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November8, 2004

MEMORANDUM

TO: Vice Presidents,Deans,Directors,andDepartmentHeads

FROM: Dale0. Anderson~~~ ~
Director,University HumanResources

SIJBJECT: Changein 2004NonexemptMemorandumof Understanding Complime

~1heUniversity andAFSCME haveagreedto supercedelanguagecontainedArticle 3, Section 8 of the
2004 NonexemptMemorandumof Understanding(MOU) regardingcompensatorytime. The new
provisionis printed in full on the reverseside(newlanguagein italics). Whilepart of the original
languageremains,the changesprovide:

• Employeesmay carryup to 60 hoursof compensatorytime from quarterto quarter(“carryover”)
insteadof having to bepaid out after 90 days

• The maximumtotal allowablecompensatorytime accumulationwithin any quartershall be 240
hours(mciLiding carryover)

• Employeeswho accumulatemorethan60 hoursof compensatorytime will be paid the excess
only at four specific times in the year(first payroll period in February,May, Augustand
November)andoniy thosehours overthe 60-hour carryoverceiling. For example,an employee
whocarries50 hoursof compensatorytime from a previousquarterwhoearns20 additional
hoursduring the nextquarterwill receivepaymentfor 10 hours(50 carryoverhrs. + 20 newly
earned 60 = 10 hoursto be paid) at the endof the quarteraccordingto the scheduleof payment.
A WOW reportwill be run at the endof the first payroll period of eachnewquarter(beginning
with payperiod endingNovember13, 2004)to determineif anypaymentwill bedue.

• Until the quarterlypayoutdate,thetotal hoursaccumulatedwouldhe availablefor useby the
employee(in the exampleabove,the full 70 hourscouldbe takenwith themostrecenthours
earnedbeing takenfirst.

• Managementmay choose,at theirsolediscretion,to payany hoursnot taken(the carryover
hours), if the employeedoesnot takethem within 12 monthsof whentheyare earnedat anytime.
This will allow managementto avoid escalatingliability for accumulatedcompensatorytime
hours.

Webelievethesenc’x provisionswill be lessburdensomeof departmentaltimekeepersandallow
flexibility to workers to usetheir compensatorytime morebroadly than the originally negotiatedterms.
The 2004 NonexemptMemorandumof Understandingfoundat http://www.uhr.umd.edu/Policy-
ernployee.htmreflectsthe revisedlanguage.

The changebecomeseffectiveimmediately. If you haveany questionsregardingthis matter,please
contactStaffRelationson extension5-0001.

cc: PHRCreators



Article 3, Section8 — CompensatoryTime Off

At therequestof the employee,subjectto managementapproval,overtimework maybe
compensatedin the form of compensatorytime off. Requestfor earningcomptime shallnot be
unreasonablydenied. It shallnot be consideredunreasonableto denycomptime to abargaining
unit employeethat works in aDepartment/Officewheretherearethreeor lessbargainingunit
employees.Whencompensatorytimeoff is granted,the employeeshallbe compensatedat a time
andone-halfbasis for all hoursof work. An employeemaycarry up to a maximumofsixty (60)
hoursofaccruedcompensatorytime while theyremain in the sameUniversitydepartment;the
maximumtotal allowablecompensatorytimeaccumulationis 240 hours. Employeestransfrrring

to anotherdepartmentwithin the Universityshall bepaidall hoursofaccruedcompensatory
time. All accruedcompensatorytime in excessofsixty (60) hoursasofthefirst regularpay
period in Februaiy, May,August,andNovemberwill bepaidat that time. At the solediscretion
ofmanagement,accruedcompensatorytimenot usedwithin twelve(12) monthsofthedate it is
earnedmaybepaid at anytime.
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To: UMCP (only) PHR Creators and Approvers
Subject: Comp Time Pay Out for N-E Bargaining  Employees 

From: Kirby_Jeffrey_T. [mailto:jtk@mail.umd.edu]
Sent: Tuesday, November 16, 2004 11:35 AM
To: UMCP (only) PHR Creators and Approvers
Subject: Comp Time Pay Out for N-E Bargaining Employees 

Attention UMCP (only) PHR Creators and Approvers:

The University of Maryland, College Park and AFSCME (the UMCP Nonexempt Bargaining Unit) 
have made an agreement with regards to Comp Time and the Nonexempt Bargaining employees.  
THIS AGREEMENT ONLY APPLIES TO THE UMCP NONEXEMPT BARGAINING EMPLOYEES.  

The new provision states that any UMCP Nonexempt Bargaining employees accumulating more 
than 60 hours of compensatory time will be paid for time in excess of 60 hours at four 
specific times of the year (February-PP16, May-PP25, August-PP05 and November-PP10).  For 
example, if an employee has 70 hours of Comp Time after the close of one of the specified 
pay periods listed above, they are to be paid out for 10 hours of compensatory time.  The 
carryover balance of 60 hours will continue to be available for use during the next 3month
period.)

In order to assist the units with this process, a new WOW report has been created to 
identify those NONEXEMPT BARGAINING employees that have comp time balances exceeding the 
60 hour carryover limit.  The report ONLY displays those employees exceeding the 60 hour 
comp time limit, as well as the hours in excess that should be paid to the employee.   
Employees with WOW access within your unit should process this report after the close of 
the pay period outlined above.   The first payout should be made based on the balances at 
the close of PP10, which ended November 13, 2004.    The “Bargaining Comp Time” report can
be found on WOW under the PHR Queries and Reports/Appointment Reports folder.

There is a two step process to pay out the employees for Comp Time in excess of 60 hours, 
which includes:

1.  Complete a pay adjustment (pay certification card) for the amount owed the employee 
(Hrs in excess of 60 x Regular hourly pay) and code this amount to the Regular Salary 
Subcode and Item number.

2.  Adjust the PHR Comp Time Bank Balance by navigating to the employee’s Appointment 
Information screen and clicking on the “Admin-Compensatory Time Lv Bank Adjustment” button
at the bottom of the appointment.  Once the Comp Time Bank Adjustment screen appears, 
reduce the Comp Time bank balance by the number of hours the employee is being paid for, 
by entering a NEGATIVE amount in the Compensatory Time fields.  (For example, if you are 
paying out 10 hours of Comp Time, then enter -10:00 in the bank adjustment fields.)  Click
on Save when done.

The first payout (for November) should be submitted on a pay certification card due this 
Friday, November 19th.  

If you have any questions regarding this agreement, you should contact Staff Relations at 
ext. 50001.  Other questions regarding this should be directed to the PHR Service Center 
at ext. 57575.




