Recording Paid Time Off for Exempt Staff

To All Personnel Representatives:

This is a modification of a recently distributed memorandum describing revisions to the procedure for recording the use of Paid Time Off (PTO) for exempt Staff employees.  Based upon comments received, new material has been added (in italics) to help clarify a number of points.

The procedure for recording the use of PTO contains the following two new steps:


The use of PTO must be submitted (to the unit’s record keeper for payroll) at least monthly, and


At the end of each month, the employee and the supervisor are to confirm that the record is accurate and make any corrections if necessary.  This does not mean that a face-to-face meeting has to occur.  The purpose is to show that each has done a monthly review of the record.  If discrepancies cannot be resolved, contact UHRS.  The supervisor and employee are to initial the form monthly.  E-mail messages or notations on electronic records are appropriate alternatives to initials on a paper form. 

The university’s form, Paid Time Off (PTO) Record and Instructions, has been revised to incorporate these two new steps.  The form is available on the UHRS Web site at www.indiana.edu/~uhrs/policies/nonunion/10.0/10.6.html and on the FMS Web site at www.fms.indiana.edu/payroll/prforms.asp.  A copy of the revised form is attached to this memorandum.

The full, five-step procedure for recording the use of PTO has been added to the policy, Paid Time Off for Staff in the PA Time Off Program, at the above UHRS Web site. As they appear in the policy, the five steps are: 

a.
PTO is to be submitted at least monthly to the employee’s department or to an office designated by the campus.

b.
The use of PTO and all other categories of time off are to be maintained on the university-provided record or a comparable paper or electronic record. (A comparable record must meet two criteria: provide for monthly recording of time off and provide for the employee’s and supervisor’s monthly confirmation of the record’s accuracy.)

c.
At the end of each month, the supervisor and employee are to review the record to confirm its accuracy, make any corrections if necessary, and initial the form.  Email messages or notations on an electronic record are appropriate alternatives to initials on a paper form; a face-to-face meeting is not required. 
d.
In January of each year, the department head is to review the previous year’s record confirming its accuracy.

e.
The record is then submitted to the campus-designated office in a format established for the campus. (At Bloomington, the year-end balances are reported to FMS-Payroll.)

This procedure permits the use of recording instruments other than the university-provided form.  Some units use other electronic or paper forms or forms available in software packages.  This is acceptable as long as the five steps listed above are followed.  

The revised form replaces the FMS-issued “blue card” which some departments use.  Discard any unused blue cards and do not use them for 2004.  Departments that will use the new university-provided form are to print it from the above UHRS or FMS Web site.  Departments may also save and customize the form as an Excel file, if they wish to record the use of PTO electronically.








Please ensure that the supervisors in your unit and their exempt Staff employees are familiar with the new PTO recording procedures. Departments with employees classified as PANE should continue to use the procedures for recording time off that have been established for them.  Departments with exempt Staff employees in the PB time off plan should modify their procedures for recording of time off for these employees to also provide for monthly recording of the time off and the supervisor’s and employee’s monthly review of the record.  

Use of Paid Time Off):  The rules for the use of PTO have not changed.  However, there were a number of requests to include a summary of the rules.  The full policy on PTO is on the UHRS Web site referenced above.

1.
Employees must have supervisory approval to use PTO, preferably in advance. 

2.
Employees who encounter a personal or family illness or an emergency may charge the time off to PTO. 

3.
Employees must take PTO in full-day increments unless using it to cover a reduced work schedule authorized under a Family and Medical Leave of Absence or a Worker’s Compensation covered absence under which PTO can be charged on an hour basis. (Absences that are less than one day are not to be charged to accumulated PTO or taken without pay except as provided under FMLA.  Partial day absences cannot be “saved up” until they equal eight hours and then charged to PTO).

4.
Employees can use PTO on the first day of the month following the month it is earned. 

5.
Employees cannot “borrow” future earnings of PTO with one exception: if a new employee has not earned enough PTO to cover a department’s closing between Christmas and New Year holidays. 

6.
Employees can use as much PTO as they earn from January 1 to December 31 of each year (30 or 36 days).  This limit does not apply to use of PTO for a Family and Medical Leave of Absence. 

7.
Employees can use PTO to cover military training not covered by the provisions of the policy, Leaves for Military Duty <http://www.indiana.edu/~uhrs/policies/appointed/military.html>. Such usage does not count toward the maximum amount employees can use each year.

8.
Employees may carry over unused PTO up to their annual accrual of 30 or 36 days to the next calendar year.  This does not increase the annual allowance for the next year, but does allow employees to use the time earlier.

9.
At the end of each year, 100% FTE employees may allocate up to a maximum of 12 days of unused PTO to a sick leave account.  There is no limit on the total amount of time an employee may have in her or his sick leave account.

10.
Employees may use time from their sick leave account to cover personal or family illness.

11.
Work performed in addition to the regular work hours is customary with professional responsibilities.  Exempt employees do not receive pay or additional time off for work beyond the regular workday or workweek.  However, under unusual circumstances, departments may authorize additional time off after an employee has worked extra hours for a sustained period or as part of an extraordinary workload.  See the personnel policy “Work Hours for Exempt Staff” on the UHRS Web site for details.

Note:  The new PTO card has one revision.  The University Service Credit line is not needed and has been removed.  If you have already started using a card with it on it, the line may be ignored.
Jennifer Chaffin
Indiana University 

University Human Resource Services Assistant 

400 E. 7th St., Poplars E165, Bloomington, IN 47405

Phone: 812-856-6047     Email: jlchaffi@indiana.edu 
I ask people why they have deer heads on their walls. They always say because it's such a beautiful animal. Well, I think my mother is attractive, but I just keep photographs of her. -- Ellen DeGeneres 
