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I. Introduction 
This compensation program has been developed to provide uniform and objective 
procedures for the compensation administration within Wasco County. 

It is the policy of the County to pay wages and salaries which are based upon the nature 
of the job performed. In setting pay levels to attract and retain qualified personnel, the 
County will monitor the compensation levels and practices of other organizations, both 
public and private, that employ similarly skilled persons in the geographic area. Pay 
increases, while considering length of service, are given primarily to reward competent 
and contributing performance. 

This compensation policy shall define the terms commonly used, explain the authority 
and responsibility for the program, and its implementation, and detail the procedures 
relating to pay administration and payroll. The policy will be reviewed periodically and 
revised, if necessary, to better serve the needs of the County and its employees. The pay 
ranges will be evaluated and adjustments made 
periodically by management. 

II Compensation Philosophy 

Wasco County has created a Compensation Philosophy that guides the decisions and 
policies regarding compensation. The principles of this Philosophy are: 

• Ensure External Competitiveness of employee pay 
• Ensure Internal Equity regarding the valuing of positions 

Ensure the Fairness of individual employee pay based on performance 
• Ensure the consistency of the application of policies and procedures 

Ensure that County fiscal resources are considered in making pay decisions 

II. General Provisions 
A. Coverage 

All employees are subject to this policy, except those covered by union 
agreements, temporary employees, and the Administrative Officer of the 
County whose pay is set by the Board of Commissioners. 

B. Authorization 
All pay offers, increases, demotions, promotions, transfers, and all other 
changes affecting payroll status must be authorized and signed by two levels of 
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management and initialed by the Finance Director. The approval process must be 
completed prior to any pay change being communicated to the 
employee. The Job Evaluation Committee will offer their recommendations 
to Finance Director and the Administrative Officer regarding the internal value of 
the position as part of this review process. Final assignment of pay grade for a 
new or existing job is made by the Finance Director, in conjunction with the 
Administrative Officer. 

The Philosophy Statement of this policy and its overall approval is considered the 
province of the Board, but the authority to execute the actions detailed in this Policy 
rests with the Administrativ~ Officer in consultation with Finance Director. This 
authority includes finalizing Job Evaluation ranking, determining the appropriate 
pay range, setting pay rates, approving promotions, determining when market 
research is needed, and interpreting the language of this policy. In the event that the 
Administrative Officer does not approve the request, Department Heads may take 
the request directly to the Board of Commissioners. 

C. Dissemination of Pay Program Information 
Supervisors are required to explain to employees their individual pay status 
and the system for reviews and promotions. Compensation is considered to be 
personal. Employees are requested to treat pay information (starting pay, raises, 
promotional increases, etc.) with care and sensitivity. This is not meant to infringe 
on employees Section VII rights regarding discussing pay; only that employees are 
requested to recognize that not everyone feels the same comfort regarding wishing to 
talk about pay levels. 

III. Policy and Procedures 
A. Range Assignment 

Each position in the County is placed in a pay grade that establishes the value 
of the position in relation to other positions in the County. 

Each pay range is identified by a minimum, a market reference point, and a 
Performance Award. An employee's position within the range shall, in most 
circumstances, be related to demonstrated performance .. Employees shall 
normally receive a pay level that is within the range limits assigned to their 
position. 

Periodically the County will review the market pay levels, and if appropriate and if 
fiscal resources permit, the pay ranges may be adjusted upward as a result of the 
survey process. 

Jobs are placed in pay ranges on the basis of two specific assessments. The first is 
the Job Evaluation factors that are used to rate positions for internal equity. The 
second consideration is the pay of comparable position within the County market. 
The Job Description and/or Analysis Questionnaire will be used to make these 
assessments. 
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B. Re-evaluation Requests 
In the event that any employee or Supervisor feels that a position has been 
improperly placed within the hierarchy or that a position has changed 
sufficiently to warrant re-evaluation, a request must be submitted in writing. The 
request is to be sent to Human Resources by the Supervisor. 

To request evaluation of a new job, a Job Analysis Questionnaire must be 
completed. To request re-evaluation of an existing job, the Job Description must be 
edited to reflect the job changes that are prompting there- classification request. 
Any re-evaluation request of a current position must be accompanied by a detailed 
written explanation indicating the concerns about the current assignment or 
information about why another grade is thought to be more appropriate. 

Requests will be reviewed periodically for the purpose of addressing any new 
positions and handling any re-evaluation requests. No position will be considered 
for re-evaluation more than once a year, and any request may be turned down if 
there is no substantial change in the position. 

If the review process determines that the position should be placed in a higher pay 
range, then the employee will receive an increase equal to the difference in 
midpoints between the former and new range unless that would place the employee 
above the Performance Award of the new range. If the process results in the position 
placed in a lower pay range, no decrease in pay will 
occur unless the employee is actually above the Performance Award of the new 
range. 

Any employee with a concern about the placement of his/her position must speak 
to his/her Supervisor about the concern before contacting Human Resources. 

C. Pay Ranges 

Range Minimum - At least the minimum of the appropriate pay range shall be paid 
to all qualified employees. In cases where the qualifications of a newly hired or 
newly promoted employee are less than those describe in the Job Description, such 
employee may be paid below the minimum of the applicable range while acquiring 
the necessary minimum qualifications for the position. Such learning period 
normally will be limited to six months (unless additional time is required for special 
licensure, training, etc.) after which the employee shaH be paid at or above the 
minimum of the range, if retained in the position. 

Market Reference Point - The Market Reference Point of the pay range generally 
identifies what the market pays for a fully experienced proficient employee. Pay 
increases above this point normally require performance that consistently meets or 
exceeds standards. The performance review process will play a significant role in 
determining whether any increase above the Market Reference Point will be given. 

Performance Award- Employees become eligible for Performance Award· 
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Efforts following their performance evaluation after the Step 7 increase in 
Base Pay. Pursuing a Performance Award Effort is voluntary. Criteria for 
Performance Award Efforts will be based on mutually developed goals and 
objectives between the employee and supervisor. All objectives and goals will be 
evaluated by the department head and vetted through the Performance Award 
Committee. A Performance Award is a one-time monetary award. 
(For more information see the Wasco County Employee Performance Award 
Policy.) 

Performance Awards will be based on the base salary of the employee at the time 
Performance Awards are distributed. 

D. Increases 
There are two types of increases that may be given. 
1. A step increase may be given as a result of a performance review. If the review 

rating indicates that employee performance meets or exceeds job standards, and 
the learning expectations have been met, an increase in base pay may be 
authorized. The usual schedule for increase consideration occurs annually. 

The County has designed its pay ranges so there are steps between the Minimum 
and the Market Reference Point. The purpose ofthese steps is to determine pay 
increases that will be given to employees if they demonstrate the necessary 
learning and ability to apply the knowledge gained during the initial years of their 
employment. 

Once the employee reaches the Market Reference Point and is being paid in line 
with other fully proficient employees doing comparable work, then increases 
beyond the Market Reference Point are largely dependent on the demonstrated 
job performance of the employee. When the Market Reference Point is reached, 
a performance Plan outlining the expectations and the additional learning 
necessary to access performance award compensation will be jointly developed 
by the Supervisor and the 
employee. Achievement of the Perfofll1ance Plan elements will determine if 
compensation for the Performance A ward Effort is approved. (See the Wasco 
County Employee Performance Award Policy for additional details.) 

2. The second type of pay adjustments may occur as a result of market research. 
An employee may receive a pay adjustment as a result of any change to the 
pay structure. These adjustments may be made at the same time as the 
employee's performance review. 

If an employee is being paid at the Performance A ward level and the 
market adjustment moves the base pay range above that level, the 
employee's base pay may increase at the next review period. 

If an employee is being paid in excess of the Performance Award at the time 
the range for th~ position is established or due to a change in job 
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classification, that pay will be maintained, but no further pay increases will be 
given until the Performance Award is higher than the employee's 
pay, and then only if performance warrants. 

All increases are subject to County resources. 

E. Pay Decreases 

In a demotion or voluntary move where a job changes to a position that is graded 
lower than the previously held position, a pay decrease may occur. Consideration 
will be given to the reason for the change, the employee's work history and the 
difference between the curr~nt pay and the range that the new position is assigned. 
The new pay grade assignment shall be determined by the Human Resources, in 
conjunction with Administrative Officer based on the new position description. 

F. New Hires- Starting Salaries 
A starting pay for a new hire may exceed the minimum of the pay range if the 
prior experience of the employee is sufficient to justify it. Typically new hires 
would be placed at one of the first two steps of the pay range. Any placement above 
Step Two at time of hire requires Administrative Officer approval. Comparisons 
will be made to the pay of current employees in the same grade with similar 
backgrounds. 

G. Promotions 
1. Definition- A promotion is the act of moving an employee from a job in a 

lower pay~~ade to a different job in a higher pay grade. 

2. Promotional Increase -A promoted employee is eligible for a pay adjustment 
which places him/her at least at the new minimum, or if the pay already exceeds 
that, an increase of not less than 5% will be given 
assuming that it will not place the employee above the Performance Award. 

H. Transfers 
A transfer is the reassignment of an employee to a different job in the same 
pay grade. A transfer may occur within a department or between different 
departments. Transfers do not usually generate any pay change. 

IV. Federal Wage and Hour Exemptions 
Generally speaking, the Federal Wage and Hour laws require recordkeeping of 
hours worked by certain employees and compensation for hours worked in excess of 40 
per week. Given that many of the employees at Wasco County work a 37.5 

work week, hours worked between 37.5 and 40 will be paid at the regular rate of pay. 

The requirements of exempt work (positions for which there are no overtime payment) 
state that substantial independent judgment, discretion, authority and decision making 
must be present. The status of each position will be determined by the Human 
Resources in cor~junction with management. 
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V. Pa r Practices 
A. Overtime 

The work week is Sunday through Saturday and consists of either 37.5 or 40 
hours for full-time employees. Overtime or any comp time accrual is 
calculated as one and one-half (llh) times the regular rate of pay for any hours 
in excess of forty ( 40) hours actually worked by non-exempt employees during 
a work week. Sick leave, vacation time, or any holiday hours will not be 
considered in computing the forty ( 40) hours after which overtime is paid. 

B. Advances 
Each employee will be paid on the scheduled pay day determined by the 
County. The County does not permit payroll advances. 

C. · Rest Periods and Lunch Breaks 
Full-time employees are allowed up to one hour for lunch with a 15 minute 
rest break in the morning and again in the afternoon unless changed by a 
department head. Lunch breaks must be no shorter than 30 minutes. Part-time 
employees will be given a half-hour lunch period if working a 5 hour shift or 
more. Rest periods are computed as time worked and may not be charged to 
overtime. Time taken for lunch breaks is not a part of the paid work day. 
Scheduling of rest periods and lunch breaks will be done to ensure adequate 
staffmg. 

D. Approved Time Off. 
All time off must be approved by the designated supervisor. In cases where 
the immediate supervisor does not have administrative authority to approve 
time off; approval must be obtained from the next authorized supervisor. To 
ensure that proper arrangements are made to cover positions, all approval 
must be secured prior to taking time off. 

APPROVED this 16th day of September, 2015. 

WASCO COUNTY . 

BOARD OF ~ONERS 

Scott C. Hege 

Commission Chair 

Wasco County Counsel 
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