University of Maine System

Position Management 


Additional Pay


                            





Overview: 
At the time of the Position Management conversion (10/27), the following position classifications and positions were created:

Position
Position


Class

Description



Frequency

E

Benefits-Related


1 per Business Unit

G

Graduate Assistant


1 per Department

H

Academic Administrator (Chairs)
1 per Department w/faculty

L

Overload (teaching only)

1 per Department 

M

Overtime



1 per Department


P

Part-time Temporary Faculty

1 per Department w/faculty



R

Regular (include part-time regular)
1 per regular job 


S

Student



1 per Department


T

Temporary



1 per Department


X

Position Budget Transfer

1 per Business Unit


Y

Salary Pool (comp adjustment)
not created at conversion

· At the time of the conversion, a regular position was created for each employee with an annual salary.  
· The budget for regular positions was based on the employee’s annual salary and the associated distribution detail.  
· Positions and budgets were not created for any amounts paid through additional pay.

· Budgets were not created for positions with multiple incumbents: graduate assistant, student, part-time temporary faculty, temporary, or academic administrators.  

· Budgets were not created for positions without incumbents: benefits-related, overload, overtime. 
Creating Budgets for Various Types of Additional Pay/Stipends:
1. Department Chairs

Amounts paid to Department Chairs (earnings code 691) should be budgeted in the Academic Administrator position for that department.  
2. Overload

Amounts paid to regular employees for teaching which constitutes “overload” should be budgeted to the Overload position for that department.  Additional pay to regular employees for additional duties not related to teaching should not be budgeted to the overload position (see Additional Pay/Stipends below).
3. Additional Pay/Stipends
Additional Pay/Stipends are classified as either Temporary or Regular as defined by the Human Resources Guidelines as follows: 

Temporary stipends (earnings code 680) are used for an assignment which will last less than one full work year. For an employee with an academic year appointment, this means less than nine months. Temporary stipends are paid over the period of the assignment rather than being spread over twelve monthly installments. Temporary stipends are not included in the ‘Annual Base Benefits Rate (ABBR)’ which is used for benefits calculations such as retirement, life insurance, and long-term disability.

Regular stipends (earnings code 690, or for stipends for endowed/named chairs earnings code 691) are used for an assignment which will last one full work year or longer. The stipend is spread over twelve installments. This type of stipend is included in 'Annual Base Benefits Rate (ABBR)' and is used for benefit calculations such as retirement, life insurance, and long-term disability.        

As previously discussed, stipends paid to Departmental Chairs should be budgeted in the Academic Administrator position for the applicable department and amounts paid related to teaching overload should be budget in the Overload position.  All other additional pay/stipends should be budget as follows:

a. Temporary Stipends – a position should be created in each department, as needed, titled “Additional Pay/Stipends – Temporary”.  This position should be established with a Position Class of “T-Temporary”.  Any additional pay/stipend paid to an employee meeting the HR definition of a temporary stipend should be budgeted to this position. The “Additional Pay 2” panel in “Additional Pay” should also reflect this position number so that payroll transactions will be charged against this position.
b. Regular Stipends 
· Create Separate Positions - when any additional pay/stipend is ongoing in nature and would continue to be paid to an individual, even when the current individual is no longer performing said duties.  These positions should be established with a Position Class of “R-Regular”.
· Create “Additional Pay/Stipends-Regular” Position – when additional pay/stipends fit the criteria for regular stipends, as defined by HR, but would not continue indefinitely.  These positions should be created in each department as needed and titled “Additional Pay/Stipends – Regular” with a Position Class of “R-Regular”.
Examples

1. Overload - Employee A is a CFO and is receiving a base salary for performing those duties.  Employee A also receives additional pay for teaching an MBA level course for the fall term.  The budget for Employee A’s teaching duties would be budgeted to the Overload Position for the teaching department.

2. Temporary Stipend - Employee B is a CFO and is receiving a base salary for performing those duties.  Employee B will also receive additional pay for the next 6 months for performing PeopleSoft training.  As this assignment is expected to last less than one year, the budget for these training duties should be established in the Additional Pay/Stipends – Temporary position for the appropriate department.  

3. Regular Stipend–Separate Position - Employee C is a Lab Technician and is receiving a base salary for performing those duties.  Employee C also receives additional pay on an ongoing basis for acting as the Hazardous Materials Coordinator on campus.  When Employee C terminates, the role of Hazardous Materials Coordinator will continue and would be filled by another individual.  Therefore, a separate position titled “Hazardous Materials Coordinator” should be established as previously discussed and should reflect the budgeted amount for Employee C’s additional pay for performing these duties.

4. Regular Stipend- Additional Pay/Stipend-Regular Position - Employee D is a CFO and is receiving a base salary for performing those duties.  Employee D will also receive additional pay for the next 3 years for performing PeopleSoft training.  As these duties are expected to last longer than one year but have a potential termination, a separate training position would not be created.  The budget for these training duties should be established in the Additional Pay/Stipends – Regular position.  
In each of these examples, the appropriate position number on the Additional Pay 2 panel for employees receiving additional pay/stipends must be updated to include the new position number.
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