PTO PAY OUT

All staff, including those paid from grants, who have successfully completed 6 months or more of continuous service may be eligible for any paid time off (PTO) earned but not taken. This payout is limited, and the limits include years of service and whether the employee is exempt or nonexempt. For example, exempt employees with less than 5 years of service may be paid for a maximum of 100 hours.

When an employee who is paid from a grant resigns, and the policies of the sponsoring agency permit, the payout will be charged to the grant. Other departmental funds may be used if needed. If the sponsor does not allow this expense, and the department does not have funds available, the employee cannot receive this payout. The offer letter to every new grant-funded employee will include a statement on the allowability of PTO payout.

Supervisors are advised to monitor exempt staff’s use of PTO; the university does not currently have a way to track their PTO balances. In addition, employees should be encouraged to use their PTO.

For more information, please see HR Bulletin Number 36 or contact Lori Messer.

