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Basic Pay Plan
The basic pay plan may consist of salary grades, open salary ranges and step
plans. Each classification in the Classification System is assigned a grade/open
salary range, except some classifications which are assigned a flat rate of pay.
The grade/open salary range designation is determined by considering the relative
level of duties and responsibilities of various classifications, rates paid for
comparable classifications elsewhere, the County's financial resources and other
relevant factors. Human Resources shall utilize current salary data, the
employment market and other pertinent factors as a basis for making
recommendations to the County Administrator for approval by the Board of
Supervisors. Periodic changes or adjustments are necessary to maintain the pay
plan. Grades/open salary ranges will be assigned with due regard to internal and
external equity considerations as well as labor market competitiveness factors.

B.

Payday
Payday shall be on the Friday following the end of each pay period. Wages shall
not be withheld for more than five (5) business days following the end of each pay
period. Each employee is responsible for submitting the appropriate pay
documents by the scheduled due date in order to be paid on the scheduled payday.

C.

Entrance Salary
The initial appointment to a County position shall ordinarily be at the minimum
salary of the salary grade or open salary range or in accordance with the approved
Salary Administration Plan/Salary Matrix for open salary range appointments. The
Appointing Authority may recommend hiring above the minimum salary of the
assigned grade/open salary range in two and one-half percent (2.5%) increments,
up to seven and one-half percent (7.5%), based on recruiting difficulty, the
appointee's qualifications and the needs of the department. This recommendation
shall address any pay equity issues that arise as a result of hiring above the
minimum salary of the assigned grade/open salary range. The Appointing
Authority may recommend to the County Administrator pay equity adjustments
under Section G. of this Policy as a means of resolving the pay equity issue(s).
Hiring above the minimum salary of the assigned grade/open salary range requires
the County Administrator’s approval.

D.

Reinstatement/Reemployment
Reinstatement or reemployment of a laid-off employee shall ordinarily be at the
minimum salary of the assigned grade/open salary range or in accordance with the
approved Salary Administration Plan/Salary Matrix for open range appointments.
The Appointing Authority may recommend hiring above the minimum salary in two
and one-half percent (2.5%) increments, up to seven and one-half percent
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D.

(7.5%), based on recruiting difficulty, the appointee's qualifications and the needs
of the department. Reinstatement or reemployment above the minimum salary of
the pay grade/open salary range requires the County Administrator’s approval.

E.

Reassignment
When an employee is reassigned, he/she shall retain the same salary held prior to
the reassignment.

F.

Adjustment
1.

Upward adjustment
When a higher salary grade/open salary range is made applicable to a
classification, all employees in that classification shall be changed to the
new grade/salary on the same effective date. Each employee shall be
placed in the new grade/open salary range at a rate that results in the same
salary held in the previous grade/open salary range. There shall be an
increase in salary when more is necessary to reach the minimum salary of
the new salary grade/open salary range or salary as determined by the
approved Salary Administration Plan/Salary Matrix.

2.

Downward Adjustment
When a lower salary grade/open salary range is made applicable to a
classification, all employees in the classification shall be changed to the new
grade/open salary range on the same effective date. Each employee shall
be placed in the new grade/open salary range at a rate that results in the
same salary held in the previous grade/open salary range. If the employee's
previous salary exceeds the maximum of the salary grade/open salary
range of the new classification, the employee shall retain the previous
salary, resulting in no loss in pay. There shall be no increase to the
employee's salary until his/her pay is within the salary range of the new
classification.

G.

Pay Adjustment
At the request of an Appointing Authority, the County Administrator may approve
a pay adjustment up or down in two and one-half percent (2.5%) increments in
order to address pay equity issues and/or as is otherwise in the best interest of the
County, provided no other pay policy applies. A downward adjustment requires
written concurrence by the employee prior to implementation.
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Promotion
When an employee is competitively promoted, his/her salary shall be raised up to
five percent (5%), in two and one-half percent (2.5%) increments, provided it does
not exceed the maximum salary of the new grade/open salary range, unless more
is necessary to reach the minimum salary of the new grade/open salary range as
determined by the approved Salary Administration Plan/Salary Matrix.
Promotional increases in excess of the five percent (5%) require written approval
by the County Administrator.

I.

Demotion
When an employee is demoted or demotes for any reason, his/her salary shall be
reduced to a salary in the grade/open salary range for the lower classification
which shall result in lower pay of at least two and one-half percent (2.5%), unless
waived by the County Administrator, and the salary shall not exceed the maximum
salary of the new grade/open salary range.

J.

Reappointment
The salary for an employee reappointed to a position in a classification assigned
a lower compensation/salary grade shall be set in the same manner as for
entrance salary. The Appointing Authority may recommend placement above the
minimum salary of the assigned grade/open salary range in two and one-half
percent (2.5%) increments, up to seven and one-half percent (7.5%), based on the
reappointed employee’s qualifications and the needs of the department. Hiring
above the minimum salary of the assigned grade/open salary range requires the
County Administrator’s approval. The salary for an employee reappointed to a
position in a classification assigned the same compensation/salary grade shall not
decrease. A reappointed employee shall receive a salary increase only with the
approval of the County Administrator, or when reappointed to a classification
having an approved Salary Administration Plan/Salary Matrix and when such an
adjustment is consistent with the Salary Administration Plan/Salary Matrix. In all
other cases, a reappointed employee shall receive no increase in pay.

K.

Reclassification
1.

When an employee is reclassified to a classification of a higher grade/open
salary range, his/her salary shall be raised two and one-half percent (2.5%),
provided it does not exceed the maximum salary of the new grade/open
salary range, unless more is necessary to reach the minimum salary of the
new grade/open salary range or salary as determined by the approved
Salary Administration Plan/Salary Matrix.
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When an employee is reclassified to a classification of a lower grade/open
salary range, he/she shall be placed in the new grade/open salary range at
a rate that results in the same salary held in the previous grade/open salary
range. If the employee's previous salary exceeds the maximum salary of
the new grade/open salary range of the new classification, the employee
shall retain the previous salary, resulting in no loss in pay. There shall be
no increase to the employee's salary until his/her pay is within the salary
range of the new classification.

When an employee is detailed to a position with a higher salary grade/open salary
range for more than fifteen (15) work days, his/her salary shall be raised five
percent (5%), provided it does not exceed the maximum salary of the new
grade/open salary range, unless more is necessary to reach the minimum salary
of the new grade/open salary range or salary as determined by the approved
Salary Administration Plan/Salary Matrix. After the detail is completed, the
employee shall return to the same grade/open salary range and pay held before
the detail, plus any salary increases which may have occurred during the detail.
M.

Merit Increase
When the Board of Supervisors appropriates funds for a merit increase, the
Appointing Authority may grant an employee a two and one-half percent (2.5%)
merit increase based upon an official performance review with the majority of the
ratings being successful or above, provided no formal disciplinary action has
occurred during the performance rating period. Merit increases shall be limited to
one per year. In no case shall a merit increase raise an employee's salary above
the maximum salary of the salary grade/open salary range unless approved by the
Board of Supervisors.

N.

Open Range Classifications
1.

Any adjustments to the incumbent employee’s salary within an open range
classification shall be determined by the Appointing Authority, based on a
County Administrator approved Salary Administration Plan/Salary Matrix.
In no case shall adjustment in the incumbent’s salary raise the incumbent’s
salary above the maximum of the salary range.
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Merit increases shall be limited to one per year and may be awarded in a
different manner than 8-117 M above and in accordance with the approved
Salary Administration Plan. The merit increase shall be granted based upon
a performance appraisal conducted pursuant to Merit System Rule 15, with
the majority of the ratings being successful or above, provided no formal
disciplinary action has occurred during the performance rating period. In no
case shall a merit increase raise an employee’s salary above the maximum
of the salary range.

1.

When an employee in the classified service moves from a position with a
salary grade to a position with an open salary range, the employee’s salary
shall remain the same, unless more is necessary to reach the starting salary
of the open salary range as determined by the approved Salary
Administration Plan/Salary Matrix. If the change in pay results from a
competitive process, the department may offer the employee a lower salary
based on internal equity issues or a higher salary up to five percent (5%),
in two and one-half percent (2.5%) increments, provided it does not exceed
the maximum of the salary of the new grade/open salary range, unless more
is necessary to reach the minimum salary of the new grade/open salary
range as determined by the approved Salary Administration Plan/Salary
Matrix, when applicable. Open range reappointments in excess of five
percent (5%) require written approval by the County Administrator.

2.

When an employee moves from a position with an open salary range to a
position with a salary grade, the employee’s salary shall remain the same,
unless more is necessary to reach the minimum salary of the salary grade.
If the change in pay results from a competitive process, the department may
offer the employee a lower salary based on internal equity issues or a higher
salary up to five percent (5%), in two and one-half percent (2.5%)
increments, provided it does not exceed the maximum of the new
grade/open salary range or salary, unless more is necessary to reach the
minimum salary of the new grade/open salary range as determined by the
approved Salary Administration Plan/Salary Matrix, when applicable. Open
range reappointments in excess of five percent (5%) require written
approval by the County Administrator.

3.

Salary placement for employees into classifications having an approved
Salary Administration Plan/Salary Matrix shall be made in accordance with
the approved Salary Administration Plan/Salary Matrix. This shall include
placement for actions described in 8-117 H, I, J and K above.
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Anniversary Increases
When the Board of Supervisors appropriates funds for an anniversary increase,
the Appointing Authority may grant an employee a two and one-half percent (2.5%)
anniversary increase based upon an official performance review with the majority
of the ratings being successful or above, provided no formal disciplinary action has
occurred during the performance rating period. In no case shall an anniversary
increase raise an employee’s salary above the maximum salary of the salary
grade/open salary range unless approved by the Board of Supervisors.

Q.

Multilingual Compensation
An eligible, qualified employee shall receive a pay adjustment in accordance with
the table below:
LEVEL

RATE

REQUIREMENTS

Associate

$0.25 per hour

Employee must use multilingual skills at least
25%-49% of work time per pay period.

Journey

$0.50 per hour

Employee must use multilingual skills 50% or
more of work time per pay period.

If multilingual compensation is rescinded or terminated, the employee shall return
to the same pay held before the multilingual pay was initiated, plus any salary
increases which may have occurred while the employee was receiving multilingual
pay.
R.

Compensation Effective Date
1.

The effective date for compensation actions defined in 8-117 F, G, and K
above shall be the first day of the pay period following the County
Administrator’s approval, unless otherwise addressed in policy or by the
Board of Supervisors directive. In all cases stated above, the County
Administrator’s approval shall be required.

2.

The effective date for compensation actions defined in 8-117 H, I, J, L, and
Q not requiring County Administrator approval, shall be the first day of a pay
period unless otherwise stated below.

3.

The effective date for compensation actions resulting from probation failure,
to include, but not limited to involuntary demotion, shall be the date of
service of notice of probation failure to the employee.
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The effective date for compensation actions resulting from the promotion of
a County employee into the classification of Deputy Sheriff shall be the first
date of employment for employees newly hired into the classification. In the
event an academy class for Deputy Sheriff consists of promoted employees
only, the effective date for compensation actions shall be academy
orientation day.

