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This job aid will assist users in processing holiday time.

IMPORTANT:  How a holiday is processed depends on four items, 1) whether the employee is an Exception or Positive Time Reporter, 2) whether or not the employee works on the holiday, 3) whether the holiday is Premium or Non-Premium and 4) whether the employee is full or part time.

Exception Time Reporters – Full Time

	Holiday Details
	Timesheet Coding
	Core-CT Processing

	Employee does not work on the holiday

	Not required to work
	REG or HOL
	Rule will create HOL from REG. Can be changed to HOL on the Timesheet but is not necessary.

	Scheduled to work
	HS, HV, or HP
	For 24/7 agencies where the holiday falls on a regular workday but the employee does not work. These codes will produce holiday pay but will not reduce the employee’s leave balances.

	Off Day – elected comp time
	HXCE
	For those bargaining units where the employee earns a comp day when a holiday falls on an off day

	Off Day  -  elected pay
	HXP
	For those bargaining units where the employee earns a comp day when a holiday falls on an off day and elected to get paid for the day

	NP-5 employees who are not scheduled to work on a holiday and are at the maximum holiday comp balance
	HXP
	This code will pay the holiday comp time without adding to the balance.



	
Employee works on the holiday


	Non-premium and employee earns a comp day
	HOL*
HWCE
	HOL hours are created from the schedule. Holiday Comp time will be created from HWCE for the number of hours entered.

	Non-premium and employee receives additional pay
	HOL*
HWPY
	HOL hours are created from the schedule. HWPY will create straight pay for the number of hours entered.

	Premium and employee receives time-and-a-half pay
	HOL*
HPWP
	HOL hours are created from the schedule. Time-and-a-half pay for the number of hours entered will be created from HPWP.

	Premium and employee receives comp time and half pay
	HOL*
HPWC
	HOL hours are created from the schedule. HPWC will create comp earned for the number of hours entered. In addition, straight time pay will be created under HPAP for half as many hours entered.

	NP-5 employees who are scheduled to work and do work. Employee is under the 100 hour comp time balance maximum.




NP-5 employees who are scheduled to work and do work. Employee has reached the 100 hour comp time balance maximum.
	HWCE
HPAP
REGH





HCPN
HPAP
REGH
	Three rows of attendance are required in order for the correct pay to be calculated. The employee receives regular pay, comp day and straight time for the hours entered to HPAP.


Substitute HCPN for HWCE to pay the holiday comp time without adding to the balance. In addition, an entry for ½ of the number of hours coded to HCPN must be entered using HPAP in order to pay the additional half pay.

	NP-5 employees
Christmas Exception when employee is scheduled to work and does work. Employee is under the 100 hours comp time balance maximum.




NP-5 employees
Christmas Exception when employee is scheduled to work and does work. Employee is over 
the 100 hours comp time balance maximum.



NP-5 employees Christmas Exception when employees are not scheduled to work, are not called in but do work on Christmas.
	HPWC
HPAP
REGH







HCPN
HPAP
REGH






OVT
HWCE
HOL
	Three rows of attendance are required in order for the correct pay to be calculated. The employee receives regular pay, comp day and time-and-a-half pay. The number of hours posted to HPAP needs to be the same as the number of hours the employee actually worked.

Substitute HCPN for HPWC to pay the holiday comp time without adding to the balance. In addition, an entry for ½ of the number of hours coded to HCPN must be entered using HPAP in order to pay the additional half pay.

The employee receives overtime and comp time for the number of hours worked. HOL is created from the schedule. Holiday comp time will be created from HWCE for the number of hours entered. OVT will be processed by the applicable overtime rule and paid accordingly.



	Employee works days or hours that are different than the scheduled hours

	Employee  holiday hours or work hours that are different than their normal schedule and the schedule is not changed on the Assign Schedule page
	HOL or REGH
	If the employee is entitled to holiday pay the number of hours is different from the scheduled hours then the correct hours must be entered with HOL time reporting code. If the employee works and the number of hours is different than the schedule hours then REGH needs to be posted with the correct number of hours

	Employee works  a days that are different than their normal schedule and the schedule is not changed on the Assign Schedule page
	HOL, REGH, HXCE or HXP
	Holiday time will created from the schedule. If the holiday is different from the yellow day the and the yellow holiday on the timesheet is worked then post HOL to the holiday for the employee and REGH on the yellow timesheet holiday.
If the yellow holiday on the timesheet should be an off day then HXCE or HXP should be entered on that day.



* Exception Time Reporters will have HOL created from the schedule provided the holiday falls on a scheduled day to work. If it does the HOL does not need to be entered on the Timesheet and REG time should be pre-populated.



Positive Time Reporters – Full Time

	Holiday Notes
	Timesheet Coding
	Core-CT Notes

	Employee does not work on the holiday

	Employee is not required to work
	HOL
	No holiday hours will be paid unless they are entered

	Employee is scheduled to work
	HS, HV, or HP
	For 24/7 agencies where holiday falls on regular workday but employee does not work. These codes will produce holiday pay but will not reduce the employee’s leave balances.

	Off Day – elected comp time
	HXCE
	For those bargaining units where the employee earns a comp day when a holiday falls on an off day

	Off Day  -  elected pay
	HXP
	For those bargaining units where the employee earns a comp day when a holiday falls on an off day and elected to get paid for the day

	NP-5 employees who are not scheduled to work on a holiday and are at the maximum holiday comp balance.
	HXP
	This code will pay the holiday comp time without adding to the balance.

	Employee works on the holiday

	Non-premium and employee earns a comp day
	HOL
HWCE
	HOL must be entered in order for the employee to be paid holiday time. Holiday Comp time will be created from HWCE for the number of hours entered. 

	Non-premium and employee receives additional pay
	HOL
HWPY
	HOL must be entered in order for the employee to be paid holiday time. Straight time pay will be created from HWPY for the number of hours entered.

	Premium and employee and receives time-and-a-half pay
	HOL
HPWP
	HOL must be entered in order for the employee to be paid holiday time. Time and a half pay will be created from HPWP for the number of hours entered.

	Premium and employee receives comp time and half pay
	HOL
HPWC
	HOL must be entered in order for the employee to be paid holiday time. Holiday Comp time will be created from HPWC for the number of hours entered and HPAP will be created for half as many hours as entered.

	NP-5 employees scheduled to work
	
	Coding is the same as for Exception Time Reporters listed above

	NP-5 Christmas Exception
	
	Coding is the same as for Exception Time Reporters listed above




Exception Time Reporters – Part Time
Holiday processing for Part time Exception employees is created according to bargaining unit rules.  The Full /Part indicator on Job Data must be “Part-Time”.  For special coding for employees who work on holidays see TRC coding for Exceptions Time Reporters – Full Time.

	Bargaining Unit

	Core-CT Notes

	NP-3 

	HOL will be created for the number of hours in the schedule not the number posted on the timesheet. HOL will not be created with schedule hours if HOL or REGH is posted to timesheet.


	NP-2, NP-6 and P-1 when 5 or more days are schedule in a holiday week
	The holiday will be pro-rate holiday hours. The quantity for the pro-rated HOL time is calculated as .2 * std_hours from job data. HOL will not be pro -rated with schedule hours if HOL or REGH is posted to timesheet. This rule will not be applied for holidays where a TRC from the TRC Program VPHOL* is reported on the holiday.

	NP-2, NP-6 and P-1 when  less than 5 days are schedule in a holiday week
	If a schedule is for <5 days in the week with the holiday then the HOL will produce for the schedule hours. No HOL will be created for an OFF day.  HOL will not be created from schedule time if HOL or a TRC from VPHOL* TRC Program is posted to the day.

	Managerial, Confidential, NP-5, P-2, P-3A, P-3B, P-5, State University Exempt,  CT Housing and Finance Auth,  Comm College Faculty CCC,  Higher Education Professionals, Uconn Non-Faculty, Judicial -  Non Professional,  Comm College Admin - CCCC,  Comm College Mgmt Exclusions, Comm College Admin ASFCME,  Criminal Justice Residual, Higher Ed, Professional Emp,  Connecticut Innovations Inc, Higher Ed Confidential, Conn Lottery Exclusion, DPDS Exempt
	The holiday will pro-rate holiday hours regardless of how many days or hours the employee is scheduled for.   If the employee is not scheduled to work on the holiday HOL will not be created  The quantity for the HOL time is calculated as .2 * std_hours from job data.  HOL will not be created for holidays where a TRC from the TRC Program VPHOL* is reported on the holiday.



	Employee works days that are different than the scheduled hours

	Employee works hours/days that are different than their normal schedule and the schedule is not changed on the Assign Schedule page
	HOL plus TRCs from above that will produce the desired result
	Holiday time will not be created as normal. If the employee is entitled to holiday pay the number of hours must be entered using the HOL time reporting code. If holiday pay is created and the employee is not entitled to it you must add a row and enter negative hours equal to the holiday hours that were created. This must be entered on a day other than the day the holiday falls on.


 *TRC Program VPHOL 

	TRC
	TRC

	HCAF
	HSAFH

	HCAFH
	HSBH

	HCBH
	HSBMH

	HCCH
	HSCH

	HCMHB
	HSMHB

	HCMHL
	HSMHL

	HFAF
	HSSBH

	HFAFH
	HV

	HFBH
	HXCE

	HFCH
	HXP

	HFMHB
	ULHOL

	HFMHL
	WCDC

	HP
	WCDF

	HS
	WCDS





Positive Time Reporters – Part Time
Holiday pay is not automatically created. Hours and HOL time reporting code must be entered on the Timesheet in order for holiday pay to be generated.  For special coding for employees who work on holidays see TRC coding for Positive Time Reporters – Full Time.
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