Exception to Normal Pay (ENP) Guidelines
Overview

The purpose of the old special pay program was to facilitate pay to employees whose earnings could not be facilitated through the regular payroll.  Over time the system expanded beyond the original intent.  Through an internal audit of the on-line special pay system, some misuses were discovered.  The following guidelines have been developed to help alleviate the problems revealed in the special pay audit.  These guidelines are intended to explain some of the new recommended procedures for processing payments.  To implement the new system and avoid confusion associated with old practices, the Special Pay System is hereby discontinued and a new system Exceptions to Normal Pay (ENP) is hereby implemented.
Employment Action (EA) vs. Exception to Normal Pay (ENP)

The preferred method of paying employees is as regular pay.  This is true for both monthly and biweekly employees.  

Any employee who receives ENPs on a regular and systematic basis will be required to have a new Employment Action (EA) form prepared to adjust the employee’s base pay.  The rationale is that if the payments are regular and/or systematic, the payments are not exceptions and the base salary should be adjusted.  This does not include overtime on payments to monthly classified employees.  This does not mean the employee’s main assignment must change; an additional assignment can be added for the temporary duties (such as an overload teaching assignment on a D job code).  

This requirement is also intended to eliminate ENPs to employees who are not in a definitive position; in other words, the employees who are paid by an administrative assignment (998) and position (000001).  Departments who have temporary, periodic employees must set up a temporary biweekly position with a pay rate and turn in hours when that employee works.  
If your department employs a biweekly student or temporary employee who already has a current assignment in another department, your department should set up the employee in a position assigned to your department.  Departments should not use other departments to pay a biweekly employee if the employee will be paid more than once.  Following this procedure will facilitate the correct payment of overtime, if applicable, and insure that internationals do not work more than their allotted 50% FTE.

It is perfectly appropriate for a biweekly student/temp employee to have more than one assignment in a certain department.  This would be fitting when the employee is paid at different pay rates in the same department.  The employee must keep track of their time separately for each pay rate.

It is also correct for a biweekly student/temp employee to be in two separate positions in the same department.  This would be an appropriate situation when the student is working on two or more projects where the labor distribution is different (for example, works as an office worker, and for a faculty member on a grant or contract).  

Any monthly employment situation in which the employees will or can receive a regular payment over at least two consecutive months should be done on an EA form for that period or time.  For instance, faculty overload that is a determined amount should be placed on an additional assignment if that payment can be made over at least two months.  This additional assignment would be set up on a new temporary adjunct position (D job code) for the appropriate number of months and at a reasonable FTE.  (For example, a faculty member who will be teaching an overload for the fall semester for a total of $4,000 could be set up on a D job code for $4,000 at 25% FTE for September 1 through December 31.  This would allow the employee to receive one fourth of the overload in each of the four months.)  This method of payment benefits the employee because they will be paid as they earn the income and it will not be taxed at the supplemental tax rate.  It will be added into their regular pay and taxes calculated on the aggregate amount.  The D job code position carries a lower average fringe benefit rate than the A or B job code.  This can help the departments’ budgets.  The additional assignment will encumber funds.  If a faculty member is on salary deferral, both job codes (A and D) will be deferred on during the deferral period and paid back during the payback period.  
ENPs are still allowed and a part of the payroll process; however, departments should use an EA whenever possible.  
Some ENPs may not be easily Accomplished through an Additional Assignment
The following activities are considered exceptions to normal pay and are considered to be routine for employees actively engaged in the teaching, research and extension/service/outreach functions of Oklahoma State University.  
· Overload Teaching Assignments:  At the request of the academic department head, recommendation of the dean, and approval by the Provost, a faculty member may engage in up to one overload assignment per semester, normally less than or equal to 25% FTE.  The specific guidelines for these activities are found in OSU P&P 2-0111 – Guidelines to Govern Overload Assignments, Outside Professional Activities, and Other Outside Activities of Faculty Members.  Remember, if it is possible and feasible to pay by EA rather than ENP, the EA is the preferred method.
· Compensation for Commuting Faculty Assigned to Instruct at OSU-Tulsa (Windshield Time):  

· Tenure track faculty appointed on the OSU-Stillwater campus that must commute, as the result of an instructional assignment at OSU-Tulsa, will be provided additional compensation.  The compensation is related to time spent in commuting between the Stillwater and Tulsa Campuses.  Tenure track faculty who are appointed to the OSU-Tulsa campus will be provided the same level of compensation when given an instructional assignment on the Stillwater campus.  The policy only applies to commuting for the purpose of instruction on the respective campuses.  

· The amount of the commuting compensation will be $2,000.00 for a three credit hour course that meets 16 times during the semester.  Compensation for classes meeting on an alternate schedule will be on a pro rata basis according to the number of on-site meetings stipulated in the campus schedule of classes.  
· Practice Plans:  The Center for Veterinary Health Sciences and the Center for Health Sciences have approved practice plans in place.  Programs are intended to increase patient numbers and improve accounting accuracy.  It is a sound business practice to reward clinicians and support staff that are productive in generating cases and hospital revenue.  Annual payments to VHS employees are normally requested in June.  Payments to CHS employees are normally processed once per semester.
· Other areas that might be included are faculty working in the Speech and Hearing Clinic in the College of Arts and Science with payments processed once a semester.
· House Officer and Technician Emergency Fees:  The Center for Veterinary Health Sciences provides compensation for house officers and some technicians for cases seen after hours.  This program is a subset of the VHS practice plan.  It is intended to increase case load and improve the response to after-hours emergency cases.  Payment could be made quarterly.
· Assignments and Proficiency Examinations:  Participating faculty members would receive quarterly payments, at rates determined by existing departmental/unit guidelines, for time spent grading assignments and final examinations, administering professional proficiency examinations, etc. when involved in activities associated with the following areas:
· Independent and Correspondence Study – course assignments and examinations;

· Foreign Language Proficiency

· Center for Veterinary Health Sciences – clinical proficiency exams

· On-Line Course Development:  A strategic initiative for the Division of Academic Affairs, in cooperation with the academic colleges, is to significantly increase the number of on-line course offerings available to students.  For the past two years, proposals for summer support have been submitted by faculty through their dean and key courses are identified for conversion into on-line courses.  Faculty chosen to participate in the program are required to attend a week-long training workshop sponsored in May by the Institute for Teaching and Learning Excellence and a seminar showcasing completed courses in mid-August.  
· Independent and Correspondence Study also provide opportunities to faculty for the creation of on-line course development.

· Outreach and Continuing Education Activities:  Faculty and staff are frequently asked to share their expertise and experiences in off-campus forums such as seminars, short courses, executive conferences and workshops.  Participation by faculty and staff in outreach activities is consistent with the mission of Oklahoma State University and should be encouraged whenever possible.  When these activities are sporadic, an ENP should be processed at the conclusion of the activity, normally from fees generated by the conference/seminar or through approved grants/contracts with business/industry.  If it is determined these activities compose a significant portion of the faculty or staff’s duties, an additional assignment should be added to the EA.
· Awards and Recognitions:  Periodically employees receive various university, college, and/or department awards and recognitions that may include one-time stipends of varying levels.  Examples would be:
· Eminent Faculty Award

· Teaching Awards

· Research Awards

· Outstanding faculty/staff

· Incentive awards
Board Action ENPs and Additional Assignments
ENPs and additional assignments on Board employees do not require pre-approval by the Board.  However, total pay on Board employees will be reported to the Board on an annual fiscal year basis if their total pay for the fiscal year exceeds 15% of their Board approved pay.  
For example, if Faculty X is a 9 month faculty who earns $9,000.00 per month per the BDS process, her/his Board approved pay would be $81,000 for the fiscal year (9 months x $9,000).  If Faculty X then receives $15,000 additional pay throughout the fiscal year through additional assignments and/or ENPs, Faculty X would be reported to the Board because $15,000 is more than 15% of the $81,000 Board approved pay.
Other ENP Guidelines   
Until all the ENP Policy and Procedures are completed and approved by administrative channels, we have prepared some additional guidelines for departments to follow when handling exceptional payments.  

1. Departments must classify workers appropriately as an employee or an independent contractor.  There are two forms on the Accounting Department’s website which can help departments determine the worker’s classification (see forms, Determination of Independent Contractor Status and Twenty Factor Test located at http://vpaf.okstate.edu/UA/PoliciesAndProcedures.htm.  Note:  All current employees will be paid through Payroll and will not be paid as an independent contractor with the exception of those employees who own companies or provide services for the general public.  In these cases, competitive bids must be solicited prior to the rendering of services or procession of payments.  It is the hiring department’s responsibility to correctly classify its workers as independent contractor or employees.  The purchase of services from an independent contractor shall be in accordance with Oklahoma State University Purchasing Policies and Procedures 3-0145.
2. A continuous regular staff employee within the OSU System is allowed to engage in outside activities during regularly scheduled work hours after receiving advanced written approval from the unit administrator with final approval by the appropriate vice president.  Any outside activities (ones that are not sufficiently related to furthering the mission and goals of OSU) during regular work hours will require the employee to take annual leave, compensatory leave, or leave without pay.  Any outside University activities during regular work hours for which the staff member will receive additional compensation will also require the employee to take annual leave, compensatory leave, or leave without pay.  As an example, an exempt staff employee who is teaching a class as overload and being paid an overload payment is required to take annual leave, or leave without pay, if the class is within normal working hours.
3. Nonexempt employees must be paid on an hourly basis for any additional work.  Whenever the combined hours of work exceeds 40 hours in a work week, time-and-one-half overtime pay must be paid for the excess hours.  Compensatory time off cannot be substituted for such payments and the unit creating the excess of hours is responsible for the additional expense.  For example, if the employee’s normal work week is 40 hours but the employee takes on a four hour overload during the week before 40 hours are accrued to the home department, the department paying for the overload is responsible for the time-and-one-half payment, not the home department.  If the additional work assignment for a nonexempt employee results in two or more rates of pay, overtime is determined in accordance with FLSA rules in consultation with OSU Human Resources.  Departments need to be aware of the overtime possibilities when hiring nonexempt employees to perform sporadic tasks.  Please discuss your situation with Payroll Services or Human Resources when hiring OSU nonexempt employees for sporadic tasks.  
4. If a student/temporary employee is in both a biweekly and monthly position and an on-line ENP is appropriate, the ENP will pay on the monthly supplemental payroll.  

5. Use descriptive explanations on both on-line and paper ENPs.  The explanations should be descriptive enough that someone in another area would understand why the employee is being paid.
6. Before hiring an international student who is already working in another department, check that the employee is not already at 50% FTE.  International students are normally limited to working only 50% FTE except during recognized breaks.
7. Do not approve ENPs until you are sure the work is essentially complete.  Part of the approval process is certifying that the ENP is a reasonable estimate of the work performed (not for work that will be performed).
8. Do not pay annual or sick leave hours on ENP.  Since the annual and sick leave earnings codes are not available as part of the on-line ENP system, the leave balances will not be updated appropriately.  Departments can prepare current or prior period adjustments for sick and annual leave for biweekly employees.  If the wrong amount of leave was paid on terminal annual leave, the payment for the additional leave should be processed through a corrected EA.  

9. The correct earnings code should be used when entering on-line ENPs.  By using the correct earnings code, payments are classified correctly and identified correctly on an employee’s payroll advice.

10.  Documentation for ENPs is essential.  Departments are responsible for keeping the proper documentation in their files for all of the ENPs they process.  Documentation will be reviewed periodically.  

11. Departments with questions should contact Payroll Services at 405.744.6372.  The Payroll Accounting Manager (Sherry Warden), the Payroll Processing Manager (Karen McCombs) or the Director of Payroll Services (Jan Pratt) will be happy to work with departments as these new procedures are implemented.  
