Instructions for Tracking Comp Time Earned & Comp Time Used

· Compensatory time is credited at 1 ½ hours per every hour worked over 40.
· Holidays, personal time, sick time, etc. are not considered as “hours worked” by the Department of Labor. 
· The choice between compensatory time, flex-time, or monetary payment for overtime hours is at the discretion of the manager. 
· An employee may only earn up to 240 hours (160 hours of actual overtime worked) of compensatory time. 
· At the time 240 hours of comp time is accrued the manager can choose to deny overtime; however if overtime is taken without approval it must be paid at 1 ½ times the regular hourly pay rate. 
· The employer can require an employee to use comp time before using personal time. 
· If an employee transfers to a different department all current comp time must either be taken or paid out by the current department before the transfer occurs.
· Any unused compensatory time must be paid out at the time of termination from the university. 
· The FLSA does not require that an employer credit compensatory time for any holidays, unless an employee works over 40 hours in that work week. 
· The department can refuse a request for comp time if the time that is requested off places an “undue hardship” on the department. 
· It is the responsibility of the employee and their supervisor to accurately track comp time that is accrued and taken.  We are providing an excel spreadsheet template to assist with tracking this time.  Please complete the template as follows:










1. In the Comp Time Tracking workbook, copy and paste a spreadsheet for each non-exempt hourly employee. Rename the tab using the employee’s name, e.g. Sally Smith, add the employee’s name to the top right employee field, and change the department field.  
[image: ]Copy and paste a tab for each employee and rename the tab using the employee’s name, e.g. Sally Smith.

2. Locate the employee’s Comp Time Balance entries for the associated pay period at the bottom of the employee’s time sheet. 

      [image: ]The Employee’s Comp Time Balance Entries 
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3. Enter the date and reason associated with the comp time earned or the comp time used. Then transfer the hours in the comp time balance entries section of the employee’s time sheet to Comp Time Tracking workbook on the designated tab or spreadsheet for the employee, e.g. Sally Smith. 

 [image: ]                                                                          [image: ]Transfer Employee’s Comp Time Balance Entries to Comp Time Tracking workbook 








4. [bookmark: _GoBack]The data entered on each employee tab, e.g. Sally Smith, should be linked back to the supervisor’s and or manager’s Overview tab along with the corresponding available comp time balance.

[image: ]
image5.png
Controller's Office
Comp Time Record for Non-exempt Staff

Overview of ALL Current Staff  Comp Balance Empl Date Empl End Date

sally smith 3.00 1/1/2012

John Doe 6.00 8/15/2015

Overview | sally smith | John Doe ®




image1.png
Name of Department Employee:

Balance 0.00 Note: Enter values as positive numbers
cu
Date  Reason Eamed/Used HrsEamed  HrsUsed Change+/-
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00

Overview | Employee #1 | Employee #2





image2.png
Comp Time Balance|

Entries
comp | Comp
Time | Time
Eamed | Used
(@8 | (cvv)
2.00 -
2.00 -





image20.png
Comp Time Balance|

Entries
comp | Comp
Time | Time
Eamed | Used
(@8 | (cvv)
2.00 -
2.00 -





image3.png
THE UNIVERSITY OF BIWEEKLY
SOUTHERN MISSISSIPPI
e — TIME SHEET

(b maintanad within e hams deparinent)

Enplres o 2356 s FubTine X Jpanrind ]

ko 1 mor thr D o o tins chargod 1l (EG)oach vk wosh.

e (eeGy |y o) ey
e 2 mon)| vae) | s @ | ©g
SUPERVISOR SECTION ONLY

Enplges Signatre g e

SuperiorSignaure ornnee Date





image4.png
Controller's Office

Employee: sally smith

Balance 3.00
au
Date Reason Eamed/Used HrsEamed HrsUsed Change +/-

10/21/2016 Worked Late 2.00 2.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00





