Compensatory Time Accrual and Request Procedure
“Compensated time," or “comp time,” refers to time an employee works in excess of his or her scheduled hours, for which time off will be taken at a later time.  This policy does not apply to professionals or those required to be on call 24/7. Comp time issues arise when the employee accrues comp time because of job requirements or at supervisor direction. 
At times comp time will be accrued when (a) the employee’s supervisor requires the employee to work over 40-hour/week to perform specific necessary tasks; or (b) the employee works additional time without specific direction, but in compliance with established expectations, in order to fulfill an essential job duty that cannot be deferred.  This comp time is available only to hourly employees (non-exempt), and not salaried employees (exempt), and is compensated at time and one-half hours for every hour worked.
Comp time can be collected, but the employee cannot accrue totals greater than sixty (60) hours.  Use of this comp time must be scheduled in advance, with the approval of the supervisor, as per the regular leave policy.  And in any event, must be expended by the end of the succeeding calendar quarter.  It cannot be used to cover sudden or unexpected absences, for which ordinary sick and vacation time must be used.
The Comp Time Accrual Form should be used to document the time in excess of the employees scheduled 40-hour/week. The Request for Compensatory Time Off Form should be used to document the request to use the accrued comp time, and the permission.
The Employee or Supervisor should fill out the Comp Time Accrual Form. At the end of each Bi-Weekly Pay Period.  These forms should be submitted to Human Resources.
When an employee would like to use their comp time they are to fill out the Request for Compensatory Time-Off Form. All of these forms should be returned to Human Resources at the end of each Bi-Weekly Pay Period.
Human Resources will create a summary sheet for each department that has submitted comp time accrual forms. HR will send a summary report of comp time accruals and time off requests back to the department.

