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The Executive Director shall recommend to the Board for approval 

pay structures and compensation plans for all ESC employees. 

Pay structures shall be designed and administered for the purpose 

of attracting and retaining qualified employees to achieve the goals 

of the ESC. The Executive Director shall administer and maintain 

pay systems in accordance with written procedures for the ESC’s 

compensation plan. 

The Executive Director shall assign positions to pay ranges that 

define the minimum and maximum base pay for each position. 

Jobs shall be classified for pay purposes on the basis of qualifica-

tions and duties as defined by the ESC and market surveys of 

competitive pay rates. All employees shall be paid within the as-

signed pay range unless exceptions are granted by the Board. The 

Executive Director shall review pay structures periodically and ad-

just pay ranges with approval of the Board. 

The Executive Director or designee shall determine the classifica-

tion 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 ESC shall pay employees who are exempt from the overtime 

pay requirements of the FLSA on a salary basis. The salaries of 

these employees are intended to cover all hours worked, and the 

ESC 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 

ESC’s attention, through the ESC’s complaint policy [see DGBA]. If 

improper deductions are confirmed, the ESC will reimburse the 

employee and take steps to ensure future compliance with the 

FLSA. 

Exempt employees required to work on a nonscheduled workday 

may, with prior approval of the associate director, take equivalent 

time off. Also, exempt employees who are required to work an ex-

cessive amount of time during the regular workweek may, with prior 

approval of the associate director, take time off under special cir-

cumstances; this time off shall not be construed as compensatory 

time. 

Exempt employees required to work on Saturday or, on a regular 

basis, at other hours outside the regular workday, may be granted 

exchange time. Necessary travel time prior to or following a work-

day is not eligible for exchange time. 
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Time worked shall be recorded and approved by the associate di-

rector. Exchange time used shall be approved in advance by the 

associate director and shall be scheduled in consideration of work-

load. 

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. An employee who is paid on 

a salary basis is paid for a 40-hour workweek and does not earn 

additional pay unless the employee works more than 40 hours. 

A nonexempt employee shall have the approval of his or her super-

visor before working overtime. An employee who works overtime 

without prior approval is subject to discipline but shall be compen-

sated in accordance with the FLSA. 

Compensation for overtime hours shall be awarded at one and a 

half times the employee’s regular rate of pay or by time and a half 

earned in compensatory time. 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 accumulate beyond a maximum of 60 hours. If an em-

ployee has a balance of more than 60 hours of overtime, the em-

ployee will be required to take compensatory time or, at the ESC’s 

option, will receive overtime pay. 

Compensatory time shall be used within the duty year in which it 

was earned. The ESC shall pay an employee overtime for all un-

used compensatory time remaining at the end of the fiscal year. 

Use of compensatory time may be at the employee’s request or as 

determined by the employee’s supervisor to protect ESC sched-

ules and activities.  

The Executive Director shall determine required work calendars for 

employees, including the workweek for nonexempt employees. 

For purposes of FLSA compliance, the workweek for ESC employ-

ees shall be 12:00 a.m. Saturday until 11:59 p.m. Friday. 

The Executive Director shall review employee salaries annually for 

adjustment and shall recommend to the Board an amount for em-

ployee pay increases as part of the annual budget. Pay increase 

budgets are based on consideration of available revenue, competi-

tive job markets, and ESC compensation objectives. Pay increases 

beyond the budgeted amount for individuals or positions shall be 

subject to Board approval. 

Employees must have satisfactory performance to receive a pay 

increase unless exceptions are granted by the Board. Annual pay 

increases, individual equity adjustments, promotion increases, and 
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hiring rates for new employees shall be determined by the Execu-

tive Director in accordance with the approved budget and the 

ESC’s compensation plan. 

The Executive Director or designee may assign supplemental du-

ties to exempt or nonexempt employees. 

The ESC shall not grant any extra compensation, fee, or allowance 

to a public officer, agent, servant, or contractor after service has 

been rendered or a contract entered into and performed in whole 

or in part. 

The ESC shall not deny an employee a salary stipend or similar 

compensation given in whole or in part on the basis of employee 

attendance because the employee’s absence from work is: 

1. For observance of a religious holy day observed by a religion 

whose places of worship are exempt from property taxation 

under Tax Code 11.20; or 

2. Because the employee is on leave under the Family and Med-

ical Leave Act (FMLA). [See DEB] 

In addition to legally required deductions [see CFAA], the Board 

shall permit voluntary deductions for:  

1. Approved insurance programs; 

2. Annuities/deferred compensation programs; 

3. Other cafeteria plan options authorized by the Internal Reve-

nue Service; and 

4. Area teachers’ credit unions. 

Employees may request additional voluntary salary deductions or 

change the amount(s) of those deductions in accordance with ad-

ministrative procedures. 

Deductions shall be made for unauthorized or excess personal 

leave or sick leave. [See DEB] 

The ESC shall pay all salaried employees over 12 months, regard-

less of the number of months employed. A salaried employee shall 

receive his or her salary in equal monthly or bimonthly payments.  

If a salaried employee separates from service before the end of the 

12-month payment period, the employee shall receive in his or her 

final paycheck the unpaid amount the employee has actually 

earned from the beginning of the 12-month pay period until the 

date of separation. For purposes of this policy, “separation from 
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service” shall be as defined in IRS regulation 26 C.F.R. 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. An employee who is retiring under the Texas Teacher Retire-

ment System (TRS) shall receive in his or her final paycheck 

the unpaid amount the employee has actually earned from the 

beginning of the 12-month pay period until the date of separa-

tion. If the employee is eligible and elects to continue enroll-

ment in the ESC’s group health coverage for one or more 

months of the summer, the employee’s share of premiums 

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.] 

If the Board chooses to pay employees during an emergency clo-

sure for which the workdays are not scheduled to be made up at a 

later date, then that authorization shall be by resolution or other 

Board action and shall reflect the purpose served by the expendi-

ture. [See BJA for authority to temporarily close the ESC] 
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