

Compensation and Classification Study Workplan

Dates in bold italic are confirmed; all others are week of.

	STEP
	WEEK

	1:  Project Planning and Kick-off
        Meetings with Executive Director, Project Manager and others (site visit #1)

        Meet with Management Team

        Project Review Committee meeting #1 
        Senior manager interviews (10-12)
        Letter to employees

        Establish employee hotline

        Employee communication meetings and focus groups (4) 

        Compensation Philosophy
	(
(
(
(
(
(
(
January

	2: Classification Plan 

         PDQ Process 

     Draft PDQ 

     Distribute PDQs to all employees (Communications meetings during site visit #1)

                  PDQs returned to Singer Group

     Singer Group PDQ review
	(
(
1/24
1/24 – 1/31

	3: Job Evaluation 

      Whole Job Evaluation 
     Job Evaluation hierarchy
     Project Review Committee #2
	1/31
1/31-2/7
2/21

	4:  Compensation Plan 
        Define participants and benchmark positions (site visit #1)
        Draft and approve survey (based on current job descriptions)

        Pilot Test (MLS)

        Contact participants (MLS)

        Send out survey

        Follow-up phone calls (Singer Group and MLS) 

        Surveys returned to Singer Group

        Market price
	1/17
1/24
1/24
1/31
1/31
2/14
2/14-2/28
ongoing

	5: Develop Pay Structure

      Market competitiveness and job evaluation analysis
 Meeting with Project Review Committee (site visit #3)
	4/4
4/4

	6: Salary Ranges and Grade Assignments

       Develop/revise salary structures and grade structures based on all data assimilated

       Recommend appropriate changes
       Draft report, including benefits recommendations
	4/11
4/18
4/25

	7: Implementation   

       Appeals Process – development and administration  
       Final report – (site visit #4)
	May
TBD


