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Balancing Comp Time with Unlimited PTO

A Guide for Organizations

By Keshia Allen Horner, Founder and Principal, Mariposa Analytics

In today’s fast-paced work environment, finding the right balance between productivity and employee
well-being is crucial. Many organizations are exploring innovative approaches to time off, such as offering comp
time and unlimited PTO. These policies can boost employee satisfaction, reduce burnout, and attract top talent.
However, combining comp time with unlimited PTO presents unique challenges. Without careful management,
these benefits can lead to confusion, potential abuse, or even legal issues. That's why it's essential for
organizations to understand how to effectively implement and manage these policies. This guide will help you
navigate the complexities of balancing comp time and unlimited PTO, ensuring you can reap the benefits while
avoiding common pitfalls.

b ] Let’s start by explaining the key concepts:

What’s Comp Time?

Define who qualifies for Comp time, short for compensatory time, is when employees receive extra time
comp time, outline steps off instead of overtime pay for working additional hours. For instance, if an
to request it, and clarify employee works two extra hours on Tuesday, they might get two hours off later
how comp time in the week.
and unlimited PTO

work together. What'’s Unlimited PTO?

Unlimited PTO (Paid Time Off) allows employees to take as much paid time off
as they need, provided their work responsibilities are met. There’s no fixed
number of vacation days per year.

Now, let’s explore some strategies to effectively manage these policies together:

- Establish Clear Guidelines. Create comprehensive policy guidelines that clearly define how comp time
and unlimited PTO work in your organization. These guidelines should specify who'’s eligible for comp time,
perhaps based on job role or department. For example, you might offer comp time to your IT staff who
occasionally work weekends for system upgrades, but not to your sales team who have more flexible
schedules.

Outline the process for requesting and using comp time. This could involve using a specific HR software or
submitting requests to a manager. Consider setting reasonable limits on comp time accrual and usage to
prevent potential abuse. For instance, you might cap comp time at 40 hours per year.

Also, explain how comp time interacts with unlimited PTO. You could state that comp time should be used
before unlimited PTO, or that they’re interchangeable. The key is to be clear and consistent.

Insight. Action. Evolution.

@ Mariposa Analytics Balancing Comp Time with Unlimited PTO | Page 1 of 3



- Involve Organizational Leaders. Leaders play a crucial role in
overseeing these policies. They should be responsible for approving and
tracking time off requests, ensuring that their team’s workload is
manageable even with time off. For instance, a project manager might
approve comp time for a team member who worked extra hours to meet
a deadline, but schedule it for after the project’s completion.

Leaders should approve
time off and regularly

review data to
understand use and
promote open discussions

Man hould also moni m ivi n kl .Ifth
about workdlife balance. anagers should also monitor team productivity and workload. If they

notice that unlimited PTO is affecting project timelines, they might need
to have conversations with team members about balancing time off with
work responsibilities.

Leaders should approve and track time off while ensuring it doesn’t impact project timelines.

- Promote Fairness. Foster a culture of transparency and equity in your organization. Regularly review how
employees use comp time and unlimited PTO. This could involve quarterly reports that show time off
patterns across departments. If you notice that some employees are taking
significantly more or less time off than others, it might be worth investigating
why.

Encourage open discussions about work-life balance. You could make ’
this a regular topic in team meetings or one-on-one check-ins. For
example, a manager might say, “I've noticed you haven’t taken much time
off lately. Is your workload manageable? Let’s discuss how we can ensure
you’re getting the rest you need.”

Ensure policies
follow labor laws

and apply them
consistently to treat all

. . . employees fairly.
- Ensure Legal Compliance. Stay on the right side of labor laws by

consulting with legal experts about your policies. This is particularly
important for comp time, which can be tricky legally, especially for non-
exempt employees. For example, in some jurisdictions, offering comp
time instead of overtime pay to non-exempt employees may not be legal.
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Apply your policies consistently to avoid any appearance of discrimination. For instance, don’t allow some
employees to accrue unlimited comp time while restricting others without a clear, job-related reason for
the difference.

- Build a Culture of Trust. Create an environment where employees feel
trusted to manage their time responsibly. This might involve training
managers on how to focus on results rather than hours worked. For
example, instead of questioning why an employee is taking a day off, a
Prioritize outcomes manager could ask, “Do you have a plan for completing your project
over hours worked deliverables this week?”

and acknowledge

different time off needs. Recognize that different roles may have different time off patterns. A

customer service representative might need to spread their time off

throughout the year, while a data analyst might prefer to take longer
breaks between big projects.

- Continuously Evaluate and Adjust. Keep your policies effective and
relevant by regularly gathering feedback. This could be through annual
surveys, focus groups, or exit interviews. Be prepared to adjust policies
based on this feedback and your organization’s changing needs.

Use surveys and
interviews to gather

Stay informed about best practices and industry trends. What works for a
tech startup might not work for a manufacturing company, so look for
examples and case studies from organizations similar to yours.

feedback and follow
leading industry practices.

Remember, the ultimate goal is to foster a workplace environment where

employees feel valued and can perform at their best. Thoughtful management

of comp time and unlimited PTO policies plays a crucial role in keeping your team motivated, refreshed, and
productive. While this guide provides a solid foundation for navigating these complex policies, it’s important to
recognize that every organization has its own unique needs and challenges.

Looking for expert assistance with your comp time and unlimited PTO policies? Mariposa Analytics is here to
help. We tailor our approach to your organization’s unique needs, whether you’re just starting out or refining
existing practices. Our team provides comprehensive support, from answering initial questions to delivering
in-depth, customized recommendations. We’re committed to partnering with you to create a balanced, effective
time-off policy that aligns with your business goals and benefits your employees. Let Mariposa Analytics help
you transform your approach to managing time off into a powerful tool for both employee satisfaction and
organizational success.
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