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Exchange Time

Suggested Criteria 

Employers developing formal Exchange Time policies are encouraged to consider the following points in the development of their specific policy language.

· Exchange Time applies only to overtime-exempt employees (OEX).

· Exchange Time for overtime-exempt employees who are represented employees is covered under their specific labor agreement.

· OEX employees are paid a salary to perform assigned job responsibilities.  It is common for OEX employees to work additional hours at their discretion during a workday/workweek.  Often this additional time worked may be offset by employees during the workweek with their managers/supervisors approval.

· Policy language should not convey an automatic entitlement.  Earning exchange time on an hour for hour basis conveys entitlement and should be avoided.

· Employers should identify specific qualifying circumstances/expectations for earning and taking of exchange time.

· Exchange time may be accrued to a limit determined by each employer, not to exceed 174 hours (480 hours for law enforcement).

· Formal Exchange Time policies should be well communicated and understood by management and employees.

· Exchange Time earned, but not taken, may not be paid out in cash if an employee terminates state employment or leaves the position.  Employers may allow earned exchange time be taken prior to an employee leaving the position.

· Exchange Time is considered paid time off but not time worked.

· Exchange Time should be used as soon as possible after being earned and prior to an employee using vacation or sick leave.

· The employer retains broad discretion in the development and use of Exchange Time.

· The term ‘Exchange Time” carries with it only the terms or provisions identified by an employer’s formal policy.  It is not to be called or regarded as “Compensatory Time” which is a separate and entitled pay practice most commonly applied to overtime-eligible employees.

· The employer’s policy should spell out how accrued Exchange Time will be treated upon an employee’s transfer to another employer or within the same employer.


