[bookmark: _GoBack]Summer Hours Schedule & Time Entry Guidelines
Beginning this week, we have launched our summer hours schedule. Staff employees will follow a revised on-campus work schedule:
• Monday–Thursday: 8:00 a.m. – 5:00 p.m.
• Lunch Break: 30-minute unpaid break each day
• Fridays: Offices closed
This schedule will continue through Friday, July 31.

Exceptions to Summer Hours Schedule
These workweeks will follow the "normal" 8:30 a.m.-5 p.m., Monday -Friday schedule.  PTO requested during these weeks should be at the rate of 7.5 hours per day.
	Week
	Notes

	Week of June 1
	Reunion Weekend (June 4-7)

	Week of June 15
	Juneteenth observed June 19 (paid holiday)

	Week of June 29
	Independence Day observed July 3 (paid holiday)



Time Entry Guidelines
Hourly employees must record actual hours worked and taken off each workweek totaling 37.5 hours. For the new summer schedule, employees will record time worked as 8.5 hours per day Monday-Thursday (34 hours) and 3.5 hours of leave on Fridays for a weekly total of 37.5 hours.  
For Friday time entry, there is an established early closure leave code that should be used.  Hours entered under the early closure leave code will generate pay at your regular rate.  
	Other Scenarios 
	Guidance

	If you take a full week off
	Monday-Thursday: use appropriate paid leave codes when entering time off, and the total hours should add up to 34. 
Friday: record 3.5 hrs of early closure leave 

	If you work a partial work week (due to planned or unplanned time off)
	Monday – Thursday: enter a combination of time worked and time off using appropriate paid leave codes.  Daily hours should total 8.5 hours; work and PTO hours for the 4 days should total 34.
Friday: record 3.5 hours of early closure leave



Salaried employees record paid time off only when it is taken.  So, on the weeks you work with no planned or unplanned time off, follow the summer hours schedule, and you will be paid as you normally are.
	Other Scenarios 
	Guidance
	Important Notes

	If you take a full week off
	Monday-Thursday: use appropriate paid leave codes when entering PTO requests, and the total hours for paid leave should total 34 hours.
	The total hours field on the PTO request screen will show a default value of 30.0000 hours for 4 days off when using a single paid leave code such as vacation.  So, you must override the total hours field by entering 34.0000.  
You also should ignore warnings when you save the request.

	If you work a partial work week (due to planned or unplanned time off)
	Monday – Thursday: account for an 8.5-hour workday entering PTO requests for time off with appropriate paid leave code(s).  Hours worked and PTO hours should total 34.
	You may need to override the total hours field from 7.5000 to 8.5000 for full days off and ignore warnings when you save the request.



