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This Salary Schedule is established annually and presented to the Governing Board (“Board”) of Tallahassee Collegiate Academy School (“TCA”) for approval. The Salary Schedule is developed and presented to the Board by the Governing Board of Tallahassee State College (“District”).

Once adopted, this Salary Schedule becomes the sole instrument used to determine employee compensation and supersedes all rules, handbooks and other policies. The Salary Schedule is not intended to create and/or be interpreted as a contract of employment, nor does the Salary Schedule give employees the right to or an expectancy of continued employment. 
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This Salary Schedule is designed to meet the following objectives: 
· Ensure compensation actions are administered in a manner to comply with state and federal legal requirements; 
· Enhance TCA’s ability to attract and retain qualified faculty and staff; 
· Ensure fair treatment of employees through internal consistency;
· Provide a clear and concise reference for fair compensation decisions; 
· Serve as a guide regarding employee salaries so that the compensation structure remains responsive to changes in the marketplace, the organization and funding availability. 
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This Salary Schedule may be viewed online at:  
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Effective Date 
August 1, 2025

Budgeted Personnel Costs
The budget for salaries and benefits is approved annually by the Board as a major component of the School’s Operating Budget.  The budgeted costs are based on the annual amount required for each authorized position filled or to be filled.  Throughout the year, District leadership is responsible for maintaining the salary budget.  

Salaries 
Salaries established for positions are based on 1.0 full time equivalent (FTE) unless otherwise noted. Salaries are adjusted for .50 or .75 FTE positions and eligible benefits are prorated as indicated in the School’s policy manual. 

Salary Increases/Changes in Salary
Salary increases will be determined as part of the annual planning and budgeting process. Recommendations for salary increases or changes in salaries are submitted by the District to the Governing Board for approval. Salary increases are contingent on availability of funding and are largely dependent upon the allocation of state funds and the School’s budget priorities. 

To be eligible for a salary increase, an employee must be a regularly established position, in good standing and not on a performance improvement plan. 

Probationary employees are not eligible for salary increases until the first of the following month after non-probationary status is obtained. 

Pay Dates 
All School  employees shall be paid on a monthly basis. Pay dates for all employees shall be the last business day (Monday - Friday) of each month, unless otherwise established by the District.

If an error has been noted in regard to wages, compensation, initial or promotional placement and is discovered, the wages of that employee will be adjusted accordingly. In the case of underpayment, the employee’s pay rate will be adjusted in the present year. In the event of overpayment, the District will collect all monies owed via payroll deduction or through the School’s collection process for former employees. If necessary, the School may utilize a third-party collection agency to collect funds from former employees and any applicable collection fees would be assessed to the former employee’s outstanding balance. 

Addition of Positions and Job Classifications
Additional job titles, job descriptions and classifications may be developed as needed based upon the recommendation of the Principal and District.  It is not necessary for the Governing Board to approve new job titles, job descriptions and classifications.   


Wireless Allowance Plans
Approved requests for wireless allowance plans may be made at any time during the fiscal year in Workday. Plans are determined on a year-to-year basis and may be rescinded and/or modified by School leadership and/or District. This allowance does not constitute an increase to base pay and will not be included in the calculation of percentage increases to base pay.  It also is not considered reportable wages for retirement plans.  It will be counted as earned income for W-2 purposes.

Terminal Pay
Terminal Pay should be calculated and determined in accordance with School and/or District Policy.

Faculty 
These positions are officially designated by the Governing Board as instructional. The primary and predominant activities of such positions involve direct instruction. These positions are considered exempt positions under the Fair Labor Standards Act. This also includes Guidance Counselors. These positions are on a 9 – month contract, August through May.

Administrators
The primary duties of these positions is to ensure the effective operation, academic success, and compliance of the School. These positions are Principal, Assistant Principal and Dean of Students. These positions are on a 12 – month contract, July – June.

Time Limited 
The School may request from the District approval to create time limited roles with TCA. Time Limited positions are restricted to serve no more than ten (10) months during the School’s fiscal year and benefit restrictions are also associated with this class.  These positions may be designated as exempt or non-exempt under FLSA standards and must be approved by the District.

Time Limited Positions include:
· Other Personal Services (OPS)
· Professional Service Contracts (PSC)
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Recommendations for original appointments and starting salaries are made to the District through Human Resources.  Formal offers of employment are made by Human Resources, subject to approval from the Governing Board, and in accordance with all applicable laws, rules, and policies. 

When the desired effective date of an appointment predates the next regularly scheduled Governing Board meeting, the District is authorized to tentatively approve the appointment. Final authorization is subject to approval from the Governing Board through an agenda item.

Administrator - The starting salary for persons selected for an Administrator position shall be determined by the District on the recommendation of the Vice President of Academic Affairs in conjunction with Human Resources. Consideration shall be given to the applicant’s academic credentials, number of years of qualifying professional work experience, professional licensure/certification or other factors that may be pertinent to the position. 
Faculty – Full time faculty compensation are in accordance with the Instructor Starting Salary Matrix listed below. 
Classified Staff – The starting salary for other positions within the School are made in accordance with District policies.
Verification of Experience and Education 
Previous work-related experience considered in the starting salary determination must be verified by the previous employer(s) on letterhead or on a form provided by the District. Proper verification shall be submitted to Human Resources prior to the employee’s appointment and shall include the dates of employment, job title, hours worked weekly, and an authorizing signature.

If verification of previous work-related experience or education is not received by Human Resources prior to hiring, the employment offer may be rescinded. 

Starting salary will be determined by employment verifications received at the time of hire. 

Transcripts/Certificates/Licensures
For all positions, copies of transcripts, certificates or licenses are required prior to hiring approval and official transcripts are required within thirty (30) days of hire date. If an individual fails to provide an official transcript to Human Resources within 30 days of their original appointment, the employee may cease to receive compensation, and necessary action may be taken to terminate the employee.  
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A non-probationary employee who obtains a higher-level degree after being employed beyond the minimum degree required for their position from a regionally accredited institution, shall be eligible to receive a 2% salary increase to their base pay. Provided funds are available in the budget, the salary increase shall be effective the first month following receipt of the official transcript or license by Human Resources.  It is the employee’s responsibility to submit the official transcript or license to Human Resources. 
Official transcripts or licenses shall be placed in the employee’s personnel file in Human Resources. 
TEMPORARY ASSIGNMENTS

Upon recommendation by the Principal and District, employees may be given a temporary work assignment which encompasses duties and responsibilities of a different and advanced nature for a specified, limited period of time. After working two weeks (10 consecutive business days), an employee may be given a pay supplement of up to ten percent (10%) with the approval from the Vice President of Academic Affairs and Human Resources. Temporary assignments may be rescinded at any time and do not constitute a promotion. During this limited period of assignment, this pay supplement will not be added to the employee’s base pay and will not be included in the calculation of percentage increases to base pay.  It also is not considered reportable wages for retirement plans.  It will be counted as earned income for W-2 purposes.
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When a position is reclassified to a higher or lower salary level or grade, adjustments to salary may be handled in the same manner as a promotion or demotion.  Departmental or institutional reorganizations may be recommended and submitted for consideration during the budget process each year. Exceptions to this rule will be determined by the District Director of Human Resources and Vice President of Administrative Services & Chief Business Officer. Requests for reclassifications shall be made using the Request for Reclassification form as provided by Human Resources.
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1. Years of Experience and Salary: Faculty hired on a full-time basis shall be determined by the verified years of experience. Base pay is determined by a standardized scale, with salaries increasing in $1,000 increments per year of experience, up to four years.

	Years of Experience
	Salary 

	0
	$52,000

	1
	$53,000

	2
	$54,000

	3
	$55,000

	4
	$56,000



Faculty members hired with additional support experience may receive additional compensation added to their base salary as an incentive. These salary additives are awarded for certifications, endorsements, and leadership roles that enhance teaching expertise. The amounts listed below are awarded on top of the employee’s salary.
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	Salary Additives 

	FDOE ESOL Certification 
	$500

	Reading Endorsed 
	$500

	Gifted Endorsed
	$500

	15+ Years of Experience
	$1,000

	Lead (Administrator Duties)
	$1,000



2. Additional Instructional Responsibilities: Faculty assigned additional instructional responsibilities such as teaching an additional class will receive $3,000 per semester paid in equal monthly installments.

3. Additional Non-Instructional Responsibilities: Faculty assigned additional non-instructional responsibilities such as club and program sponsors will receive $500 per semester paid at the end of each semester. The club must be approved by the Principal in collaboration with the District. Non-instructional duties are limited to a maximum of two assignments.

4. Development of Curriculum and Instructional Materials: Faculty assigned additional responsibilities such as the development of curriculum and/or special projects will receive $1000 per semester paid at the end of each semester.

The School may also utilize Professional Services Contracts to assign specific responsibilities to faculty and staff during the summer or as needed. These assignments are temporary and are in addition to the employee’s regular duties and responsibilities. The rates are determined based on the assignment and the duration of the assignment. 

Other Personal Services (OPS) 
Hourly employees are hired to fill temporary positions created to accomplish a specific task within a specific time. These employees work on an "as needed" or "available funds" basis and are compensated on an "hours worked" basis only. An hourly employee does not serve on a contractual basis nor does the authorization form for hire constitute a contract. Hourly employees are classified as Other Personal Services (OPS), including Substitute Teachers, Tutors and other personnel. These employees are non-exempt and covered under the overtime provisions of the FLSA and may work no more than 25 hours a week.
Employees in this category will be subject to the Federal Medicare tax and will be required to contribute to the Alternate FICA Plan. After employees work a minimum of 2,080 hours, they are subject to combined FICA and Medicare taxes, as mandated by state and federal law, and are eligible for employer contributions in the Florida Retirement System (FRS). 
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TALLAHASSEE COLLEGIATE ACADEMY SCHOOL
POSITION TITLES

Administrator Positions

	Position Title
	FLSA Status
	Pay Grade
	Base

	Assistant Principal
	Exempt
	119
	$80,318.51

	Dean of Students
	Exempt
	117
	$69,180.45

	Principal
	Exempt
	121
	$94,976.64




Classified Staff Positions

	Position Title
	FLSA Status
	Pay Grade
	Base

	Academic Coordinator
	Non-Exempt
	108
	$45,435.74

	Administrative Coordinator
	Non-Exempt
	108
	$45,435.74

	Administrative Assistant
	Non-Exempt
	103
	$35,857.83




Faculty Positions
	
Position Title

	Teacher

	Guidance Counselor
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TIMESHEET REPORTING PERIODS FOR 
NON-EXEMPT CLASSIFIED STAFF AND OPS

	Start Date
	End Date
	Time & Attendance 
Lock Out Dates
	Pay Date

	July 20, 2025
	August 16, 2025
	August 18, 2025
	Friday, August 29, 2025

	August 17, 2025
	September 20, 2025
	September 22, 2025
	Tuesday, September 30, 2025

	September 21, 2025
	October 18, 2025
	October 20, 2025
	Friday, October 31, 2025

	October 19, 2025
	November 15, 2025
	November 17, 2025
	Friday, November 28, 2025

	November 16, 2025
	December 6, 2025
	December 8, 2025
	Wednesday, December 31, 2025

	December 7, 2025
	January 10, 2026
	January 13, 2026
	Friday, January 30, 2026

	January 11, 2026
	February 14, 2026
	February 17, 2026
	Friday, February 27, 2026

	February 15, 2026
	March 14, 2026
	March 24, 2026
	Tuesday, March 31, 2026

	March 15, 2026
	April 18, 2026
	April 21, 2026
	Thursday, April 30, 2026

	April 19, 2026
	May 16, 2026
	May 19, 2026
	Friday, May 29, 2026

	May 17, 2026
	June 13, 2026
	June 16, 2026
	Tuesday, June 30, 2026
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