FOR EMPLOYEES Hamilton | wérkday.

HOLIDAY & CLOSURE PAY

Purpose: This document outlines the guidelines for entering holiday and closure hours in Workday, applicable
to all non-exempt (hourly) staff working more than 50%.

HOLIDAYS
Staff Who Did Not Work On The Holiday
Non- " I ith full t hed

Non-exempt staff member with a 50-95% schedule

Staff Who Did Work On The Holi
Non-exempt staff members with full time schedule
Non-exem ff member with -959 h I

CLOSURE DAYS
ff Who Did Work On The Closure D
Non-exempt staff members with full time schedule

taff Who Did Not Work On The Closure D

Non-exempt staff members with full time schedule
Non-exempt staff member with a 50-95% schedule

Non-exempt staff members with full time schedule that includes weekends

Notes:
e The holiday and closure hours will populate on the timesheet automatically for
Non-exempt staff members with a full time schedule.
e Non-exempt staff with a full time schedule with a weekend schedule will need to enter
Closure Adjustment to be paid for that day.
e Temporary or part-time staff working less than 50% of a full-time schedule are
compensated only for hours worked and do not receive closure or holiday pay. If you

work during the closure, enter your regular hours worked.
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HOLIDAYS
Staff Who Did Not Work On The Holiday

Non-exempt staff members with full time schedule:

The holiday hours will populate on the timesheet automatically.

Non-exempt staff member with a 50-95% schedule:

Add a time block with the Time Type of Holiday Adjustment with a negative number of hours to reduce your
holiday hours to match your shift. The rest of the week populates with the Holiday & Closure schedule.

Example: 7 Holiday and -3 Holiday Adjustment to equal 4 hours of Holiday pay.

Maon, 9/2 Enter Time x
Hours: 4
Time Period Lockout 09/02/2024
08/26/2024 - 09/01 /2024
Status Mot Submitted
el Time Type * | x Holiday Adjustment =
Hﬂlldﬂy Hours * | -3
7
Mot Submitted Details

Holiday Adjustment
-3 Hours

Comment ‘
Mot Submitted

Com) Com) QD
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Staff Who Did Work On The Holiday

Non-exempt staff members with full time schedule:

HEIII]ﬂtOl’l ‘ workday.

The holiday hours will populate on the timesheet automatically. You will then add another time block for
Regular hours for the amount worked.

Example: 7 Holiday hours and 7 Regular hours worked for a total of 14 hours.

Mon, 9/2

Hours: 14
Time Period Lockout
08/26/2024 - 09/07,/2024

Labor Day

Holiday
7
Mot Submitted

Regular
7 Hours
Mot Submitted

Non-exempt staff member with a 50-95% schedule:

Add a time block with the Time Type of Holiday Adjustment with a negative number of hours to reduce your
holiday hours. The rest of the week populates with the Holiday & Closure schedule.

Example: 7 Holiday hours and -3 Holiday Adjustment to equal 4 hours of holiday pay. Then add another time
block for hours worked as Regular.

Mon, 9/2

Hours: 8
Time Period Lockout
08/26/2024 - 09/01/2024

Labor Day

Holiday
7
Mot Submitted

Holiday Adjustment
-3 Hours
Mot Submitted

Regular
4 Hours
Mot Submitted

Enter Time X

09/02/2024

Stawus Not Submitted

Time Type * | X Holiday Adjustment

_3 |

Hours *

Details

Comment

ComD) Co) G
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CLOSURE DAYS

Staff Who Did Work On The Closure Day

Non-exempt staff members with full time schedule:

HEIII]ﬂtOl’l ‘ workday.

If your scheduled day was on a closure day, you will add Regular hours for the amount you worked.

Example: 4 hours worked on Monday with 3 Closure Hours, and 7 hours worked on Tuesday.

Mon, 2/17
Hours: 7

Time Period Lockout
02/10/2025-02/16/2025

Closure Day

Closure Day
3
Mot Submitted

Regular
4 Hours
Mot Submitted

Tue, 2/18
Hours: 7

Closure Day

Regular
7 Hours
Mot Submitted
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Staff Who Did Not Work On The Closure Day

Non-exempt staff members with full time schedule:
The closure hours will populate on the timesheet automatically.
Non-exempt staff member with a 50-95% schedule:

Add a time block with the Time Type of Closure Adjustment with a negative number of hours to reduce your
closure hours to match your shift. The rest of the week populates with the Holiday & Closure schedule.

Example: 7 Closure and -3 Closure Adjustment to equal 4 hours of Closure pay.

. K
. Enter Time
Thu, 12/26 S
Hours: 0
12/26/2024
Closure Day
Status Mot Submitted
Time Type * | x Closure Day Adjustment = ‘
Closure Day . :
:" Hours *‘ -3 ‘
Not Submitted
Details
Closure Day Adjustment
-3 Hours
d Comment
Mot Submitted
P

(oD Com ) G
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HEIII]ﬂtOl’l ‘ workday.

Non-exempt staff members with full time schedule that includes weekends:

Workday will not populate the weekend as a closure or a non-scheduled day worked. You will need to

enter a time block with the Time Type of Closure Adjustment to be paid for that day.

Note: For weekend employees that temporarily changed their schedule from a weekend
schedule to Monday - Friday in workday, the closure hours will populate Monday - Friday.

Example: 7 Closure Hours Adjustment for an employee who is regularly scheduled for Saturday.

Sat, 12/28
Hours: 0

Closure Day Adjustment
/ Hours
Not Submitted

Enter Time

12/28/2024

X

Time Type * | % Closure Day Adjustment

Hours * | 7

Details

Comment ‘
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