
        

                

             

            

 
      

               
       

 

            
         

 

       
 

              
            
              

              
       

 

            

                 

           

           

              

          

                

     

 
       

            
      

            
         

TIM Adverse Weather Changes Effective January 1, 2016 

• Condition I- No Adverse Weather pay codes will be used in TIM to account for 

hours not worked during Adverse Weather Condition I. Employees will use their 

own leave when not reporting to work during Condition I. 

Accounting for hours during Condition I-

• If hours were worked during Condition I, record those hours in TIM. Do 
not add any Adverse Weather pay codes. 

• If approved by the supervisor, the employee may work additional hours 
that week to make up for the hours missed 

• Record leave taken hours in TIM. 

• Otherwise, the employee will need to take a Dock in Pay- for SPA Non-
Exempt employees, they will not enter anything in TIM for the hours 
missed and will not be paid for those hours. For SPA Exempt employees, 
a Dock in Pay action in ConnectCarolina via the Lump Sum ePAR must be 
processed. Please contact ConnectCarolina for assistance. 

• Condition II- Non-mandatory employees must not report during Condition II and 

must use leave if they do not work. The updated policy allows for the option to 

charge Adverse Weather owed hours (also called ‘make-up’ time) for work 

missed during Adverse Weather Condition II only. Therefore, the ‘Adverse 

Weather Cond II Owed’ pay code has been added to TIM. Units and 

departments are responsible for determining whether time not worked during 

Condition II may be coded as owed hours. Owed hours must be paid back within 

90 calendar days. 

Accounting for missed work during Condition II-

• Employees who are already out on approved leave will record the 
approved leave taken hours in TIM 

• If approved by the supervisor, the employee may work additional hours 
that week to make up for the hours missed 



         

            
             
               

              
            

    

              
            
              

              
       

 

           

             

               

               

           
           

   

              
             

             
            

              
          

           
         

       

           
          

 

  

 

           

  

          

• Compensatory time, if available, must be recorded first. 

• Then, record leave taken hours or if approved, select the ‘Adverse 
Weather Cond II Owed’ pay code and enter the hours in the employee’s 
timecard in TIM. The employee will be paid for those hours and the hours 
will appear as a negative amount in Adverse Weather Cond II Owed in the 
Accruals tab of the timecard. Managers temporarily have access to this 
pay code in TIM. 

• Otherwise, the employee will need to take a Dock in Pay- for SPA Non-
Exempt employees, they will not enter anything in TIM for the hours 
missed and will not be paid for those hours. For SPA Exempt employees, 
a Dock in Pay action in ConnectCarolina via the Lump Sum ePAR must be 
processed. Please contact ConnectCarolina for assistance. 

• Condition II & III- SPA Non-Exempt Severe Weather Essential employees 

required to work during either Condition II or III will receive Adverse Weather 

ETO hours for each hour worked. The ‘Adverse Weather III ETO ER Emp’ pay 

code should be used in TIM during Condition II or Condition III for this purpose. 

• Hours worked by a designated SPA Non-Exempt severe weather essential 
employee during the Adverse Weather Condition II or III timeframe should 
be recorded normally. 

• Then, select the ‘Adverse Weather III ETO ER Emp’ pay code and enter 
the amount of hours worked during the Condition II or III timeframes only 
in the timecard in TIM. This will ensure the severe weather essential 
employee is granted Adverse Weather ETO hours in the accruals tab in 
TIM. This pay code will NOT pay the employee for hours worked. 
Managers temporarily have access to this pay code in TIM. 

• ‘Severe Weather Essential’ must be indicated on the SPA Non-Exempt 
employee’s record in ConnectCarolina in order to receive Adverse 
Weather ETO hours in TIM. 

• SPA Exempt severe weather essential employees are no longer eligible 
for Adverse Weather ETO according to the updated policy. 

• Refer to the Adverse Weather policy on the HR website, 
http://hr.unc.edu/policies-procedures-systems/spa-employee-policies/leave-and-
holidays/ 

• Contact the HR department directly with any policy-related questions. 



      

              
                 

            
         

               
               

             

            
       
          

        
           
     
          

        
            
      
           
         
          

         
           
     

           
             

              
             

   

              
          

              
   

Adverse Weather Pay Codes in TIM 

Adverse Weather Cond II Owed- If allowed, an employee may be granted leave hours 
during an Adverse Weather Condition II. The hours must be paid back within 90 days. 
Adds amount to Adverse Weather Cond II Owed accrual balance. Managers 
temporarily have access to this pay code in TIM. 

Adverse Weather Cond II Paybk- Regular hours are moved to this pay code in the 
timecard in TIM. Adds hours into the Adverse Weather Repaid accrual and one day 
later, the hours move into Adverse Weather Expired accrual in TIM. 

Adverse Weather Paybk-AW ETO- Used to payback Adverse Weather amount owed. 
Deducts amount from Adverse Weather ETO balance 
Adverse Weather Paybk-Award PTO- Used to payback Adverse Weather amount 
owed. Deducts amount from Awarded PTO balance 
Adverse Weather Paybk-Bonus- Used to payback Adverse Weather amount owed. 
Deducts amount from Bonus balance 
Adverse Weather Paybk-Comp Time- Used to payback Adverse Weather amount 
owed. Deducts amount from Compensatory Time balance 
Adverse Weather Paybk-HOL ETO- Used to payback Adverse Weather amount owed. 
Deducts amount from Holiday ETO balance 
Adverse Weather Paybk-OCTO- Used to payback Adverse Weather amount owed. 
Deducts amount from On Call Time Off balance 
Adverse Weather Paybk-Travel ETO- Used to payback Adverse Weather amount 
owed. Deducts amount from Travel Time ETO balance 
Adverse Weather Paybk-Vacation- Used to payback Adverse Weather amount owed. 
Deducts amount from Vacation balance 
� 
Adverse Weather III ETO ER Emp- SPA Non-Exempt severe weather essential 
employees required to work during Adverse Weather Condition II or III receive Adverse 
Weather ETO on an hour-for-hour basis for those hours worked. Adds hours to 
Adverse Weather ETO accrual balance. Managers temporarily have access to this pay 
code in TIM. 

Adverse Weather ETO Taken- Paid time off on an hour-for-hour basis for all hours 
worked by SPA Non-Exempt severe weather essential employees during Adverse 
Weather Condition II or III. Deducts hours from the Adverse Weather ETO accrual 
balance. 



         

      
 

              
               
    

 

              
 

      
 

               
                 

 

      
 

                
             

 
              
        

 

              
              

 
 

                
               

         
 

                
              

    

Adverse Weather Condition II Owed, Repaid, and Expired Accruals 

Adverse Weather Cond II Owed Accrual 

Negative owed amounts appear in the Adverse Weather Owed accrual on the date they 
are owed and move into the Adverse Weather Expired accrual 90 days after the amount 
was owed. 

• Therefore, the owed balance reflects all hours owed within the past 90 days. 

Adverse Weather Cond II Repaid Accrual 

Paid back hours will move into the Adverse Weather Repaid accrual on the date they 
are paid back and will move into the Adverse Weather Expired accrual 1 day later. 

Adverse Weather Cond II Expired Accrual 

The goal is to have a positive amount in the Adverse Weather Expired accrual that is 
equal to the negative amount in the Adverse Weather Owed accrual. 

So when the negative Adverse Weather Owed hours move into Expired after 90 days, 
the Expired balance will then have 0.00 hours. 

• When all Adverse Weather hours Owed to date have not been repaid, the 
Expired balance will be a negative amount. These hours must be paid back 
immediately. 

• When some hours have been repaid but 90 days have not yet passed since the 
hours were Owed and so those hours have not yet moved to expired, the Expired 
balance will be a positive amount. 

• Before any hours are repaid or After all hours Owed to date have moved to 
Expired and all of those hours have been repaid, the Expired balance will have 
0.00 hours. 



        

    
               

          
          

 

  
 

               
  

   
 

 

Recording Adverse Weather Cond II Owed in TIM 

1. Open employee’s timecard. 
2. Click the cell in the Pay Code column that corresponds with the date Adverse 

Weather Owed was taken. Widen the column, if needed. 
3. Scroll down and choose Adverse Weather Cond II Owed. 

4. In the amount column, type the number of Adverse Weather hours taken due to 
adverse weather. 

5. Click Save. 



          
 

             
 
      
     
    
     
     
     

    
   

 
               

      
 

            
  

         
 

 
 

   
              

 

    

Paying Back Adverse Weather Owed - Using Leave Hours (TIM 
Administrators) 

Pay codes used to pay back Adverse Weather from a leave balance are: 

Adverse Weather Paybk AW ETO 
Adverse Weather Paybk-Award PTO 
Adverse Weather Paybk-Bonus 
Adverse Weather Paybk-Comp Time 
Adverse Weather Paybk-HOL ETO 
Adverse Weather Paybk-OCTO 
Adverse Weather Paybk-Travel ETO 
Adverse Weather Paybk-Vacation 

Do NOT move hours between accruals in TIM. The payback pay code and hours 
must be entered in the timecard. 

1. Select Adverse Weather Paybk-‘accrual’, like Vacation, from the Pay Code drop 
down list. 

2. Enter the Amount of hours to pay back. 

Amount must be positive. 

3. Click Save. 
4. Review the Accruals tab on the effective date to view the amount repaid. 



 
 

 
                

           
 

     
 

 
 
 
 

     
     

      
 

 

  

   
    

    
 

 

 

 

8.0

0.0

Using Adverse Weather Paybk-
Vacation reduces Vacation bank 
and increases Adverse Weather 
Repaid. 

-

5. Now review the Accruals tab one day after the effective date. The repaid hours 
appear in the Expired accrual one day after the effective date. 

The balances are now: 

Adverse Weather Expired = -8 
Adverse Weather Repaid = 8 
Net sum = 0 hours owed 



Paying Back Adverse Weather Owed- Moving Regular Hours 

Refer to the HR Adverse Weather policy for information about when to move regular 
hours to pay back Adverse Weather Owed. Please contact the HR department directly 
with any policy-related questions. 

Review the hours worked in the Totals and Schedules Tab. 

36.7 Regular 
Hours plus the 8 
hours Vacation 
is a total of 44.7 
hours. The 
employee can 
use 4.7 hours 
worked to repay 
Adverse 
Weather Owed. 

        

              
              

    

          

 
 

             
 

 
 

    
         
               

     

  
    
  

     
  

  
   

   
 
  

1. Right click on the Regular hours in the Totals & Schedule tab. 

.2. Click . 
3. Select Adverse Weather Cond II Paybk pay code 
4. Enter the Amount of additional hours worked or the amount of hours to be 

docked. (Must be positive number) 



                
               

  
 

 
 

        
   
              

 

 
 

              
 

 
 

                
              

 

 

    

8.0

5. Select Effective Date from pull down calendar. This should be the last day of 
the week in which the employee worked the extra hours or that the hours should 
be docked. 

Amount must be positive. 

6. Add a comment and detailed note (Optional) 
7. Click Save. 
8. Review the Moved Amounts tab to see a record of the move. 

9. Review the Accruals tab on the effective date to view the amount repaid. 

-

10.Now review the Accruals tab one day after the effective date. The repaid hours 
do not appear in the Expired accrual until one day after the effective date. 



 
 

                
           

   

 

 

 3.3-

• The employee owed 8 hours and repaid 4.7. The new expired balance is -3.3. 
The employee must pay back 3.3 hours by March 31, 2015. 


