








I. GENERAL

The University’s payroll policies are available on the web at http://www.ecu.edu/business_manual/Human_Resources_Index.htm in the Human Resources section of the Business Manual.  For additional information, refer to the State Personnel Manual available on the web at http://www.osp.state.nc.us/manuals/dropmenu.html .

This FSSP contains specific procedures for the Facilities Services’ implementation of some of those policies as reviewed and approved by East Carolina University Department of Human Resources.  This instruction applies to Non-Exempt employees only.  

II. PROCEDURES

A. Accumulation and Payment of Compensatory Time

1. Compensatory time (comp time) earned shall be determined on a weekly basis.

2. Effective January 2003, the payroll period and the Compensatory Time Accumulation Period (CTAP) shall be the same.  A comp time balance at the end of a CTAP shall be paid semi-monthly.    

3. Comp time earned one week shall be added to the comp time earned the next week with any comp time used subtracted to arrive at a comp time balance.  

4. Prior to January 2003, the Compensatory Time Accumulation Period (CTAP) was separate from the pay period.  The CTAP was approximately 30 days long running from 12:01 am the last Sunday of each month through midnight the last Saturday of the following month.  Any comp time balance at the end of the CTAP was paid the 15th of the next month.     

5. Required pay out of the comp time balance at the end of a CTAP does not apply to Non-Exempt Facilities Services employees in disciplines such as administration, clerical, design, or consulting.     For further clarification, please contact the Director, Resource Management – Campus Operations. 
B. Accumulation and Payment of overtime, on-call (beeper), and call-back pay, etc.  

1. Overtime, on-call (beeper), and call-back pay earned shall be determined on a weekly basis.

2. Effective January 2003, overtime, on-call (beeper), and call-back pay earned shall be paid semi-monthly.    

3. Required pay out of overtime, on-call (beeper), and call-back pay does not apply to Non-Exempt Facilities Services employees in disciplines such as administration, clerical, design, or consulting.     For further clarification, please contact the Director, Resource Management – Campus Operations. 

C. Schedule of when overtime, on-call (beeper), and call-back pay earned shall be paid

Payroll clerks of non-exempt Facilities Services employees who turn in timesheets weekly will develop, maintain, and post a schedule for the calendar year indicating what workweeks of earned overtime, on-call (beeper), and call-back pay will be paid in what check.   These schedules will not necessarily be the same for each group because the schedule depends on the number of timesheets processed by the payroll clerk and his/her staff.  The payroll clerk may revise and re-post the schedule due to changes in the due dates to the Payroll Office and/or the ability to incorporate three weeks instead of two weeks of earned pay into a payroll period.  
B. On-call (beeper) and call-back pay

All on-call (beeper) time and call-back time will be monetarily compensated.  On-call time and call-back time will not be converted to compensatory time.

If the actual work time performing an emergency call-back is less than 2 hours, the employee is guaranteed minimum of two hours of compensation per ECU Human Resources Policy Statement 9: Salary Administration Emergency Call-Back Pay. ECU Human Resources Policy Statement 9: Salary Administration Emergency Call-Back Pay #2 states “Time on call-back will begin when the employee is notified to leave his or her place of residence for travel to the work site and will end when the emergency work is completed.”  The employee shall indicate the time-in and time-out of the actual work time performed during an emergency call-back on his/her timesheet. Specifically, the employee shall indicate the time-in as the time the employee was contacted regarding the emergency call back (assuming the employee departed immediately to report for emergency call-back) and the time-out as the time the emergency work was completed regardless whether the time-in and time-out are less than, equal, or greater than the guaranteed minimum of two hours.  If the employee does not depart immediately to report for emergency call-back, the employee’s supervisor shall determine a reasonable amount of time for travel that should be considered as compensable per ECU Human Resources Policy Statement 9: Salary Administration Emergency Call-Back Pay #2. Pursuant to ECU Human Resources Policy Statement 9: Salary Administration Emergency Call-Back Pay #5: “actual work time performed during an emergency call-back will become a part of the total hours worked for overtime purposes. This means that if an employee should work more than 40 hours during a workweek because of an emergency call-back, overtime pay at the rate of one and one-half time will override emergency call-back pay at straight time for actual hours worked.  At the same time, the employee will be guaranteed a minimum two hours pay at straight time for non-work hours allowed under the emergency call-back pay policy.”    

ECU Human Resources Policy Statement 9: Salary Administration Emergency Call-Back Pay #3 also states: “if an emergency should occur near or at the end or beginning of a scheduled work period and it is necessary that the employee remain on the job beyond the normal quitting time, this not an emergency call-back.“  The employee should be given credit for actual time worked as part of the total hours worked during the workweek.

On-call (beeper) time shall not be factored into an adjusted workweek situation.  Actual work time performed during an emergency call-back will be considered in an adjusted workweek situation.  
The Health Sciences Campus Incinerator Maintenance Manager will advise the payroll clerk following each holiday whether the incinerator operated on the holiday for the payroll clerk to determine on-call pay for the scheduled Steam Plant Mechanic.   
C. Work from Home Phone Support (WFHPS)  

Work from Home Phone Support (WFHPS) refers to a situation when a Facilities Services employee who is not working is contacted and provides assistance on the phone to a FS employee who is working. During regularly scheduled work hours, the FS employee shall obtain his/her supervisor’s approval before contacting the FS employee who is not working for assistance.  Outside of regularly scheduled work hours, the FS employee shall obtain his/her supervisor’s approval after contacting the FS employee who is not working for assistance.  The FS employee who was called has the responsibility for claiming time, if appropriate, on his/her timesheet.  In addition to indicating the amount of time claimed for WFHPS, the employee who was called shall indicate “WFHPS req. name of employee who called re brief description of information requested or reason for call” on his/her timesheet.  The supervisor is responsible for reviewing the request for compensation, determining if phone support was warranted, and approving compensation for WFHPS.  In general, short duration calls will not be approved for compensation.    

D. Overtime earned working for an auxiliary

Overtime earned working for an auxiliary shall be paid not given as comp time.  Therefore, Facilities Services employees shall indicate on their timesheets if overtime earned was made working for an auxiliary.  

This application does not apply to Non-Exempt Facilities Services employees in disciplines such as administration, clerical, design, or consulting.     For further clarification, please contact the Director, Resource Management – Campus Operations.   

D. Adverse Weather 

Refer to FSSP 41-0007 titled Adverse Weather Leave and Payroll Procedures regarding the use of comp time to cover time not worked due to adverse weather conditions.
E. Exceptions

ANY exceptions to these procedures must be submitted in advance in writing to the Senior Associate Vice Chancellor for Campus Operations for review and approval. 
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