THE COUNTY OF BURNET

COMPENSATION PLAN GUIDELINES

New Hires-

e New full-time employees may be started at a maximum of Step 3 for the Group in
which their position falls.

¢ No new employee may be started at a rate higher than the rate budgeted for their
position (calculated as an hourly rate).

e Full-time employees who are started at Step 1 or Step 2 may be increased to Step 3
at any time during the fiscal year, within compensation plan guidelines.

e New part-time employees shall be started at Step 1 for the Group in which their
position falls.

Rehires-

e Rehiring an employee more than one full calendar month, but less than 365 calendar
days after the termination date guidelines:

o Compensation: If the employee is rehired for the same position or a position
comparable to the one formerly held, the employee will be eligible to begin at
any step up to the step level previously held. If the employee is hired into a
different position for which the pay level is greater or less than that of the
employee’s former position, the employee will be eligible to begin at the step
which similarly situated employees in the new position falls.

o Any employee rehired more than one year after the termination date will be
treated as a new hire with regard to compensation, leave, and all other terms
and conditions of employment.

Current Employees-

e Current full-time employees who are at Step 1 or Step 2 may be increased to step 3
at any time during the fiscal year, within compensation plan guidelines.

e Yearly step increases are not automatic or longevity based. Step increases are
merit increases and are dependent upon an acceptable Annual Performance
Review.

e Eligible employees will roll forward 1 step from step held as of July 1st.

e Employees at Step 3 or greater may not increase more than one step per fiscal year.

e Allincreases are subject to budget availability and must be clearly itemized in the
annual budget.
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Increases/Promotions/Transfers -

e Current employees who receive a mid-year increase, promote within their current
department or transfer to a new department may be started in their new position at a
step no greater than the step held in their former position. (Not all positions have an
equal number of steps.)

¢ Increases, promotions and transfers will be effective on the first day of the pay
period following receipt of an approved Personnel Action Form in the Human
Resources Office.

e Allincreases are subject to budget availability and must be clearly itemized in the
annual budget.

Approved in Commissioners Court




