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SECTION 11 
COMPENSATION 

 
 
A. COMPENSATION PLAN 
 

1. Covered employees shall be paid an hourly wage at their assigned pay grade according 
to the compensation plan. 

 
2. Exempt employees shall be paid an annual salary according to the established 

compensation plan. 
 
3. Elected officials shall be paid an annual salary established by resolution of the Council.  

 
4. The pay grades shall be approved each year by the Council. 

 
B. OVERTIME 
 

1. Overtime hours are discouraged. If the requirements of a department mandate extra 
hours worked, the department head shall arrange schedules to avoid overtime pay 
compensatory time. Prior to working overtime, an employee shall obtain specific 
direction to work from their department head or elected official. 

 
2. Each covered employee shall be paid overtime at one and one-half times the employee’s 

regular rate of pay for each hour worked in a work week in excess of 40 hours. Overtime 
for covered sworn law enforcement officers begins to accrue after 84 hours have been 
worked in the 14-consecutive-day work period (see FLSA Section 207(k)). 

 
3. “Hours worked” includes those hours on the job in productive work effort and jury duty. 

The calculation of overtime pay does not include annual leave, sick leave, personal time 
off (PTO), holiday leave, administrative leave, emergency leave, maternity leave, military 
leave, converted sick leave, or compensatory time off. 

 
4. Overtime hours shall be recorded on the timecard for the pay period in which they are 

accrued. 
 
C. COMPENSATORY TIME 
 

1. Prior to compensatory time being awarded, an employee shall obtain approval from their 
department head or elected official. In lieu of monetary overtime compensation, 
compensatory time off is authorized for covered employees at a rate of one and one-half 
hours of compensatory time for each hour of overtime worked. 
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2. The use of compensatory time shall be authorized only for those employees who have 

previously entered into the compensatory time off agreement with the county. 
 
3. Covered employees generally may accrue up to 40 hours of compensatory time. After 

30-days, any amount of compensatory time over 40 hours will be paid by the county. 
 
4. An employee who has accrued compensatory time and requests use of the time will be 

permitted to use the time off within a reasonable period after making the request if it 
does not unduly disrupt the operations of the department. 

 
5. Compensatory time shall be exhausted before leave or personal time off (PTO) is used. 
 
6. Compensatory time shall be recorded on the timecard for the pay period in which it is 

accrued. Any unused compensatory time shall be reflected upon subsequent timecards 
until it has been completely used. The use of accrued compensatory time shall also be 
recorded on the timecard for the pay period during which the time off was taken. 

 
7. Payments for accrued compensatory time will be paid at the regular rate earned by the 

employee. Employees who have accrued the maximum number of compensatory hours 
shall be paid overtime compensation for any additional overtime hours worked. 

 
8. Upon termination or retirement, an employee will be paid for unused compensatory 

time. 
 
9. Hourly exempt employees who work more than 40 hours in a week and, exempt sworn 

law enforcement officer, who work more than 84 hours in a 14-consecutive-day work 
period shall be granted compensatory time at the rate of one hour for every extra hour 
worked. This is straight-time, non-FLSA compensatory time. There is no cap on the 
number of compensatory hours exempt employees can earn. Because salaried 
employees are exempt, they are not paid additional sums for compensatory time. Upon 
termination or retirement, salaried exempt employees shall not be entitled to any pay 
for accrued compensatory time. 

 
D. HOLIDAY PAY 
 

1. When a holiday falls on a Saturday, it shall be observed on the preceding workday. When 
it falls on a Sunday, it shall be observed on the following workday. 

 
2. When an employee works on a holiday, that employee will receive straight time plus time 

and one-half pay for time worked. However, this paragraph does not apply to the 
following classes of employees: part-time employees who work less than 20 hours per 
week and appointed employees, as defined in Section 6 of the Tooele County Personnel 
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Policies and Procedures. 
 

3. Career service half-time and three-quarter-time employees shall be paid for county 
holidays at the same rate as if they had worked their regular part-time hours. 

 
4.  Holiday pay is based on the day an employee clocks in. 
 
5. For departments which are required to be open on certain holidays, if an employee does 

not work on the holiday and the employee has worked a full work week, the department 
head shall have the option to either (i) grant the employee a day off to compensate the 
employee for the holiday, or (ii) instead of granting a day off to the employee, pay the 
employee his/her regular wage for that day off. 

 
E. CALL-OUT PAY If an employee is required by the employee’s supervisor to return to work at 

other than the employee’s regular work hour, the employee shall be credited with a 
minimum of two hours worked. 

 
F. ANNUAL PERFORMANCE EVALUATION Subject to annual budget appropriations, non-

seasonal employees who meet or exceed acceptable performance standards as specified in 
the performance evaluation plan in effect shall receive an annual raise.  

 
G. PAY DAY Employees will be paid on a bi-weekly basis. Pay shall be distributed to employees 

by electronic deposit to each employee’s bank account. If more than 26 pay days fall within 
one calendar year, the Council may authorize by resolution additional compensation for 
employees receiving an annual rate of an additional one/26th of the regular annual 
compensation which is designed to avoid reduced bi-weekly paychecks for years in which 
there are 27 pay days. 

 
H. TIMECARDS All hourly employees must clock into and out of the time keeping system at the 

beginning and end of each workday and at the beginning and end of each lunch break. If an 
employee does not clock into or out of the system prior to the timecard being submitted to 
the Human Resource Department, then the employee must accept the adjustments 
submitted by the supervisor on their behalf for that pay cycle. The employee has one full 
pay cycle following receipt of that pay to appeal any possible discrepancies from the time 
that was adjusted.  

 
I. YEARS OF SERVICE Years of service for the accrual of benefits shall be based upon continuous 

full-time employment with Tooele County.An employee is deemed to remain a full-time 
employee and accruing service time during the following circumstances: 

 
1. leave-without-pay for fewer than 30 days; 
 
2. military leave-without-pay necessitated by a draft or reserve call-up because of a 
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national emergency; 
 
3. a period of leave-with-pay; 
 
4. a change of status from a full-time employee to an elected or appointed County position; 

and 
 

5. reinstatement to full-time employment within one year of voluntary separation of 
employment, but the time from voluntary separation of employment to reinstatement 
shall not count towards accrual of service time. 

 
J. COMPENSATION PLAN 

 
1. Pay Plan 

 
a. The County will maintain a Classification and Pay Plan, including a complete inventory 

of all full-time and regularly scheduled part-time positions in the County’s service, 
accurate job descriptions, and specific salary grades with minimum and maximum 
pay ranges. The Classification and Pay Plan will be designed to provide comparable 
pay for comparable work and to provide a pay range for each grade of positions, 
which will enable the County to recruit and retain qualified employees, as well as 
compete in the job market with other private and public employers. All aspects of 
the pay plan are contingent upon the availability of funds as determined in the 
discretion of the Council. 
 

b. As part of the County’s Pay Plan, pay ranges are established based on market rates. 
Each range will consist of a minimum and maximum. The pay rates for certain acting 
status and part-time positions are established by the County Manager outside of the 
Classification and Pay Plan. 

 
2. Administration 

 
a. The primary responsibility for day-to-day administration of the Classification and Pay 

Plan rests with the Human Resource Director. 
 

b. The Human Resources Director is charged with the maintenance of the Classification 
and Pay Plan and its administration so that it will reflect the duties performed by each 
employee and the grade to which each position is allocated.  
 

c. It is the responsibility of the Human Resources Director to examine the nature of new 
positions as they are created and to allocate them to an existing grade in conformity 
with this section; to make such changes as are necessary in the duties and 
responsibilities of existing positions; to periodically review the entire Classification and 
Pay Plan; and to recommend appropriate changes in the plan to the County Manager. 
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The County Manager shall submit recommendations for updating the Pay Plan to the 
Council for approval.  
 

d. A formal Classification and Pay Study may be conducted from time to time to review 
some or all of the Plan. Based on the results of these studies, the County Manager 
shall recommend to the Council such increases, reductions, or amendments of the 
Classification and Pay Plan as is deemed necessary to maintain the fairness and 
adequacy of the plan.  

 
e. The County Manager reserves the right to make additional pay adjustments as 

necessary for business operations or to address any internal equity issues and will 
confer with the Council Chair of such changes.  

 
3. Use of the Classification and Pay Plan 

 
The Classification and Pay Plan is to be used: 
 
a. As an aide in recruiting and evaluating candidates for employment; 

 
b. In determining salary or hourly wage to be paid for various types of work;  

 
c. In providing uniform job terminology understandable to all County officials, 

employees and the public; and 
 

d. To ensure that the official job title represented on the Classification and Pay Plan shall 
be used in organizational charts and other personnel, accounting, budget, 
appropriation, and financial records.  

 
4. Starting Pay 

 
In general, newly hired employees should begin at the minimum pay rate of the 
applicable grade for the position. However, in some instances it may be appropriate to 
hire employees above the minimum pay rate for the grade. The hiring manager, in 
consultation with the Human Resources Director, has the discretion, subject to the 
following guideline, to set the starting salary in an amount that is no lower than the pay 
grade minimum and no higher than the first quartile. As a guideline to help maintain 
internal equity, the hiring manager may increase the starting pay by 2-3% for each year 
of related training or experience that exceeds the minimum qualifications for the 
position, up to the first quartile of the pay grade. The County Manager may approve the 
employment of a new hire at a rate above the first quartile for positions that have been 
difficult to fill or when other unusual circumstances exist. 

 
5. Maintenance of Pay Ranges 
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The County Manager or designee may make or cause to be made such comparative studies 
as he/she deems necessary of the factors affecting the level of salary ranges prior to the 
preparation of the annual budget, as well as at other times during the year. Based on 
information derived from such studies, the County Manager may make recommendations 
for changes in salary ranges as deemed necessary to maintain the fairness, adequacy, and 
competitiveness of the overall salary structure. 

 
K. CHANGES IN PAY 

 
1. Position Reviews 
 

The job performance of all employees who are subject to the Pay Plan may be reviewed 
periodically to determine if pay should be adjusted, if job descriptions should be revised, 
or if jobs need to be reclassified. 

 
2. Across-the-Board Pay Adjustments 

 
Subject to annual budget appropriation, across-the-board pay adjustments may be 
implemented for employees who are subject to the Pay Plan. There is no requirement that 
an across-the-board adjustment will occur in any given budget year. 

 
3. Pay Changes Due to Promotions 

 
Promotions occur when an individual applies for and is selected to fill an open position at 
a higher pay grade. Typically, promotion adjustments should be in the range of 7-15%, 
based on the following factors:  
 
a. The tenure of the employee being promoted; 

 
b. The number of pay grades the employee will be moving for the promotional 

opportunity; and  
 

c. The current pay, tenure, and performance of other employees already in the new 
classification, to comply with internal equity responsibilities.  

 
The expected promotional increase for a 1 grade increase is 7% - 10%. The expected 
promotional increase for a 2 or more grade increase is 11 – 15%. The pay of the promoted 
employee must be placed at least at the new pay range minimum. 

 
4. Pay Changes Due to Reclassification 

 
Normally adjustments for reclassifications to a higher pay grade are limited to five 
percent (5%) of the employee’s current base pay or the new pay grade minimum, 
whichever is greater. Reclassifications to a lower pay grade may result in a downward 
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adjustment in pay. These adjustments are to be handled on a case-by-case basis. If the 
adjusted pay for an employee whose position has been reclassified to a lower pay grade 
exceeds the maximum of the pay grade, the employee’s pay will be “frozen” until such 
time that the maximum of the pay grade exceeds the employee’s pay. 

 
5. Pay Changes Due to Demotion 

 
The pay changes for employees receiving a demotion will be as follows: 
 
a. Demotions Based on Performance – In general, the pay for employees receiving a 

demotion based on performance will be decreased by a minimum of seven percent 
(7%). At the Department Head’s request, the County Manager may allow a greater or 
lesser decrease to address any internal equity issue. 
 

b. Voluntary Demotions (not performance based) – The pay of an employee who 
voluntarily demotes to a position in a lower pay grade based on a personal decision to 
do so will be determined upon the recommendation of the Department Head but will 
not exceed the maximum of the lower pay grade. 

 
c. Involuntary Demotions (not performance based) – The pay of an employee who has 

been involuntarily demoted due to business needs or for accommodation purposes 
and not based on performance will not experience any change in pay if the employee’s 
pay falls within the lower pay grade and is comparable to employees within the same 
pay grade. 

 
6. No Pay Changes for Lateral Transfers 

 
An employee who makes a lateral transfer (e.g., movement from one position to another 
with the same pay grade) retains his/her current pay, up to the established maximum for 
the pay grade. 

 
7. Discretionary Pay Adjustments 

 
Special pay adjustments are granted under unusual circumstances such as to reflect 
special market conditions, special job performance, special equity adjustments, etc., 
which do not conform to customary compensation administration guidelines. All special 
pay adjustments require approval by the Department Head, the Human Resources 
Director, and the County Manager. The Council Chair will be notified of such changes. 

 
8. Employees at Maximum of Pay Range 

 
Employees at or above the maximum of the assigned range will not be eligible to receive 
additional pay increases (merit, market, or across-the-board) until the maximum is 
adjusted above their current compensation.  
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9. Overpayments to Employees 

 
All overpayments to employees will be repaid to the County regardless of where the error 
was made or who made it. Repayment will be coordinated with the Payroll Office. 

 
L. ELECTED OFFICIALS’ SALARIES 
  

1.  Annual Salary Resolution 
  

Elected officials shall be paid an annual salary established by resolution of the Council. 
  

2. Base Salaries 
  

The Assessor, Auditor, Clerk, Treasurer and Recorder shall have the same base salaries. If 
one of these elected officials holds a combined office, such as Recorder/Surveyor, that 
elected official will receive an additional $500 per month. 

  
3. COLA and Other Salary Increases 

  
Elected officials will receive the same COLA increases that other County employees 
receive and are eligible to receive other salary increases as approved by the Council. 

  
4. Declining a Salary Increase 

  
An elected official may choose not to receive a salary increase in any given year. Such a 
choice does not carry over to future years. 

 
 


