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"RECOMMENDATION:

It is recommended that the Board of Trustees approve First Reading of Revised Policy DEA (LOCAL):
Compensation and Benefits: Salaries and Wages
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The Superintendent shall recommend to the Board for approval
compensation plans for all District employees. Compensation
plans may include wage and salary structures, stipends, benefits,
and incentives.

The Superintendent shall administer the compensation plans con-
sistent with the budget approved by the Board. The Superinten-
dent or designee shall classify each job title within the compensa-
tion plans based on the qualifications and duties of the position.
Within these classifications, the Superintendent or designee shall
determine appropriate pay for new employees and employees re-
assigned to different positions.

The Superintendent shail recommend to the Board an amount for
employee pay increases as part of the annual budget.

A contract employee’s pay shall not be increased after perform-
ance on the contract has begun unless there is a change in the
employee’s job assignment or duties that warrants additional com-
pensation. Any such changes in pay during the term of the con-
tract shall require Board approval.

The Superintendent may grant a pay increase to a noncontract
employee after duties have begun only when there is a change in
the employee’s job assignment or duties, or when an adjustment in
the market value of the job warrants additional compensation. The
Superintendent shall report any such pay increases to the Board.

The Superintendent or designee shall determine the classification
of positions or employees as “exempt” or “nonexempt” for pur-
poses of payment of overtime in compliance with the Fair Labor
Standards Act (FLSA).

The District shall pay employees who are exempt from the over-
time pay requirements of the FLSA on a salary basis. The salaries
of these employees are intended to cover all hours worked, and
the District shall not make deductions that are prohibited under the
FLSA.

An employee who believes deductions have been made from his or
her salary in violation of this policy should bring the matter to the
District’s attention, through the District's complaint policy. [See
DGBA] If improper deductions are confirmed, the District will reim-
burse the employee and take steps to ensure future compliance
with the FLSA.

The Superintendent or designee may assign noncontractual sup-
plemental duties to personnel exempt under the FLSA, as needed.
[See DK({LOCAL)] The employee shall be compensated for these
assignments according to the District's compensation plans.
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Nonexempt employees may be compensated on an hourly basis or
on a salary basis. Employees who are paid on an hourly basis
shall be compensated for all hours worked. Employees who are
paid on a salary basis are paid for a 40-hour workweek and do not
earn additional pay unless the employee works more than 40 hours
within a workweek.

A nonexempt employee shall have the approval of his or her su-
pervisor before working overtime. An employee who works over-
time without prior approval is subject to discipline but shall be
compensated in accordance with the FLSA.

in order to secure any overtime compensation, supervisors of
nonexempt employees shall secure a written agreement with
an employee regarding the form of compensation for overtime
(cash or compensatory time off) prior to the performance of
the work occasioning the overtime duty. Supervisors and em-
ployees shall complete the appropriate overtime authorization
form documenting all overtime worked, prior to the perform-
ance of the overtime work. If circumstances make it impossi-
ble to compiete the form prior to the work being performed,
the form shall be completed as soon thereafter as possible, in
no event later than the end of the workweek in which the over-
time is accrued. The supervisor shall maintain the forms as
part of the payroll records.

Unauthorized overtime is strictly prohibited and employees
working unauthorized overtime as well as their supervisors
shall be subject to disciplinary action.

The first instance in which an employee is found to have
worked unauthorized overtime, the employee will be coun-
seled regarding the District’s strict overtime policy and will be
warnhed that subsequent policy violations will result in disci-
plinary action, up to and including, termination.

The second instance in which an employee is found to have
worked unauthorized overtime will result in the employee be-
ing placed on probation and counseled again regarding the
District’s strict overtime policy.

The third instance in which an employee is found to have
worked unauthorized overtime will give the District good
cause to terminate the employee.

Supervisors who fail to properly document and enforce the

District’s strict overtime policy shall also be subject to proba-
tion and termination for good cause. Supervisors shall be re-
sponsible for completion of the written overtime form. Failure
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to complete the required written overtime form by the super-
visor shall be good cause for termination.

Unauthorized overtime shall be compensated in the form cho-
sen by the employee’s supervisor.

For purposes of FLSA compliance, the workweek for District em-
ployees shail be 12:00 a.m. Monday until 11:59 p.m. Sunday.

At the District’s option, nonexempt employees may receive com-
pensatory time off, rather than overtime pay, for overtime work.
Use of compensatory time may be at the employee’s request
or as determined by the employee’s supervisor to protect the
District’s schedules and activities. Upon separation, an em-
ployee will be paid for accrued compensatory time at his or
her current daily rate of pay.

The employee shall be informed in advance if overtime hours will
accrue compensatory time rather than pay.

Compensatory time earned by nonexempt employees may not ac-
crue beyond a maximum of 60 hours during the approved duty
year. If an employee has a balance of more than 60 hours of over-
time, the employee will be required to use compensatory time in
excess of 60 hours immediately.

An employee shall use all accrued compensatory time within the
duty year in which it is earned. Supervisors shall be responsible
for ensuring that all compensatory time is used by employees
assigned to their department/campus. Failure of a supervisor
to ensure that compensatory time is used during the em-
ployee’s duty year shall be cause for disciplinary action, in-

cludmg termmatlon Anemployee—wﬂl—net—have—asemed—sem-

Compensatory time shall be used by the employee prior to the use
of any other accumulated paid leave to which he or she is enti-
tled.

The District shall pay all salaried employees over 12 months, re-
gardless of the number of months employed during the school
year. A salaried employee shall receive his or her salary in equal
monthly or bimonthly payments, beginning with the first pay period
of the school year.
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EARLY If a salaried employee separates from service before the last day of
SEPARATION instruction, the employee shall receive in his or her final paycheck
the unpaid amount the employee has actually earned from the be-
ginning of the 12-month pay period until the date of separation.
For purposes of this policy, “separation from service” shall be as
defined in IRS regulation 26 CFR 1.409A-1(h).

A salaried employee who separates from service on or after the
last day of instruction shall be paid as follows:

1.  Anemployee who is retiring under the Texas Teacher Retire-
ment System shall receive in his or her final paycheck the un-
paid amount the employee has actually earned from the be-
ginning of the 12-month pay period until the date of
separation. If the employee is eligible and elects to continue
enroliment in the District's group health coverage for one or
more months of the summer, the employee’s share of premi-
ums shall be withheld from the final paycheck.

2. All other employees shall be paid according to the annualized
salary provisions above.

[For provisions on continuation of coverage after resignation, see
CRD(LEGAL).]

Revised: First Reading 2.06.09
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