TIM Adverse Weather Information, September, 2018
Accounting for Missed Work during Condition 1 (Reduced Operations)
® NO Adverse Weather pay codes are used in TIM during Condition 1.

¢ Non-mandatory employees, after informing their supervisors in a timely manner, have the
option to report to work late, leave early, or not report to work.

e Employees must use available personal leave time (compensatory, vacation or bonus) to cover
any time away from regular work hours.

® [f no leave is available, SHRA Non-Exempt employees will not enter anything in TIM for the
hours missed and will not be paid for those hours. For SHRA Exempt employees, a Dock in Pay
action in ConnectCarolina via the Lump Sum ePAR must be processed. Please contact the
ConnectCarolina help desk if you need assistance.

® Alternatively, and only with supervisor approval, employees may be permitted to work from
home or alternate sites when, in the supervisor’s discretion, it is feasible and safe for this to
occur. Employees working away from campus do not use leave. Even so, such arrangements
may not be practicable for all types of employees or during every type of adverse weather or
emergency event.

® Mandatory employees (whose presence has been designated mandatory to University
operations during adverse weather or emergency events) are expected to report to work or

remain on the job, and if deemed necessary by their supervisor, to work a differing schedule or
shift than normally assigned.

Accounting for Missed Work during Condition 2 (Suspended Operations)

e  During Condition 2, only mandatory employees must report to or remain at work. Non-
mandatory employees must not report to work, or must leave campus.

® Employees who are already out on approved leave will record the approved leave taken hours.

e |f approved by the supervisor, an employee may work off-site during Condition 2 or work
additional hours that week to make up for the hours missed.

e  For missed work, record leave hours taken. Compensatory time, if available, must be recorded
first.
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® Only if approved, the TIM Administrator or Manager may select the ‘Adverse Weather Cond Il
Owed’ pay code and enter the missed hours during the Condition 2 timeframe. The employee
will be paid for those hours and the hours will appear as a negative amount in Adverse Weather
Cond Il Owed in the Accruals tab of the timecard. Owed hours must be paid back within 90 days
from the date it is owed. Managers temporarily have access to this pay code in TIM.

0 Note- Adverse Weather Owed hours cannot give the employee more hours than they
would work normally in a week. Adverse Weather Owed hours should be
reduced/offset by any hours worked in the week.

e |f leave taken or Adverse Weather owed is not recorded, SHRA Non-Exempt employees will not
enter anything in TIM for the hours missed and will not be paid for those hours. For SHRA
Exempt employees, a Dock in Pay action in ConnectCarolina via the Lump Sum ePAR must be
processed. Please contact the ConnectCarolina help desk if you need assistance.

Accounting for Missed Worked during Condition 3 (Closure)

e  For missed work during the Condition 3 timeframe, select the ‘Adverse Weather Cond Il Closed’
pay code and enter the missed hours. This will pay the employee for those hours. No hours will
need to be paid back for missed work during Condition 3.

e Use the Adverse Weather Condition 3 pay code ONLY if condition 3 has been declared and only
during the Condition 3 timeframe.

Accounting for Hours Worked by SHRA Non-Exempt ‘Severe Weather Essential’ (Mandatory)
Employees during Condition 2 or 3

e Hours worked by a designated SHRA Non-Exempt severe weather essential employee during the
Adverse Weather Condition 2 timeframe should be recorded normally. The employee’s times in
and out must be captured or entered in their timecards. This will ensure the employee is paid
for their hours worked and those hours are included in any overtime calculation.

e Then, select the ‘Adverse Weather Ill ETO ER Emp’ pay code and enter the amount of hours
worked during the Condition 2 timeframe 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.

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

ConnectCarolina help desk if you need assistance.

e SHRA Exempt severe weather essential employees are not eligible for Adverse Weather ETO.
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Adverse Weather Accruals in TIM (in the Accruals tab of the timecard)

Adverse Weather Owed- Negative owed amounts appear in the Adverse Weather Owed accrual on the
date they are owed and move into the Adverse Weather Expired accrual after 90 days. The negative
owed balance reflects all hours owed within the past 90 days. Adverse Weather Owed hours are not
offset or reduced by repaid hours.

Adverse Weather Repaid- Hours paid back will appear in the Adverse Weather Repaid accrual on the
date they are entered in the timecard and will move into the Adverse Weather Expired accrual 1 day
later. Repaid hours do not reduce the Adverse Weather Owed hours.

Adverse Weather Expired- Only after all of the negative Adverse Weather Owed hours move into
Expired and all of the hours have been repaid, will the Expired balance will have 0.00 hours.

* The objective 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 before the 90 day deadline.

Adverse Weather Balances after 8 Hours of Payback-
Expired 8 hours
Owed -8 hours
Repaid 0 hours

Adverse Weather Balances after 90 days-
Expired O hours

Owed 0 hours

Repaid 0 hours

Paying Back Adverse Weather Owed (after the Biweekly with Adverse Weather has closed)
Payback from Hours Worked

Do not enter the times in/out or hours worked to payback Adverse Weather Owed in the timecard as
you have done in the past. If the hours worked are already entered in the timecard, you will need to
remove them.

Instead, select the ‘Adverse Weather Cond Il Paybk’ pay code and enter the amount of hours worked on
that date to payback Owed hours. This entry puts hours into the Adverse Weather Repaid accrual and

one day later, moves the hours to the Adverse Weather Expired accrual. This entry does not impact the
Adverse Weather Owed accrual balance.
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Payback from an Accrual Balance in TIM

Select the pay code listed below to be used for payback and enter the hours in the timecard. This entry
takes the hours from the accrual and adds them into the Adverse Weather Repaid accrual. One day
later, the hours move into Adverse Weather Expired accrual in TIM. This entry does not impact the
Adverse Weather Owed accrual balance.

e Adverse Weather Paybk-AW ETO

e Adverse Weather Paybk-Award PTO
e Adverse Weather Paybk-Bonus

e Adverse Weather Paybk-Bonus 2017
e Adverse Weather Paybk-Bonus 2018
Adverse Weather Paybk-Comp Time
Adverse Weather Paybk-HOL ETO
Adverse Weather Paybk-Travel ETO
Adverse Weather Paybk-Vacation

For Assistance

e Refer to the HR Policies for more information on Adverse Weather,
https://hr.unc.edu/employees/policies/shra-policies/leave-holidays/ and contact the HR
department if you have any policy-related questions.

e Contact the ConnectCarolina help desk if you need assistance with docking an Exempt
employee’s hours or with updating a Severe Weather Essential designation in ConnectCarolina.

e  Email timsupport@unc.edu directly with TIM ‘how to’ questions.
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