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.6 Salary Administration 

.6.2 Performance Evaluation Reports

A. All regular employees of the County shall have their work performance evaluated at regular intervals 
by their immediate supervisors and department head. The employee's department head or supervisors 
shall discuss such evaluation with the employee. A copy of the performance report shall be made a part of 
the employee's permanent personnel file.

B. Probationary Employees. For probationary employees, employee performance evaluation reports may 
be completed at the end of the third month of service and shall be completed before the end of the sixth 
month of service.

C. Regular Employees. Annual performance evaluation reports on regular employees shall be completed 
at least fourteen (14) calendar days prior to the employee's anniversary date. A department head may 
conduct an unscheduled evaluation at any time.

D. Appointed Department Heads. Appointed department heads shall be evaluated annually and at other 
intervals when appropriate utilizing the guidelines, method and procedures established by the Board.

.6.4 Anniversary Date

A. Appointment. Every regular employee who begins employment on any date from the first through the 
fifteenth of a month shall have an anniversary date on the first of that month. Every regular employee who 
begins employment on a date from the sixteenth through the end of the month shall have an anniversary 
date on the first of the following month. If an employee begins employment on the first working day of a 
month, it shall be considered for the purpose of this section that such employment began on the first 
calendar day of the month.

B. Promotion. When an employee is promoted he or she shall receive a new anniversary date in 
accordance with paragraph A, above, unless otherwise provided in this Title.
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C. Absence without Pay. Any absence without pay exceeding eleven (11) working days shall cause the 
employee's anniversary date to be postponed a number of months equal to the nearest number of months 
for which the leave is granted based on the number of days of such leave.

D. Rehire From Layoff.

1. The anniversary date for a former employee rehired from a layoff of thirty days or less shall be their 
anniversary date at the time of layoff.

2. The anniversary date for a former employee who is rehired from a layoff in excess of thirty days shall 
be calculated by determining the anniversary date that would apply to the employee as a new hire under 
paragraph A, and adjusting that date by crediting the employee with the number of days from the 
employee's pre-layoff anniversary date to and through the day of layoff and debiting the employee for 
days applied to the pre-layoff anniversary date under paragraph B.

.6.6 Salary Plan Administration

A. Personnel and Time Records. Each department head shall be responsible for maintaining the personnel 
and time records of his or her department, and shall furnish monthly payroll and attendance reports to the 
County Director of Finance, on forms approved by the Director of Finance, and on such dates as specified 
by the Director of Finance. Time keeping procedures in each department shall be in accordance with 
procedures prescribed by the Director of Finance.

B. Pay for Regular Employee, Less than Full Pay Period. A regular employee who works less than a full 
pay period, other than while on paid vacation, compensatory time or sick leave, shall have his pay 
computed on a pro rata basis unless governing law or statutes provide otherwise.

C. Pay for Regular Part-Time Employees. A regular part-time employee shall be paid on an hourly rate 
which bears the same relationship to the rate he would receive if he were a regular full-time employee in 
the same position, in accordance with the conversion table.

D. Submission of Payroll. Each department head shall cause to be prepared and shall certify a payroll 
report showing attendance for the specified pay period of all persons serving in his or her department or 
under his or her jurisdiction.

E. Salary on Appointment. New employees shall be hired at Step A of the classification to which 
appointment has been made, provided however that a new employee must possess the education, 
experience, licensure, if any, and other qualifications required by the class specification. However, with 
approval of the Personnel Director, a new employee may be hired at step B or C. The Board of 
Supervisors may, by minute order, and upon recommendation of the department head and Personnel 
Director set the starting salary of any employee at any step in the salary range for the classification to 
which the position is allocated. Appointments starting above Step A shall only be made to those positions 
for which there are recruiting difficulties, to recognize an unusual degree of training or experience or for 
other reasons acceptable to the Board of Supervisors.

F. Salary on Reemployment. A person reemployed in the same class in which he or she previously held 
regular status or in a similar class, and who was previously separated in good standing, may, upon 
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recommendation of the department head in which department he or she is to be employed, and with the 
concurrence of the Personnel Director, be appointed to the same step of the salary range as he or she 
occupied at the time of separation. If the Personnel Director does not concur, the department head may 
ask that the Board of Supervisors consider the recommendation. 

G. Merit Step Increases. Employees shall be eligible for consideration for advancement to Step B of the 
salary range after twelve (12) months of continuous service on Step A. Eligibility for other or further step 
advancements shall be after twelve (12) months continuous service on each step until the top of the salary 
range is reached.

H. Based on Performance. Merit step increases are not automatic and shall only be given on the 
affirmative recommendation of the department head. Such recommendation shall be made on the basis of 
continued satisfactory performance on the job and based on a performance evaluation.

I. Overlooked through Error. Should an employee's anniversary date be overlooked through an error, upon 
discovery of the error, and if the employee is to be recommended for the anniversary increase, the County 
Director of Finance's office shall on the following month's payroll compensate the employee for the 
additional salary he or she would have received dating from the anniversary date.

J. Salary on Promotion. Any regular employee who is promoted to a position in a class having a higher 
salary range than the class of position which he or she formerly occupied shall receive the nearest higher 
salary in the new salary range as of the date upon which the appointment becomes effective. Where 
promotion by this method results in a salary increase of less than five percent (5%), the employee shall be 
advanced to the next higher step in the range. For purposes of further step increases within the range, he 
or she shall receive a new anniversary date as provided in Section 10.06.04. 

K. Salary on Demotion.

l. Demotion for Reasons Other Than Unsatisfactory Performance or Misconduct. Whenever a regular 
employee is demoted for reasons other than unsatisfactory performance or misconduct that employee shall 
be placed on the nearest salary step of the new salary range that does not exceed the pay immediately 
prior to demotion and shall retain his or her anniversary date.

2. Demotion for Unsatisfactory Performance. Whenever a regular employee is demoted for reasons of 
unsatisfactory performance his or her compensation shall be adjusted to the salary step on the new salary 
range which is nearest to five percent (5%) lower than the salary he or she was receiving but not to exceed 
the top of the new range and shall receive a new anniversary date. If the five percent (5%) salary 
reduction would result in a salary placement between steps of the new range then the salary shall further 
be reduced to the next lower step.

3. Demotion for Misconduct. Whenever an employee is demoted for reasons of misconduct the employee 
will be placed on the salary step in the new range which is at least five percent (5%) below the employee's 
salary immediately prior to demotion, or at any lower step on the new range which the Department head 
deems appropriate.

L. Salary While on Suspension. An employee on suspension shall be placed on leave of absence without 
pay and shall not accrue any benefits while on leave.

M. Salary on Transfer. Any regular employee who is transferred from one position to another in the same 
class or in the same salary range shall be compensated at the same step in the salary range as he or she 



previously received. For purposes of further annual increases within the salary range, his or her 
anniversary date shall remain the same as it was before transfer. A transfer does not change the 
employee's accrued days of vacation or sick leave.

N. Salary on Range Change. An employee whose job classification receives a range change shall remain 
on the same step of the new range and the anniversary date shall remain unchanged.

O. Salary on Reclassification. The salary of an employee in a position which is reclassified shall be 
determined as follows:

1. If the position is reclassified to a class having the same salary range, the salary and anniversary date of 
the employee shall not change.

2. If the position is reclassified to a class having a higher salary range the employee so appointed shall 
receive the next higher salary in the new salary range as of the date upon which the appointment becomes 
effective. The employee shall receive a new anniversary date upon appointment.

3. If the position is reclassified to a class having a lower salary range the salary and anniversary date of 
the employee shall not change. If the employee's salary results in a salary placement between steps of the 
new range the salary shall be reduced to the next lower step of the new range. However, if the employee's 
salary is greater than the maximum step of the new range it shall be Y-rated and remain frozen until such 
time as the top of the new salary range exceeds the employee's salary.

P. Board Authority to Specify Salary. Notwithstanding any provisions of this Title to the contrary, the 
Board of Supervisors, in order to correct inequities, to reward outstanding achievement and performance, 
or for other reasons acceptable to them, may, by minute order, adjust the salary of an incumbent of any 
particular position to any step within the salary range for the classification to which the position is 
allocated.

Q. Appointed Department Heads with an overall evaluation rating of ?Meets Expectations? shall advance, 
on an annual basis, (each twelve (12) months of continuous service) on each step until the top of the 
salary range is reached. Merit increases are not automatic, and shall only be given on affirmative 
recommendation from the Board of Supervisors, or designee, via a ?meets expectations? rating on the 
annual evaluation.

.6.8 Dispatch Training Officer Differential

Persons in the class of Emergency Dispatcher who are required to train Emergency Dispatcher Trainees in 
addition to performing work as an Emergency Dispatcher shall be paid a differential of 5% of their base 
salary provided all the following conditions are met:

A. They are a regular employee of the Sheriff's department in the class of Emergency Dispatcher and have 
held such position for more than one year.

B. They train Emergency Dispatcher Trainees as directed by the department head or designee.

C. The payment of this differential is authorized by the department head.
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D. No more than one such differential shall be paid by the department.

E. Payment of this differential shall cease when any of the conditions in A through D above is no longer 
met, or when payment of this differential is terminated by the department head, whichever occurs first.

.6.9 Advanced Certification Differential (Planning and Public Works Agency of 
Glenn County, Building Inspection Division)

Qualified individuals in the classes of Supervising Office Technician, Office Technician II, and Office 
Technician I within the Building Inspection Division of the Planning and Public Works Agency shall be 
paid an Advanced Certification Differential of 5% of the base salary for acquiring and retaining the 
Permit Technician certification, and an Assignment Differential of 5% of the base salary for duties not 
covered under the job description of the ?Office Technician Series?.

To retain this advanced certification differential pay, qualified individuals must meet the following 
conditions:

A. The individual is a regular employee of the Glenn County Planning and Public Works Agency, 
Building Inspection Division.

B. The ICC Permit Technician Certificate held is current.

C. The employee has maintained a ?Satisfactory? performance record based on an annual Performance 
Evaluation.

D. Payment of this differential shall cease when any of the conditions in A through C above is no longer 
met or when payment of differential is terminated by the department head, whichever is first.

.6.10 Advanced Certification Differential (Assessor's)

Persons in the class of Appraiser, Senior Appraiser, Assistant Assessor, or Assessor shall be paid a 
differential of $80.80 per biweekly pay period provided all the following conditions are met:

A. They are a regular employee of Assessor's Office.

B. They have three years experience with the Glenn County Assessor's Office in the class of Appraiser or 
a higher class.

C. They have received an Advanced Appraiser's Certificate (§ 671 of the Revenue and Taxation Code) 
issued by the State Board of Equalization and must continue to maintain the certificate, as required by § 
671 (b) of the Revenue and Taxation Code.

D. The payment of this differential is authorized by the department head.

E. The employee has maintained a "Satisfactory" performance record based on a Performance Evaluation.
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Payment of this differential shall cease when any of the conditions in A through E above is no longer met, 
or when payment of this differential is terminated by the department head, whichever occurs first.

.6.11 Intern Supervisory Differential for Qualifying Individuals Holding a License as 
a Marriage and Family Therapist (MFT) or as a Licensed Clinical Social

Qualified persons in the class specifications of Health Services Program Manager, Health Services 
Program Coordinator, Supervising Mental Health Counselor, and Senior Mental Health Counselor I/II 
who hold a current license as a Marriage and Family Therapist (MFT) or as a Licensed Clinical Social 
Worker (LCSW) shall be paid a supervisory differential equal to 5% of their base salary provided all of 
the following conditions are met:

A. They have completed the required course to qualify them to supervise interns engaged in the licensing 
process at the Board of Behavioral Sciences for the purpose of obtaining licensure as an MFT or LCSW.

B. They will supervise one or more interns as directed by the terms and conditions outlined by the Board 
of Behavioral Science.

C. The payment of this differential is authorized by the Department Head.

D. No more than three such differentials shall be paid by the department concurrently.

E. Payment of this differential shall cease when any of the conditions in A through D above is no longer 
met, or when payment of this differential is terminated by the department head, which ever occurs first.

.6.12 Confidential Employee

Persons in a non-represented Confidential classification shall be paid a differential of five percent (5%) of 
their base salary provided the following conditions are met:

A. The individual must occupy a position that has been classified as Confidential on the List of 
Classifications and Pay Ranges in Accordance with Section 3.04.040 of the Glenn County Code or the 
individual must occupy a position that has been designated as Confidential on the Position Allocation List 
in accordance with Section 3.04.050 of the Glenn County Code.

B. The payment of the differential is authorized by the Department Head. 

.6.13 Classified Employee

Persons in a position designated as Classified may be paid a differential of five percent (5%) of their base 
salary provided the following conditions are met:

A. The individual must occupy a position that has been classified as Classified on the List of 
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Classifications and Pay Ranges in Accordance with Section 3.004.040 of the Glenn County Code or the 
individual must occupy a position that has been designated as Classified on the Position Allocation List in 
accordance with Section 3.004.050 of the Glenn County Code.

B. The payment of the differential is authorized by the Department Head.

.6.14 Advanced Professional Public Works Differentials

Qualified persons designated as either Road Commissioner, County Engineer, and/or County Surveyor, 
and/or Qualified Industrial Storm Water Practitioner shall be assigned a 5% differential provided all the 
following conditions are met:

A. The employee is a regular employee of the Public Works Agency.
B. Employees appointed by the Board of Supervisors in accordance with Streets and Highways Code 
2006 as either Road Commissioner and/or County Engineer must be registered as a Professional Civil 
Engineer with the State of California in good standing with California Department of Consumer Affairs, 
Board for Professional Engineers, Land Surveyors, and Geologists (CBPELSG).
C. Employees appointed by the Board of Supervisors as County Surveyor must be registered as a 
Professional Land Surveyor with the State of California in good standing with CBPELSG.
D. Employees designated as Qualified Industrial Storm Water Practitioner (QISP) in good standing with 
the California Water Board and the California Stormwater Quality Association.
E. The employee has a satisfactory performance rating based on an annual performance evaluation.
F. The payment of the differential(s) is authorized by the Department Head or designee.

.6.15 HIPPA Privacy and Security Officer Differential

Qualified persons designated as HIPPA Privacy and Security Officer shall be assigned a 10% differential 
provided all the following conditions are met:

A. The employee is a regular employee of the County of Glenn.
B. The employee is designated as Health & Human Services Agency Administrative Services Analyst 
II/III
C. The employee has a satisfactory performance rating based on an annual performance evaluation.
D. The payment of the differential is authorized by the Department Head.
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