METROPOLITAN LIBRARY SYSTEM – COMPENSATION AND CLASSIFICATION 
Project Work Plan – May 9, 2017

Will be updated and shared regularly 
	STEP
	DATE or (WEEK OF) 
	NOTES

	1:  Project Planning and Kick-off 

Pre-planning meetings with Project Managers, Chief Organizational Development Officer & Director of HR  (5 calls so far)

Develop data and documentation requests; receive information from Metro
Prepare for onsite meetings and review data 

Study Hotline – Metrosingerstudy@singergrp.com 

Prepare agendas and other materials for on-site meetings and send to Metro
Kick-off meeting with Executive Director, Project Managers, Leadership Team
(site visit #1)       

Leadership team and Sr. Library Managers interviews (site visit #1)

Compensation Project Committee (CPC) meeting #1   (site visit #1)        

Employee Communications Meetings + Focus Groups (3) (site visit #1)

Branch tours –  if time (site visit #1) 

Letter #1 to all employees 

Compile and analyze focus group information and send to Metro 
Web-based all staff survey (compensation/classification & performance)

             Draft survey; send to Metro Project Managers, PRC & CPC
             Metro review and approve 

             Launch survey
             Close survey 

             Compile and analyze survey results
Develop communications plan 

Develop Compensation Philosophy 

Letter #2 to all employees 


	May
(May 8)
	No time

Ahead of schedule



	2:  Classification Review
Organization chart, re-org, and current description review

Position Description Questionnaire (PDQ) Process for Support Staff
            Draft PDQ and review by Metro 

            Identify staff to complete PDQs            
            HR distribute to select staff
            Staff complete PDQ and send to supervisor 
            Supervisors review and send to department head

            Department heads review and send to HR
            PDQs returned to Singer Group
            Singer Group reviews and sends HR list of employees to be interviewed
            Conduct employee interviews - 8 (via phone) 
Letter #3 to all employees 

Position Description Questionnaire (PDQ) Process for Public Services Staff
            Identify staff to complete PDQs            
            HR distribute to select staff
            Staff complete PDQ and send to supervisor 
            Supervisors review and send to department head

            Department heads review and send to HR
            PDQs returned to Singer Group
            Singer Group reviews and sends HR list of employees to be interviewed
            Conduct employee interviews - 12 (via phone) 
Conduct whole job evaluation

	(May 15)
May 26
June 2
June 9
June 12
(June 12)

(June 19, 26)
(June 12)
(June 12)
June 19
June 30

July 7

July 14

July 17

(July 17)

(July 17, 24)

Aug
	

	3:  Custom Salary Survey
Define participants and benchmark positions

Develop mini-descriptions for benchmark positions

Develop additional questions
Draft and approve compensation survey 

Contact participants (Metro)

Pilot Test (Metro)

Send out survey

Follow-up phone calls (Singer Group and Metro) 

Surveys returned to Singer Group

Compensation Project Committee (CPC) meeting #2   (virtual meeting)        

Augment study finding with published data 

Compile and analyze

Letter #4 to all employees 


	(May 15)

(May 15)

(May 15)

May 22

(May 22)
(May 29)

(June 5)

(June 5, 12)
June
June/July
(August 7)
	

	4: Recommendations and Implementation Design 
Develop/revise salary structures and grade structures based on all data  

Present findings and preliminary recommendations to Executive Director, Project Managers and Leadership Team (virtual meeting) 

Compensation Project Committee (CPC) Meeting #3   (virtual meeting)        

Revise based on feedback 

Recommend new or modified compensation and classification plans 

Design implementation plan 

Cost analysis (to minimum of pay range)

Develop implementation strategy

Develop FAQs and other communications as needed
Letter #5 to all employees 
	(Aug 7, 14)
(Aug 21)
(Aug 21)

(Aug 28)

(Aug 28)

(Sept 4)

(Sept 11)

(Sept 11)


	

	5:  Implementation and Final Report Presentations
Develop draft report

Develop final report

Present final report to Executive Director and Commission (onsite meeting #2)        

Present final report to Project Managers and Leadership Team and Compensation Project Committee (CPC) (onsite meeting #2)        
Post project employee communications meetings (4) (onsite meeting #2)        

	(Sept 11)

(Sept 18)

(Sept 25)

(Sept 25)

(Sept 25)

(Sept 25)

	

	Ongoing communication with Project Managers

	Bi-weekly or as needed
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