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THE GRANTING OF SALARY
DIFFERENTIALS AND STEPS IS NOT AN
AUTOMATIC PROCESS!

YOU MUST APPLY FOR BOTH SALARY DIFFERENTIALS AND STEPS IN
ORDER TO BE PLACED ON THE CORRECT SALARY SCALE BASED ON YOUR
QUALIFICATIONS!




What are SALARY DIFFERENTIALS ?

« Asalary differential is an incremental increase in salary based on academic credit, coursework, or degrees earned
beyond your bachelor’s degree.

» For example, you may receive a differential once you achieve any of the following:

1. FIRST-30 Credits above and beyond the Bachelor’s degree requirements. This differential is commonly referred
to as the, 1%t Differential.

2. PROMOTIONAL-Master’s Degree or 36 credits beyond baccalaureate in an area of specialization (commonly
known as the -- Promotional Differential.)

3. INTERMEDIATE- (without Area of Specialization)-60 Credits above and beyond the baccalaureate degree.
This level is commonly known as the -- Intermediate Differential.)

4. INTERMEDIATE- (with Area of Specialization)-60 Credits above and beyond the baccalaureate (can include
credits towards the Master degree and excess credits, not used towards degree requirements, from undergraduate
program. This level is also known as the -- Intermediate Differential.)

5. SECOND-Master’s and Baccalaureate Degrees plus additional 30 credits (commonly known as the — Second
Differential.)

For further information on each differential, click on the link below:
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http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Salary+Differential+Eligibility.htm
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Last Name:

Laboratery Specialist

Email Address: School Secretary

ress that you have provided will be used to notify the

o o \R2 : Lo
Social Worker Ferential application

EIS ID:| School Psychologist

SN Trade Teacher
Date of Appointment: v~

Mailing Address
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| |
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v B =

State:
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Section B - Educational Information

No records to dispisy,

Click “Add Educational
‘ ™ Add Educational Information Information” To enter your

degrees and credits.

™

Section C - Salary Differential Applied For

First - Bachelor's = 30 approvad credits FIRST - C2 {PA]
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C2+PD+ID (SA)

) Promotionz| - Master's Degree - C2+PD (RA)

.)Second - Bacheler's + Master's + 30 approved credits - C2+PD+C6 [UA)
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Section C - Salary Differential Applied For

() First - Bacheler's + 30 approved credits FIRST - C2 [PA)

o

with 3
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i
n

cradits an area of specizlization - C2+PD (RA)

:'Intarmeciat-:- without Area Spec. - Bachelor’s + 60 approved cradits - C2+ID (QA)

) Intermediate with Area Spec, - Bachelor’s + 60 approved cradits with 36 credits in an arez of spec, -

C2+PD+ID (SA)

0 spproved credits - C2+PD+C6 (UA)

-

Click “Add Educational
Information”
to add each additional record.
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Section C - Salary Differential Applied For
*~1 . .
B (_)First - Bachelor's + 30 approved credits FIRST - C2 [PA] CIICk on the dlfferentlal

8 _ , , v N == That corresponds to the
(_)Promotionzl - Bachelor's + 30 approved cradits with 36 cradits an ares of specizlization - C2+PD [RA . .
a information you have

() Intermediate without Ares Spec. - Bachelor's + 60 approved cradits - C2+10 (QA) provided in “section B”.
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C2+PD+ID (SA)
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*Click on the ? To get

the requirements for the
Differential you are applying
for.
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Section D - Applicants Declaration

I understand that if any infermation or decumentation provided as part of this application is found by the
Chanceller or his designee to be fraudulent, forged, or altered, it will result in a denial of my application
and may subject me to disciplinary action if I am already employed by the New York City Department of
Educaticn. I also understand I will have a chance to respond to any allegation that a document or
information I have supplied is fraudulent, forged, or altered prior to any adverse action being taken
against me. Finally, I understand that if any information or documentation submitted as part of this
application is found te be fraudulent, forged, or altered after my application has been processed and I
have received additional meoney as a result, I will agree to return, upon demand by the Department of
Educaticon, that amount of money received which is directly attributable to the fraud, forgery, or alteration
by deducticns from my paycheck, or alternate means if [ so elect or if I am no longer employed by the
Department of Education.

‘Cgche:m here if you declare that all infermation contained herein is accurate as of 07/14/2009 (*)

Check the declaration box. —

This serves as your “e- Click “continue” to submit the

e A ez ¢m— feicaton
submit your application.
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i understand I will have a c . .
on 1 have supplied is fraudulent, fd information before
against me. Finally, I understand that if any you Submlt your
applic = fo 1 te be fr :Jdu|:r‘ ,:,:-g d N ) )
hav ved addit ‘ application. Click
e : “Yes” to submit or
BenaPtrant of Education: “No” to review or
azD
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Section |

Thank you for submitting your Salary Differential application.
The Cffice of Salary Services will notify you via email of vour
Salary Differential assignment once your application has been

A copy of your application will
appear. Please make 2 copies,

processed. one for your records and one
to submit as a cover sheet with
your transcripts.
M Check here if you declars all ir ation contained hers 3 ate as of 07/14/2008 |
(e ciear
=]
Done %J Local intranet + 100% v
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Salary Differential FAQ’s

*  What documentation will I need to submit with my
application?

e Who can apply for a salary differential?

¢ How long will it take to process my application?
e When should I apply for a salary differential?

¢ How do I read my salary differential certificate?
*  When do I qualify for a salary differential?

*  What if  receive my salary differential certificate but don’t
e Other than approved college/university courses, what other receive an increase in pay?
types of courses qualify for the salary differential?

e Is there any limit to the number of differentials I can earn?
e |s there any limit to the number of alternate forms of credit I

can apply toward my differential? o Will I be entitled to retroactive pay?

* Howdo I apply for a salary differential? e Who do I contact if | have additional questions about salary

differentials?
e What if I am eligible for several differentials at once? Do |
need to submit a separate application for each differential?

The answers to these questions can be found on the following link:

W
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Now we can move on to filing your Salary
Step Placement Application!




What are Salary Steps?

Salary step placement is based on previous, paid, full-time teaching experience and/or
related non-teaching experience.

» All appointed teachers and appointed school-based-staff are assigned a salary step and
an equate date. Twice each year, these individuals will automatically advance to the
next salary step—once on his/her equate date and again every March.

» Non-appointed teachers and non-appointed school-based staff advance to the next
salary step after 85 days worked, up to a maximum of step 4A.

é—fi\ Iﬁt
- ;-,"/
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When should | apply for Salary Step Placement

***All newly hired teachers and school-based staff reports their prior work
experience in their online application (TSN) for employment***

« This information will be automatically sent to the new on-line salary step application via the
payroll portal.

* When you are notified that you have been selected for a position, you will be asked to go the
payroll portal and review/edit the information that has been pre-populated on the form.

* You MUST review/edit and submit your Salary Step application within six (6) months of your
appointment (i.e. if your appointment date is 9/5/15, you have until 3/31/16 to apply without
losing retroactivity). *Applications filed after six (6) months are not eligible for retroactivity.

» If you do not validate the form, the Office of Salary Services will validate on your behalf.

* If no previous work experience has been entered, you will automatically be placed on Salary
Step 1A and granted an equate date that coincides with your first day of employment.
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&= Salary Differential & Step Management

B Create New Salary Differential Form B Create New Salary Step Form

Submitted Forms

Application Type

Status

Pending
08/06/2015 (Updated) Salary Step

Tracking No

14040000008
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Update Salary Step Form

Section A - Personal Information

First Name:| VANESSA | (=)

Middle N Initial: .
iddle Name Initial: s | Please supply an email

address that you use =

Email Address: ’ vsooknanan@schools.nyc.gov frequently. This is the
Warning: The Email address that you have provided will be used to notify the status of your salary step email add ress we WI” use

Last Name: | SOOKNANAN

application .
EIS ID: 0854483 to notify you of the_your
SSN: **=-**_5367 status or any questions we
Date of Appointment: N/A may have.

Mailing Address
Address: | 1901 84 STREET (=)

6D

City: | BROOKLYN | =)

State: [ NY '|(")

Zip Code: ‘ 11214 ( ) ‘ (*) Last 4 digits are optional

Warning: Please verify that this is your correct address, if not
please call HR Connect at 718-935-4000 to update your
address ‘LJ
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@-
Saction B - Prior Experience Selection

Please select one or more check boxes that corresponds with your work experience that you provide

[[] Check here if you have prior teaching experience performed in the NVC Departrent of Education
Check here if you have prior teaching experience performed outside the NYC Department of Education

Check the boxes that reflect
Check here if you have prior related non-teaching experience yOUI' pI’IOI’ experlence
[[] Check here if you have prior college teaching experience

Section B.2 - Prior Teaching Experience Performed Qutside the NYC Department of Education

*Note the headings that

- appear and fill in your experience
Jate o -
p— accordingly.

Click here to add prior work experience

Section B.2 - Prior Related Non-Teaching Experience

Mo records to display.

Click the “+” button to
add an employer.
Click here to add prior work experience

Searctinn € - Annlicant's Deaclaration

€ Local intranet | Protected Mode: Off
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Section B.2 - Prior Teaching Experience Performed Outside the NYC Department of Education

Date of

Employment
From To

Mo records to display.

School Mame: | Edgemont Elerentary School

Address Line 1: | 1 Edgemont Road

Address Line 2: |

| Edgemont

Ny - : : :
Fill out the information
and click the “Add” but

to save.

Mame of Head of Institution: | Gina Carson

Subj/Grade Taught: | 4th & 5th grade

# Days in School Year: 180
Teaching Hours Per Week:

Employer Email: | gearson@edgemontelem.edu
Work Experience:

Date of Employment (From): | 9/2/2005 *

Date of Employment (Te): | 7/1/2008 =

ck here to add prio

€ Local intranet | Protected Mode: Off
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Section B.2 - Prior Teaching Experience Performed Outside the NYC Department of Education

MName of
Head of
Inctituts

SubjiGrade 0 ] c Date of Employment
Taught . g [From To

1 Edgemont

Bigemont - semror . Saved information

Elementary . Gina Carson 08,7027 2005 070172008

schoo sement e FesgEmensam Looks like this.

NY 10683

Click here to add prior work experience

Saction B.2 - Prior Related Non-Teaching Experience

S ***1f you have additional
T employers to add, click

the “+” button and repeat
Click here to add prior work experience the StepS fOI’ eaCh one.

Date of Employment

Mo records to display.

Section C - Applicant's Declaration

I understand that if any information or documentation provided as part of this application is found by the Chancellor or his designee to
be fraudulent, forged, or altered, it will result in a denial of my application and may subject me to disciplinary action if I am already
employed by the New York City Department of Education. I also understand I will have a chance to respond to any allegation that a
document or information I have supplied is fraudulent, forged, or alteraed prior to any adverse action being taken against me. Finally, I
understand that if any infermation or documentation submitted as part of this application is found to be fraudulent, forged, or altered
after my application has been processed and I have received additional money as a result, I will agree to return, upon demand by the
Department of Education, that amount of money received which is directly attributable to the fraud, forgery. or alteration by deductions
from my paycheck, or alternate means if I so elect or if I am no longer employed by the Department of Education.

http://schools.nyc.gov/Offices/DFO/ ! € Local intranet | Protected Mode: Off
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1 Edgemont ﬁ -
Edgemaont 2
8 Rozd. N 4th & Gth GCErson - §
Elementary Ginz Carson Full Time: 09/02/2005 07701/
Edgemant. grade @edgemontelem edu

NY 10683

School

Click here to add prior work experience

Section B.2 - Prior Related Non-Teaching Experience

Mame of — E—— Job Description of Senv Date of Employment Hours Worked Per
0 ] ress ;i o e

Empiloyer From To Week

246 'White Plains
Eliict Spence Foad. CPASprovided full accounting _

B R Accountant R 08/15/2008 = 07012015

CPAs White Plains, NY senfices EespenceCPA.com

10587

Click here to add prior work experience

Section C - Applicant's Declaration

I understand that if any infermation or decumentation provided as part of this application is found by the Chancellor or his designee to

be fraudulent, forged, or altered, it will result in a denial of my application and may subject me to disciplinary action if I am already

employed by the New York City Department of Education. I also understand I will have a chance to respond to any allegation that a

document or infermation I have supplied is fraudulent, foerged, or altered prior te any adverse action being taken against me. Finally, I

understand that if any information or decumentation submitted as part of this application is found to be fraudulent, forged, or altered

after my application has been processed and I have received additional money as a result, I will agree to return, upon demand by the

Department of Education, that amount of money received which is directly attributable to the fraud, forgery, or alteration by deductions Be sure to Check the

from my paycheck, or alternate means if I so elect or if I am no lenger employed by the Department of Education. “A l' t’ D l t. ” b

1cant’s beciaration 0X.
Check here if you declare that all information contained herein is accurate as of Thgrl]) SCFO” down and C“Ck
“Continue.”

€ Local intranet | Protected Mode: Off
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Section B.2 - Prior Related Non-Teaching Experience

et | H

Thank you for submitting your salary step application. The Office of
Salary Services will notify you of your salary step assignment via
email, once your application has been processed.

©

It in = denial

nt of Education

50 3 i
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¢

[#] Check here if you declare that all information contained herein is accurate as of
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B View Salary Step Form

246 White -
Elliat Spence|Plains Road, Accountant CPA/ provided full From: 08/15/2008 espece

CPAs white Plains, accounting services To: 07/01/2015 @espenceCPAcam
First Name NY 10587

Hiddle Name Iniall  op CTION B.4: PRIOR COLLEGE TEACHING EXPERIENCE

Last Name

Mo Prior Experience Information has been enterad

SECTION C: APPLICANT’S DECLARATION AND SIGNATURE

I vnderstand that if any information or documentation providad as part of this application is found by the Chancellor or hiz designes o be

frapdulant, forged, or altared, it will result in 2 danial of my spplication and may subjact me to disciplinary action if I am already employad

ibv the New York City Department of Education. I alzo vnderstand I will have a chance to rezpond to any sllzeation that a document or
Date of Appointment] information I have supplied is fravdulent, forged, or altered prior to any adverse action being taken sgainst me. Finally, I understand that if
imny information or docomentation submitted 25 part of this application iz found to be fravdulant, forged, or sltersd after my application
thaz been processed and [ have raceived additional monay as a result, I will agres to return, vpon demand by the Departmant of Education,
that amouvnt of monsy racaived which is dirsctly attributabls to the fraud, forgery, or alteration by daductions from my paycheck, or
imlternate means if I so elact or if I am no longer employed by the Department of Education.

Address: | 317 East g

08/04/2015
Applicant's Signature D ate

At this point, you may
City: | New York print a copy of your
State: application for your

Zip Code: i reCOrdS

Section B - Prior Experience Selaection
Please select one or more check boxes that corresponds with your work experience that you provide

— .

€ Local intranet | Protected Mode: Off




Salary Step Placement FAQ’s

. 5 .
What is a salary step’ What happens after | reach the maximum salary

Who can apply for a salary step? step?
When should | apply for a salary step? How long will it take for my application to be
processed?
What type of prior professional experience qualifies
for a salary step increase? Do | need to apply every year for salary step
placement?

How do | apply for a salary step?

o _ o How do | read my salary step certificate?
How many years of initial credit am | eligible for?

. What if | receive my salary step certificate but don’t
What is an equate date? receive an increase in pay?

How is my prior work experience verified? How is my salary step affected if | fail to meet

TOW ) 5
Do | need to apply every year for salary step licensing requirements

placement? Who do | contact if | have additional questions about

How long will it take for my application to be salary steps?

processed?

The answers to these questions are found at the following link:

W
.S..A..4 /x:
4

Department of

Education -
Carmen Farina, Chancellor



