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H. Departmental timekeepers shall ensure that employees and supervisors have accurately 
completed timesheets. At the end of each pay period, departmental timekeepers will "Sign 
Ofr' on all employee timesheets, therefore releasing !he recorded data to Payroll for processing. 

I. During payroll processing, leave from available banks (excluding Sick Leave) will be added 
for any full-time employee (as defined in Sec. 3.0 I) to complete their normal schedule. 

3.07 OVERTIME COMPENSATION 
Overtime compensation is due to employees as follows : 

7-day work week ..... ... .... ......... .. after 40 hours 
14-day work period ..... . ........... after 86 hours 

Vacation leave. sick leave. personal leave, emergency leave and designated county holidays will not be 
counted as actual hours worked toward the calculation of overtime, but will be calculated as straight time. 

If a full time employee who is subject to the overtime provisions of the Fair Labor Standards Act is required 
to work extra hours during a workweek in which he or she has used banked leave, the leave time should be 
reduced to prevent overtime. Leave time may be counted towards hours worked for overtime purposes in 
the event of an emergency (safety or security) as detennined by the department head. 

Flex time or equal time off in the same work period may result in changes to the time record. 

Non-exempt employees will be paid at one and one-halftimes their regular rate of pay for each hour actually 
worked in a work week or work period above their respective limits as listed above (all overtime must be 
approved by the department head ahead of time). 

3.08 LONGEVITY PAY 
General: This policy is effective October 1, 2021 , and is intended to supersede and replace all previous 
longevity, step, or salary pay types that are based solely on length of service. Any employee that as of 
I 0/01 /2021 would have been paid more under a previous longevity-based pay structure will continue under 
the older policy until such time that pay under the new policy exceeds the older policy. At no time will an 
employee receive benefits under more than one longevity-based policy or any other type of policy based 
solely on years of service. 

Eligibility: Eligible positions and amounts will be determined annually by the Commissioners Court 
during the nonnal budget process. This additional pay will not be paid if it is not clearly designated and 
budgeted for during the budget process. 

County funded , full-time active employees are eligible based on their years of service in any eligible 
position with Burnet County. For the purpose of this policy, any employee working less than 40 hours per 
week is considered part-time. Eligible part-time employees must have two years of consecutive service 
and a minimum of 750 hours worked in the previous 12-month period. Employees must be a full-time or 
part-time active employee as of the date the longevity is paid_ 

Ineligibility: Temporary employees and employees supplemented by the County are not eligible. Grant 
funded positions will not be eligible unless allowed by the grant or approved and budgeted by the 
Commissioners Court. 
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