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Personnel Policies & Employee Handbook

classification requiring higher qualifications and involving greater responsibilitLy._ A promoted employee
will receive a pay increase within budget commensurate with qualifications and responsibility in accordance
with the Burnet County Compensation Plan,

Any reclassification of positions must have prior approval of Commissioners’ Court before effectlng any
change. All changes must begin at the beginning of a pay period.

‘ Any employee promoted to an exempt position from a non-exempt position will be paid for any unused.

compensatory time at the time of the promotion. Time equivalent to the total hours paid must elapse prior
to filling the vacancy created by the promotion, unless otherwise authorized by Commissioners’ Court.

LATERAL TRANSFERS
Lateral transfers are movements of an employee between positions in the same pay group. An employee
transferring to another department will be paid any compensatory time on the books.

)
DEMOTIONS .
A demotion is a change in duty assignment of an employee from a position in one classificationto a posmon
in another classification in a lower pay group. An employee who is demoted may have his/her pay reduced.
Demotions may be made for the purpose of voluntary assumption of a less responsible position, as a
disciplinary measure, because of unsatisfactory performance in a higher position, or as a result of a
reclassification of the employee’s position.
PAY REDUCTION FOR DISCIPLINARY REASONS (
An employee’s pay for continued performance in the same position may be reduced as a disciplinary
measure to a lower rate in the pay group for that positon or to a rate in the next lower pay group.

APPROVING AUTHORITY
The Commissioners’ Court is the approving authority for all payrolls under the terms of (1) these policies,
(2) the classification and compensation plan or, (3) the annual budget.

GRANT FUNDED POSITIONS
Any employee whose salary is funded by grant revenues must take any and all accrued leave during the

period funded by the grant. ‘

Employees whose salaries are funded by grants are subject to all Personnel Policies and Procedures and
Compensation Program. Those employees, whose salaries and benefits are funded 100%.by the grant and
understood to possibly be a short term employment, will follow the terms of the grant and will not be
eligible for salary increases. If the County funds the position in the future, the position will then be reviewed
by Human Resources for a recommendation to Commissioners’ Court for classification of group and salary,
with the understanding that the position could receive a decrease in salary.

EFFECTIVE DATE OF PAY RATE CHANGES .
Employee hourly pay rate changes made other than at the beginning of a fiscal year will become effective
no earlier than the first pay period following the date that the Human Resources Department receives the
Personnel Action Form authorizing the change. Retroactive pay adjustments are not allowed.
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