
 

Change from Salary to Hourly 
(Unclassified to Classified) 
 

 Hourly 
 These hourly positions are non-exempt (non-bargaining), eligible for overtime according to the 

Fair Labor Standards Act (FLSA) 
 These positions receive overtime pay of one-and-one-half (1 ½) for all hours worked over forty 

(40) in a work week. 
 

 Classified 
 3364-25-62 Appointment and classification 
 3364-25-48 Separation from employment 
 The University will provide classified employees a minimum of fourteen (14) days written notice 

prior to an abolishment or layoff 
 Employment protection under the terms of the Ohio Civil Service Laws 

 
 Pay Schedule 

 Paid one week in arrear 
 

 Leave Reporting 
 All leave time is entered on 3-part Absence Report Forms. Fill out form completely 
 Absence Report Forms – Department supplies the forms 
 Requesting time off- follow department’s process 

 
 Vacation 

 You are going from an unclassified to a classified position ~ this changes the vacation accrual 
guidelines that you will follow: 

 
Completed Years of 
Service 

Annual 
accrual 

Accrual rate per pay 
period (based on full-time 
status) 

Maximum 
Accrual 

Maximum 
Payout 

Less than 1  80 hours (10 
days) 

3.08 hours 
(.0385 per regular 
compensated hr) 

80 hours (10 
days) 

0 

After 1 year through 
7 years  

80 hours (10 
days)  

3.08 hours (.0385 per regular 
compensated hr)  

240 hours (30 
days)  

240 hours (30 
days)  

After 7 years through 
14 years  

120 hours (15 
days)  

4.64 hours (.058 per regular 
compensated hour)  

360 hours (45 
days)  

360 hours (45 
days)  

After 14 years 
through 24 years  

160 hours (20 
days)  

6.16 hours (.077 per regular 
compensated hour)  

480 hours (60 
days)  

480 hours  
(60 days)  

After 24 years  200 hours (25 
days)  

7.696 hours (.0962 per regular 
compensated hr)  

600 hours (75 
days)  

600 hours (75 
days)  

 
 Comp Time 

 Policy 3364-25-56 
 Hourly, Classified positions  
  (a)If the employee elects to take compensatory time off in lieu of overtime pay for any overtime 

worked, such compensatory time shall be granted by the employee's administrative superior, on a 
time and one-half basis, at a time mutually convenient to thee employee and the supervisor. 
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 (b)Compensatory time is not available for use until it appears on the employee's earning 

statement and the compensation described in the earning statement is available to the employee. 
 (c)An employee may accrue compensatory time to a maximum of two hundred forty (240) hours. An 

employee shall be paid at the employee's regular rate of pay for any hours of compensatory time 
accrued in excess of these maximum amounts if the employee has not used the compensatory time 
within three hundred sixty-five(365)days after it is granted, ceases to be employed by the university 
or if a change in the employee's status exempts the employee from the payment of overtime 
compensation. 

Personal Days 
 Policy 3364-25-52 
 Hourly, Classified positions receive personal days 

 
  The maximum amount of personal time is sixteen (16) hours and will be pro-rated based upon the 

number of actual hours paid to the employee in the previous year. 
 
 Employees must have unused sick time available in order for it to be converted annually to 

personal time. 
 
 (a)Personal leave chargeable to sick leave may be used in any block of time, but cannot exceed 

the employee’s current daily schedule e.g., a sixteen (16) hour employee working four (4) hours 
per day can only take up to four (4) paid hours off per day. 

 
 Sick Time 

 Policy 3364-25-52 Leaves of absence (other than FMLA) and sick leave accrual 
 4.6 hours per pay period for each completed 80 hours of service for actual hours in pay status (15 

days per year). Employees who work less than 40 hours a week will earn leave on the basis of 
actual hours in pay status each pay period. 

No max (cap) on accrual 
 Employees with ten (10) or more years of service with the state (service as defined by a State of 

Ohio retirement system excluding non-Ohio purchased time) shall be compensated in an amount 
not to exceed one-fourth of accrued but unused sick leave credit, based upon the individual’s 
annual rate of compensation at the time of retirement up to a maximum payment of two hundred-
forty (240) hours.  
 

Benefits – Contact Benefits 
 

 Health Coverage (medical, prescription drug, dental, vision and flexible spending accounts) 

 Life and Accidental Death & Dismemberment Insurance 

 Supplemental and Dependent Life Insurance 
 Long Term Disability 

 Contact Benefits 
 Retirement 

 Members of OPERS or ARP remain in the same plan option; no change 
 Supplemental Retirement / Tax-Deferred Annuities (403b, 457) 

 Coverage remains the same; employees can make changes at any time 

 Contact Benefits 
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 Fee Waivers 

 Coverage remains the same; no change 


