Compensatory Time Instructions 

Recent revisions to the Fair Labor Standard Act (FLSA) have resulted in a number of exempt (monthly paid) positions on this campus being changed to non-exempt (hourly) status.   Because they have become non-exempt, individuals in these positions are now eligible for overtime pay, or compensatory time off in lieu of overtime pay.   

University Policy HR 215 requires the Chancellor's approval for use of compensatory time.   To facilitate the transition of these positions from exempt to non-exempt status, the Chancellor has agreed to allow department heads to approve the use of compensatory time off for employees in their departments in lieu of overtime pay. Due to this delegation, we are providing the following basic information and operating procedures for using compensatory time: 

· HR Policy 215 Compensatory Time provides guidance relating to comp time.

· PeopleSoft is the official balance record of comp time accrual and use.

· Pay statements will include the comp time balances once they are provided to Payroll.

· You will be able to view comp time balances in WebTime just as you can view Vacation, Sick Leave, and Personal Days.

· A new panel has been added to PeopleSoft to view comp time.  You can navigate to the new panel as follows:  Home>Compensate Employees>Administer Base Benefits>Use> Leave Accruals.

· Departments authorized to use comp time must use the Biweekly Payroll Time Record - Comp Time Version UM 13A-C, biweekly timesheet. Click here to view a sample completed biweekly timesheet.  
· Each employee using comp time must first sign the Agreement to Accept Compensatory Time Off in Lieu of Overtime Pay prior to earning comp time.  This agreement must contain a start date and end date within the pay period current to the date on which the agreement is executed.

· A list of current employees using comp time and their comp time balances must be provided to Payroll so the balances can be added to PeopleSoft.

· The new earning codes to use with comp time are: 

	CMP
	Used for payout 
	To be used only by Payroll 
	 

	CPT
	For recording time used 
	 
	Has no effect on gross pay 

	CTE
	New for recording time earned 
	 
	Has no effect on gross pay 

	CPE
	New for NRA 18 payout 
	 
	 

	CPS
	New for NRA 17 payout 
	 
	 

	CAJ
	New for recording adjustment 
	To be used only by Payroll 
	Has no effect on gross pay 


Click here for some comp time processing examples.

· Keep in mind that comp time is a funding liability which must be paid to the employee by his/her current department upon transfer or termination, if not used beforehand. 

Please contact Errol Benson at 516-5803 or by email with your questions. 
