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Please distribute this Alert to any users within your agency who are responsible for absence entry involving “H1” bargaining unit employees.
This Time Alert includes the following information:

  
· NEW TIME EVALUATION MESSAGES (B3, B4 AND B5) CREATED FOR  “H1” BARGAINING UNIT EMPLOYEES (DOC & DPW ONLY)
New Time Evaluation Messages (B3, B4, and B5) Created For “H1” Bargaining Unit Employees.  Three time evaluation messages were created to assist Timekeepers/Time Advisors with the administration of the new/revised PSCOA contract provisions involving:  

· Article 10 Leaves, Section 10 - relates to the preclusion of anticipating leave (combined or sick leave) after the fourth occurrence of non-prescheduled leave in the current leave calendar year and 
· Article 18 Overtime, Section 2b(3) - indicates that any combined leave once an employee has used non-scheduled combined leave in excess of three occurrences in a leave calendar year will not be regarded as hours worked for the purpose of computing overtime pay.

Below is a chart listing the three new time evaluation messages, the purpose of the time evaluation message, and what triggers the time evaluation message to generate.
	MESSAGE TYPE #
	MESSAGE LONG TEXT
	PURPOSE OF TIME EVALUATION MESSAGE
	TIME EVALUATION MESSAGE GENERATES 

	B3
	Third CN absence
	Warns Timekeeper/Time Advisor to review the number of non-scheduled absences and if appropriate send letter to notify the employee of the potential loss of contractual rights.
	Message will generate upon the 3rd occurrence of CNF/CNU in the leave calendar year.

	B4
	Change CN to C4
	Warns Timekeeper/Time Advisor that a change from CNF/CNU to C4F/C4U may be required.
	Message will generate upon the 4th occurrence of CNF/CNU in the leave calendar year or if there was a C4F/C4U previously coded in the leave calendar year.

	B5
	Check OT Calc/Anticipation
	Warns Timekeeper/Time Advisor that the employee has had 4 CNF/CNU occurrences and the employee is not permitted to anticipate combined leave unless approved by management and/or this leave does not count as hours worked for the purpose of computing overtime.
	Message will generate upon the 1st occurrence of C4F/C4U and again for each subsequent CP, CNF, CNU, or YC absence in the leave calendar year.


OCCURRENCES
What breaks an occurrence?  Any attendance between two absence records breaks the occurrence.  This includes work on an overtime shift or work on a scheduled day off.
What doesn’t break an occurrence?  A holiday, scheduled day off or any other paid/unpaid absence will NOT break the occurrence.

An employee could potentially have two occurrences in one day.  For example:  The employee is off in the morning for 2.0 hours for an appointment and uses CNF, reports to work and works 3.0 hours, and leaves for a family emergency at home.  The system will count the 2nd absence (when the employee leaves work for a family emergency at home) in the day as the 2nd occurrence. 

Where a CNF/CNU absence crosses the leave calendar year, the absence will be treated as one occurrence in each the leave calendar year in which the absence begins and will not count as an occurrence in the subsequent year.  For example:  An employee has an absence entry that covers the last day of the 2009 leave calendar year (prior to this absence the employee only had 2 non pre-scheduled combined leave occurrences) and the 1st day of the 2010 leave calendar year.  The absence is counted as the third occurrence for the 2009 leave calendar year and the first occurrence for the 2010 leave calendar year will not be counted as an occurrence in 2010.  Note:  For absences that crossed leave calendar year 2008 into 2009, manual adjustments were completed to force the system not to count the absence as the first occurrence in 2009.  A configuration change is being made so that the system will only count the occurrence in the leave calendar year in which the absence began.  We hope to have this configuration change implemented by the end of the year to avoid the need for manual adjustments again next year.  
Reminder:  Untimely entry of absences and/or attendances, changes to absence types, etc. will force the system to reevaluate, update the counter and generate time evaluation messages as appropriate.
ADJUSTING THE OCCURRENCE (CNU/CNF) COUNTER
Because the definition of an occurrence used by the system and provided above could be different than the definition when considering the facts of a specific case, Time Advisors have the ability to adjust occurrences.  

To determine the value of the occurrence counter, use PT_BAL00 and enter the period in question and the day balance “ZCNC” Time Type.
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Data select. period 02/14/2009 - 0212512009

Pers.No.[Name. Period|Current Date | TrType[Time type deseript [= Number|

7577|TestC Person |200902(02/14/2008|ZCNC_|CNUICNF Counter| 1.0
7577 |Test C Person 200902 |02/15/2008_|ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person 200902 |02/16/2008_|ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person |200902|02/17/2008_|ZONG_|CNUCNF Counter| 2.0
7577 |Test C Person 200002 (0271812008 _|ZONG_|CNUICNF Counter| _ 2.00
7577 |Test C Person 200902 (0271912008 |ZONG_|CNUCNF Counter| 2.0
7577 |Test C Person 200002 (0272012008 |ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person 200902 |02/21/2008_|ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person 200002 |02/2212008_|ZONG_|CNUICNF Counter| 3.0
7577 |Test C Person 200002 |02/2312008_|ZONG_|CNUCNF Counter| 3.0
7577 |Test C Person 200002 |02/24/2008_|ZONG_|CNUICNF Counter| 3.0
7677 |Test C Person | 200902 0212512008 |ZCNC |CNUICNF Counter| 300





To override the system and adjust the occurrence value, Time Advisors will use PA61-IT2012, Time Type “ZCNT” and an entry for the number of occurrences to adjust.  In SAP, occurrences on IT2012 are labeled as hours.  When decreasing the number of occurrences, the user must enter a negative sign with the number, i.e. -1.  However, if increasing the number of occurrences, only the number is entered, i.e. 1.  The effective date should be equal to the date the counter is to be adjusted.  Remarks are recommended to explain the reason for the adjustment.
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The below screen shot of PT_BAL00 reflects the results of the adjustment entered above.  
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Data select. period 02/14/2009 - 0212512009

Pers.No.[Name. Period|Current Date | TrType[Time type deseript [= Number|

7577|TestC Person |200902(02/14/2008|ZCNC_|CNUICNF Counter| 1.0
7577 |Test C Person 200902 |02/15/2008_|ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person 200902 |02/16/2008_|ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person |200902|02/17/2008_|ZONG_|CNUCNF Counter| 2.0
7577 |Test C Person 200002 (0271812008 _|ZONG_|CNUICNF Counter| _ 2.00
7577 |Test C Person 200902 (0271912008 |ZONG_|CNUCNF Counter| 2.0
7577 |Test C Person 200002 (0272012008 |ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person 200902 |02/21/2008_|ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person 200002 |02/2212008_|ZONG_|CNUICNF Counter| 2.0
7577 |Test C Person 200002 |02/2312008_|ZONG_|CNUCNF Counter| 2.0
7577 |Test C Person 200002 |02/24/2008_|ZONG_|CNUICNF Counter| 2.0
7577 [TestC Person|200802|02/25/2008 |ZCNC_|CNUIGNF Counter|  2.00





Listed below are a few examples of when an adjustment may be required.  Caution:  There is no hard and fast rule.  Each case must be reviewed and a determination made on an individual basis.  
· The reason for the absence might depend on whether an absence that spans multiple days and multiple absence codes would count as one or two occurrences.  Example: Child is sick on Tuesday. Wednesday and Thursday are off days. Friday the employee is absent for another reason. The system would treat this as one occurrence; however, the facts may deem it as two occurrences.  
· Employee switches payroll areas and has an absence during the first week of the leave calendar year.

· Employee transfers from a “H1” bargaining unit to an “A1” bargaining unit and back to a “H1” bargaining unit in the same leave calendar year.  

· Employee wins a grievance award and it is determined that the occurrence must be adjusted.

CONFIGURATION CHANGE EFFECTIVE DATE
Configuration changes are effective 1/1/09.  Later this week, the IES Time Team will force time evaluation to retro to 1/1/09 for all current “H1” bargaining unit employees that have used CNF/CNU since 1/1/09.  Retroing time evaluation back to 1/1/09 will generate time evaluation messages for these employees.
Policy questions regarding the new/revised contract provisions should be directed to OA, BENHELP (ra-benhelp@state.pa.us).  System questions should be directed to Susan Doyle (sdoyle@state.pa.us), Betty McCloskey (bmccloskey@state.pa.us) or Sheila Barder (sbarder@state.pa.us).  

