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Dual Employment occurs when an employee holds two (2) or more paid positions (primary
and secondary) within the University of Central Florida. This practice is permitted, provided
the process set forth in this procedure is followed.

The purpose of this procedure is to ensure that employees are paid correctly for a
secondary position within the University and that one payroll system tracks and documents
all work.

Implementation and compliance of this procedure is the responsibility of the department
directors/business administrators, managers, supervisors, and the Division of Human
Resources.

University of Central Florida Non-Exempt (Overtime Eligible) staff may have only one active
payroll record. The primary job is the position with the greatest Full Time Equivalent (FTE)
hours. The primary department must maintain the active payroll record. Therefore, the
primary department is responsible for tracking all hours worked from all entities for the
employee and ensuring payment to the employee for all regular and overtime hours worked.

Employee Time Reporting Process

For employees whose primary and secondary job(s) are within the University, the primary
department is to handle all time reporting. Employees are responsible for ensuring that
signed, separate records of time worked is given to the primary department manager or
business administrator by the applicable deadline. Employees must receive signed approval
from the secondary department manager for all time worked in the secondary job(s)
timesheet before submitting the time record to the primary department. These payments will
be processed via the Enter Time application in Workday. This will ensure that all hours
worked will be totaled and any overtime will be paid at 1.5 the regular rate of pay for Non-
Exempt (Overtime Eligible) employees.

Overtime for Employees in Non-Exempt (Overtime Eligible) Positions

Employees in positions classified as Non-Exempt (Overtime Eligible), and who meet the
conditions of Dual Employment, will receive overtime pay for all time worked over 40 hours
in a work week. All hours worked in all jobs, from all entities, apply toward the calculation of
overtime. The overtime rate calculation will be at 1.5 the employee’s regular rate of pay.

Overtime is paid when a Non-Exempt (Overtime Eligible) employee works more than 40
hours within the same work week. The overtime expense of time-and-a-half pay is paid by
the primary department where the time reporting resides. The secondary department will
reimburse all incurred payroll charges to the primary department as result of the secondary



employment overtime hours. Note that, if the total number of hours worked in the work
week does not exceed 40 hours due to absences from the primary department, there is no
overtime and the leave time used will be reduced as noted in the TIME OFF section below.
Overtime can only be paid if TOTAL hours are physically worked above 40

The primary employer is responsible for recording/reporting all time. The employee submits
a record of time worked (signed by the employee and the manager) for the secondary
job(s) to their primary employer. The hours and times worked each day must be recorded.
The primary employer processes the pay through the University payroll system and
charges the cost back to the secondary employer.

Time Off

Employees may not receive pay from two sources for the same time period. Therefore,
employees may not use eligible accrued paid time off, sick, holiday, jury duty, bereavement,
or military leave from their primary job to work in their secondary job(s), and vice versa.
Leave usage due to time off will be reduced by the hours worked in the secondary
department. That is, employees may not take off from their primary job and still be paid
overtime when the hours do not exceed 40 physically worked.

Human Resources Payroll Services Approval

Holding Dual Employment within the University of Central Florida is not allowed without
prior approval from the Human Resources Payroll Services Office. Pay arrangements for
working in a secondary job(s) must be approved by the Human Resources Payroll Services
Office prior to starting work in that position(s) to ensure all parties understand the conditions
of the Dual Employment and for the departmental instruction for Journal transfers to be
completed. The following document should be completed and submitted to Human
Resources Payroll Services with all signatures.
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