychologist (Schedule WM) VIK3:

« Approved Doctorate in Social Work or any of the eight fields of Psychology
identified in your UFT agreement.

For School Guidance Counselor: VIH2 (Schedule WH includes
differential)

One differential, earned through:

« An approved Doctorate issued by a regionally-approved coliegefuniversity

e Oran approved Master's degree, and completion of 30 semester hours of
approved college/university credits above the Bachelor's. (These credits are
in addition to the Master's degree and may include “(3" credit New York City
Department of Education in-service courses.)

s OF a B0 credit Master's degree in Guidance or Counseling



¢ Or a Master's degree in Guidance or Counseling and a total of 60 graduate
credits in Guidance and Counseling, all earned after the conferrai of the
Bachelor's degree, and including those contained in the Master’s degree.
Excess credits in a Master's degree, must be confirmed by an original letter
the school Registrar and carrying the school seal which identifies the exact
number of credits required for the degree and the exact number of excess credits
earned. These excess credits may be offered toward the additional credit
reguirement for C8, VIF2, VIK2 and VIH2 differentials.

For Laboratory Specialist (Schedule WU)

The same general requirements for the teacher first differential: an approved Bachelor's
degree and an additional 30 semester hours of credits or an approved Master's degree.
These credits (undergraduate or graduate) may have been earned prior to the conferral
of the Bachelor's degree but cannot be credits used toward or required for the
Bachelor's degree. If any credits were earned prior to the conferral of the Bachelor's
degree, an original letter signed by the school’s regisirar and bearing the school seal
must identify the exact number of credits required for the degree and the number of
excess credits. NOTE: All New York City Department of Education and NYSUT in-
service courses are acceptable for the C2 First Differential.

Filing Time Period

Applications for salary differentials must be filed within 6 months of completing course
work.

Course Work Date of Completion Last Date for On-Time Filing

Completed in

Fall Semester January 31st July 31st.

Spring Semester June 30th December 28th

Summer Semester August 31st February 28th

Applications filed after these dates will result in late effective dates and loss of
retroactivity. If you file a complete application after the six month period, you will
receive an effective date of the first day of the month following the date of submission of
the complete application. :

Required Documentation:

When you apply for a salary differential, you must attach to the application form all
transcripts that document your eligibility to receive the salary differential each time you
file even though you may have submitted some or all of the transcripts previously for a
prior differential. If you do not attach all transcripts, your application is incomplete and
cannot be processed. It will be returned to you.

Reminder: If you are submitting excess credits at either the undergraduate or graduate
level, you must attach to your application an original letter signed by the registrar of the
college/university and bearing the school seal that identifies the exact number of credits
required for the degree and the number of excess credits.

Applications for salary differentials must include original student transcripts.
Grade reports and computer printouts are not accepted.

Getting Assistance before submitting your application:
The UFT provides assistance to its members in completing salary differential



applications. If you still have questions after you speak with your school's UFT Chapter
Chair, the UFT has five borough offices which are open on school days between the
hours of 3:30 p.m. and 8:00 p.m. The UFT borough offices are located at:

UFT Bronx Cffice UFT Brookiyn Office

2100 Bartow Avenue 335 Adarns Street

Bronx, New York 10475 Brooklyn, New York 11201

718-379-6200 718-852-4800

UFT Queens UFT Manhattan

87-77 Queens Boulevard 52 Broadway

Rego Park, New York 11374 New York, New York 10004

718-275-4400 212-598-6800

UFT Staten Island

4456 Amboy Road

Staten Island, New York 10312

718-605-1400

Compileting the Application for Salary Differential(s):

Section A: Personal Information

Please enter all personal information requested. Be sure to include your file number,
license area, and status.

Section B: Differential Information

Check 4 the appropriate box that corresponds to the salary differential for which you are
applying.

Section C: Educational Documentation

In this section, please list all educational institutions for which you are attaching original
student transcripts and any other required documentation. Each college/university
should be listed only once, except if you attended different schools (i.e., undergraduate
and graduate) within a university.

Section D: Documentation of Credits

This section is used to list credits.

If you are submitting excess course credits (credits not required for your Bachelor's or
Master's degrees) to be applied toward your differential, you must list them here in
chronological order of completion,

Section E: Decilaration and Signature

« Be sure to read the declaration, sign and date your application.

« Be sure you have attached all required documentation.

Please remember: Applications submitted without complete documentation cannot be
processed and will be returned.

5. Submit Your Completed Application

Mail your completed application and attached documentation to:

The Division of Human Resources

Office of Pedagogical Records and Salary Status

65 Court Street — 8th Floor

Brooklyn, New York 11201

Section IV: Salary Differential Information for School

Secretaries

School Secretaries are eligible for an educational salary differential and a professional
salary differential based on the satisfactory completion of additional acceptable
coursework,

Standards of Acceptable Courses

Courses must be taken at regionally accredited colleges or universities, business



schoois registered by the New York State Education Department (or by a similar agency
in another state having similar accreditation standards) and/or through the New York
City Department of Education’s in-service program.

Business school courses appropriate to a school secretary’s license will be accepted
toward the Educational Differential as foliows:

» Completion of 30 hours of satisfactory study at a business school in office

skills or office practices = two semester hours.

- Courses offered must be completed at a business school registered by the

New York State Education Department {or by a similar agency in another

state having similar standards of accreditation

Courses that have been accepted for licensure as a school secretary will be accepted
toward fulfillment of the course requirements for the differential.

Unacceptable Courses:

The following types of courses are not acceptable:

« Corraspondence courses

+ VVideo courses

« Courses offered by business ventures or third parties (i.e., courses offered by
organizations other than regionally accredited colleges and business schools
registered by the New York State Education Department)

» On-linefinternet courses with the following exceptions:

Only distance education (on-fine) programs that are offered by accredited New York
State institutions and approved by the New York State Education Department
(NYSED) are accepted. An individual who enrolls in a program offered in New York
that is not NYSED-approved may not be eligible for state or federal student financial
aid, and cannot use that program to qualify for New York State teacher certification
or other professional licensure or New York City salary increments.

To find a list of New York State Education Department approved institutions and the
courses they offer, log on to:

http://web1.nysed.gov/ocue/distance/database . html

Educational Salary Differential

School secretaries, including substitute schooi secretaries on annual salaries, are
eligible for an Educational Salary Differential upon completion of a minimum of 60 credits
of approved study as indicated by:

« A degree from a regionally accredited two year college

* A two-year degree from a registered business school

+ A Bachelor's degree from a regionally accredited four year college

« Graduation from a four-year high school and completion of 60 semester

hours of approved courses (Please see section on Standards of Acceptable

Courses.)

Professional Salary Differential

School secretaries, including substitute school secretaries on annual salaries, who have
previously completed 60 semester hours of courses and have earned an Educational
Differential, are eligible for a Professional Salary Differential based upon satisfactory
completion of an additional 30 credits of approved course work in the professional areas
listed below,

These 30 additional credits may taken in any combination (except the limitationin a
foreign language) in the following professional areas:

* Typing

» Word processing

« Shorthand, speedwriting, and/or steno typing



+ Office machines and/or office management

« Computer science and/or compuier studies

« Business adminisiration, and/or business English, finance, law, management,
organization, statistics, and/or business writing

» Accounting, bookkeeping and/or commercial arithmetic, banking, budgeting
and/or money management

« One foreign language (a minimum of 6 credits and a maximum of 12 credits
in one language may be offered toward the differential)

Courses in insurance, marketing, or taxes are not acceptable.

When and How to Apply for a Differential

Required Documentation:

When you apply for a salary differential, you must attach to the application form all
original transcripts that document your efigibility to receive the salary differential each
time you file even though you may have submitted some or alil of the transcripts
previously for a prior differential. If you do not attach all original transcripts, your
application is incomplete and cannot be processed. It will be returned fo you.
Applications for salary differentials must include original student transcripts.
Grade reports and computer printouts are not accepted.

Filing Time Period:

Applications for salary differentials must be filed within 6 months of completing course
work.

Course Work Date of Compietion Last Date for On-Time Filing

Completed In

Fall Semester January 31st July 31

Spring Semester June 30th December 29th

Summer Semester August 31st Fabruary 28th

Applications filed after these dates will result in late effective dates and loss of
retroactivity. Therefore, if you file a complete application after the six month period, you
will receive an effective date of the first day of the month following the date of
submission of the complete application.

Getting Assistance before submitting your application

The UFT provides assistance to its members in completing salary differential
applications. If you still have questions after you speak with your school's UFT Chapter
Chair, the UFT has five borough offices which are open on school days between the
hours of 3:30 p.m. and 6:00 p.m. The UFT borough offices are located at:

UFT Bronx Office UFT Brooklyn Office

2100 Bartow Avenue 335 Adams Street

Bronx, New York 10475 Brooklyn, New York 11201

718-379-6200 718-852-4900

UFT Queens UFT Manhattan

97-77 Queens Boulevard 52 Broadway

Rego Park, New York 11374 New York, New York 10004

718-275-4400 212-598-6800

UFT Staten Island

4456 Amboy Road

Staten [stand, New York 10312

718-605-1400

Completing the Application for Salary Differential(s)
Section A: Personal Information
Please enter all personal information requested. Be sure to include your file number,



license area, and status.

Section B: Differential Information

Check 4 the appropriate box that corresponds fo the salary differential for which you are
applying.

Section C: Educational Documentation

In this section, please list all educational institutions for which you are attaching original
student transcripts and any other required documentation. Each college/university or
business schoo! should be listed only once, except if you aitended different schools (i.e.
undergraduate and graduate) within a university.

Section D: Documentation of Credits

This section is used to list credits.

If you are submitting excess course credits (credits not required for your Bachelor's or
Master's degrees) to be applied toward your differential, you must list them here in
chronological order of completion.

Section E: Declaration and Signature

Be sure to read the declaration, sign and date your application.

Be sure you have attached ali required documentation.

Please remember: Applications submitted without complete documentation cannot be
processed and will be returned.

Submit Your Completed Application

Certify Mail your compieted application and attached documentation to:
The Division of Human Resources

Office of Pedagogical Records and Salary Status

65 Court Street — 8th Floor

Brooklyn, New York 11201
June 2003



