Example Scenarios for an Employee Observing a Rest Period

1. Rest period paid — Call-back/Standby/Reporting Pay

Example: Employee is called back to work outside of regularly scheduled hours per Article 26,
29, or 25.01(4).

e Employee has regularly scheduled 8:30am-5pm workday.

e Called back to the workplace to attend to specific duty at 2:00am until 3:00am.

e Rest period is triggered at 3:00 am (rest period commences once work completed).

e Rest period is minimum 8 hrs., 3:00 am until 11:00 am.

e Employee advises supervisor of call out and rest period.

e Supervisor reminds employee to enter Rest Period code in PeopleSoft and complete the
comments section.

e Employee reports to work at 11am and will be done work at the end of workday, 5:00 pm.

e The Employee enters applicable code and the start and end time of the call-back into the
comments section (see screen shot) on time sheet.

e Timesheet entry would indicate a call-back (minimum 4hrs) and the appropriate rest period
code (see below) as per 1.01 (a), (b), (c) of the MOA. The appropriate rest period would be
2.5hrs (8:30am — 11:00am), the employee reports to work at 11:00am and is able to resume
regular duties for the remainder of the day.

PeopleSoft Time Entry Codes:

*UNW Pensionable employee (P8U) = RST1B

UNW Non- Pensionable employee (4U, 6U) = RST1H

Reported time on or after 22/03/2014 is for a future period.

Project Costing =
Tue Wed Thu Fri Sat Sun Mon Total . .

114 204 314 a4 514 6/4 14 Hours |Time Reporting Code VLepas
5 REG - Regular 8U A DEFAULT + =
4.0000 CB1 - Callback @ 1.0 hd DEFAULT £ =
25 RST1B - Rest Period 1. 01ABGC 8U A DEFAULT + =
hd DEFAULT & =

Submit

Once you the entry click on the Comments section:



Date Reported Status Approval Monitor Total TRC Description Comments

02/04/2014 Approval In Process Approval Monitor 4.0000 CB1 Callback @ 1.0 L)
02/04/2014 Approval In Process Approval Monitor 50000 REG  Regular 8U ‘jtg@
02/04/2014 Approval In Process Approval Monitor 25000 RST1B Rest Period 1.01ABC 8U ‘L',__'.'*

Using the drop down Menu, in the Comments, identify in “Rest Period Reporting” that the Rest
Period is a result of the Call Back and indicate the duration of the actual length of time for the

call back.
Lol Kl )

Include in
User ID DateTime Created Source Approval Comment

Comments

Call back from 0200 - 0300. Left message with supervisor
neal.shupe 11/03/2014 1:13PM Time Reporting -
Approvals _
Add Comment Time Reporting Ls

2. Rest period paid — Electronic call-back

Example: Employee is required to work during off duty hours via phone or email and is not
required to return to the workplace under Article 26.03(1).

e Employee has regularly scheduled 8:30am-5pm workday.

e Employee designated to be on Standby receives several calls (3) starting at 1:30 am,
averaging greater than 20 minutes in duration and occur a half hour apart. Last call finishes
at 3:15.

e Prior to the start of the employee’s regular shift, the employee calls supervisor per the
established reporting protocols and advises manager of calls.

e The supervisor determines that a rest period is triggered due to “extenuating
circumstances”, as per 1.03(a) of the MOA, and advises the employee to report to work at
11:15am, where the employee will then work until the end of shift, 5:00 pm.

e Supervisor reminds employee to enter Rest Period code in PeopleSoft and complete the
comments section.

e The Employee enters applicable code and enters the start and end time of the phone-calls
into the comments section (see screen shot) on time sheet.

e Rest period is triggered at 3:15 am (end of last phone call).



e Rest period is minimum 8 hrs., 3:15 am until 11:15 am.

e Timesheet for entry would indicate Electronic Callback totalling 2hours at straight-time, and
the appropriate rest period code (see below) as per 1.03 of the MOA. The appropriate rest
period would be 2.75hrs (8:30am — 11:15am), the employee reports to work at 11:15am
and is able to resume regular duties for the remainder of the day.

PeopleSoft Time Entry Codes:

*UNW Pensionable employee (P8U) = RST1D

UNW Non- Pensionable employee (4U, 6U) = RST1J

Timesheet Project Costing [z M
T:,i Total Hours Time Reporting Code Taskgroup
[ 20000 20000 ECB - Electronic Call Back 4,6,8U + [DEFAULT @ | [+ | [=]
47500 47500 REG - Regular 8U ~ |DEFAULT @ | & | [=
[ 27500 27500 RST1D - RestPeriod ECB 8U ~ |DEFAULT @ [+ (=]
Submit . .

Once you the entry click on the Comments section:
+ Reported Time Status
Date Reported Status Approval Monitor Total TRC  Description Comments
01/04/2014 Meeds Approval Approval Monitor 20000 ECB  Electronic Call Back 4,6,81
0100412014 Needs Approval Approval Monitor 47500 REG  Regular &U Ewmem
01/0472014 Meeds Approval Approval Monitor 27500 RST1D RestPeriod ECB 8U Q

Using the drop down Menu, in the Comments, identify in “Rest Period Reporting” that the Rest
Period is a result of Electronic Call Back and indicate the duration of the call back(s).

Comments related to time entered for 01/04/2014 Personalize | Find | View All | L
User ID DateTime Created Source Comment
neal.shupe 11/03/2014 10-31AM Time Reporting - | Received a total of three electronic callbacks beginning at 0115 and

ending at 0315

Approvals

Add Comment Time Reporting W




3. Rest period paid — Overtime worked contiguous to regularly scheduled shift.
Example: Employee works day shift and is requested to work overtime contiguous to their shift.

e Employee works 12hr. shifts alternating between days; 7:15am — 7:45pm and nights;
7:15pm — 7:45am (inclusive of half hour paid & half hour unpaid meal breaks).

e Supervisor requests employee to work 4 hours of overtime continuous to the day shift,
therefore ending their workday at 11:45 pm.

e Rest Period triggered per paragraph 1.01(d) of the MOA due to less than 8 hours between
end of OT and start of next regularly scheduled shift the next morning at 7:15am.

e Supervisor reminds employee to enter Rest Period code in PeopleSoft and complete the
comments section.

e The Employee enters applicable code and enters the start and end time of overtime into the
comments section (see screen shot) on time sheet.

e Rest period is minimum 8 hrs. (7:45pm until 7:45am).

e Timesheet entry would indicate the appropriate overtime for the previous shift, and rest
period code (see below) for the next regularly scheduled shift as per 1.01(d) of the MOA.
The appropriate rest period would be 0.5hrs (7:15am — 7:45am), the employee reports to
work at 7:45am and is able to resume regular duties for the remainder of the day.

PeopleSoft Time Entry Codes:

*UNW Pensionable employee (P8U) = RST1C

UNW Non- Pensionable employee (4U, 6U) = RST1I

Reported time on or after 22/03/2014 is for a future period.

Project Costing {-ZEN

Mon Tue Wed Thu Fri Sat Sun Total
ours

714 8id 914 1074 1114 1214 1314 H Ui [Heponing ik HEl o

12.0000 REG - Regular 8U - DEFAULT + =
4.0000 OT1 - Overtime @ 1.5 4/8/8U hd DEFAULT * =
b} RST1C - Rest Period OT 8U - DEFAULT o+ =
115 REG - Regular 8U - DEFAULT + =
A DEFAULT + =
Submit Apply Schedule
Submit

Once you the entry click on the Comments section:



Date Reported Status Approval Monitor Total TRC Description Comments

07/04/2014 Approval In Process Approval Monitor 4.0000 OT1 Qvertime @ 1.5 4/6/8U '1
07/04/2014 Approval In Process Approval Monitor 12.0000 REG  Regular 8U 'l;
08/04/2014 Approval In Process Approval Monitor 11,5000 REG  Regular 8U ";__-.'*
08/04/2014 Approval In Process Approval Monitor 0.5000 RST1C Rest Period OT 8U ";'*

Using the drop down Menu, in the Comments, identify in “Rest Period Reporting” that the Rest
Period was the result of overtime and enter the time the overtime ended.

i
& g >
Include in
User ID DateTime Created Source Approval Comment
Comments
Qvertime from 1945 - 2345 resulting in rest period for morning.
neal.shupe 11/03/2014 10:46AM Time Reporting A

Approvals

Rest Period Reporting s
Time Reporting

Add Comment

In this scenario Comments would be entered to both April 7t (the date of overtime) as well as
to April 8" (the date of rest period).

4. Rest period without pay - Employee with multiple positions

Example: An employee has two part-time positions with the GNWT. Works in Position #1 in the
morning (0.6 = 4.5 hrs/day) 8:30am — 2:00pm (1 hr. for lunch), and in Position #2 during the
afternoon (0.4 = 3hrs/day) 2:00pm — 5:00pm.

e Employee receives Electronic Call-Back exceeding 1 hour on Tuesday morning from 3am to
4:30am in Position #2.

e Rest period is triggered at 4:30 am.

e Rest period is minimum 8 hrs., 4:30 am until 12:30 pm.

e Employee must make all reasonable attempts to contact supervisor of Position #1 to advise
of electronic call-back in Position #2 and of required rest period.

e Employee reports to work in Position #1 at 1 pm (after lunch break 12 noon to 1 pm).

e Employee reports to work in Position #2 as scheduled at 2pm and works till 5pm.

e Supervisor reminds what code to use and to note the time of the call back in comments



e Employee enters their regular time for Position #2 (3 hours straight time) and the electronic
call-back (4 hours at straight time) as per standard practice (see screen shot) on time sheet
(record #01).

e Employee enters the appropriate Rest Period code for Position #1 (see below) as per 1.02 of
the MOA, multiple positions. The appropriate rest period entry would be 3.5hrs (8:30am —
12:00pm), the employee is able to resume duties for the remainder of the day; as such the
employee enters 1 hr. regular time (record #0).

PeopleSoft Time Entry Codes:

*UNW Pensionable employee = RST1A for the unpaid rest period in record #0

UNW Non- Pensionable employee (4U, 6U) = RST1G for the unpaid rest period in record #0

Position #2- Record #01

Project Costing -l?'!]

Tue Wed Thu Fri Sat Sun Mon Total Ti R ting|Cod Teely

22/4 2374 2414 25i4 26/4 2714 2814 Hours ''M€ REporting Lode askgroup
3.0000 [ 30000 REG - Regular 8U - DEFAULT + =
4.0000 4.0000 ECB - Electronic Call Back 4,6,8U - DEFAULT - =

Position #1- Record #0

Project Costing (=]

T Wed Th Fri [ 3 M Total . .
22 23 24 251 25:: 211 26 Hunutras Vw2 Epenimy et VLo
3.5 RST1A - Rest Period No Pay 8U - DEFAULT + =
1 REG - Regular 8U - DEFAULT + -
- DEFAULT * -
Submit Apply Schedule
{h
Submit . .
Once you the entry click on the Comments section:
Date Reported Status Approval Monitor Total TRC Description Comments
2210472014 Approval In Process Approval Monitor 1.0000 REG |Regular 8U ‘-
Vo
22/04/2014 Approval In Process Approval Monitor 3.5000 RST1A Rest Period No Pay 8U 5

Using the drop down Menu, in the Comments, identify in “Rest Period Reporting” that the rest

period was triggered as a result of an electronic call back from another position; the time of the
call back is also noted.



Include in
User ID DateTime Created Source Approval Comment
Comments

neal shupe 11/03/2014 1:33PM Rest Period Reporting hd Rest period no Pay - mulitple positions.

Callback from record 1 from 0300 - 0430
neal shupe 12/03/2014 10:00AM Rest Period Reporting A

5. Rest period — Worked due to Emergency or Legislative Requirement
Example: Employee has regularly scheduled 8am-4:30pm workday.

e Employee is called back to work at 1:30am and remains at work until 3:30 am.

e Rest period is triggered at 3:30 am (rest period commences when work is done).

e Rest period is minimum 8hrs., 3:30am — 11:30am.

e Supervisor reminds employee to enter Rest Period code in PeopleSoft and complete the
comments section.

e The Employee enters applicable code and enters the start and end time of overtime into the
comments section (see screen shot) on time sheet.

e Due to a legislated requirement (required to appear in court) the following morning, there
is no ability to observe the rest period.

e The Employee enters the start and end time of the call-back into the comments section (see
screen shot) on time sheet.

e As per 1.05 of the MOA, the employee will be required to work through the rest period and
be paid at twice the hourly rate for all hours worked within the defined period of rest.

e The employee enters the appropriate time for the call back and, as the employee’s rest
period cannot observed, the employee enters the appropriate code for the rest period (3.5
hours at RST1E — pensionable hours plus 3.5hours at RST1F to compensate at twice the
hourly rate as per 1.05 of the MOA)

PeopleSoft Time Entry Codes:

UNW Pensionable employee (P8U) RST1E (regular/pensionable hours) & RST1F (to total 2X base
salary for hours worked)

UNW Non-Pensionable employee (4U, 6U) RST1K (regularly scheduled hours) & RST1L (to total 2X base
salary for hours worked)



From Tuesday 01/04/2014 to Monday 07/04/2014

Timesheet Project Costing
T e MM B M e rime Reporing Cose Taskgroup

[ 40000 | [ | | [ | CB1 - Callback @ 1.0 - DEFAULT (@) | #]| (=]

[ 38| | [ | | [ | RSTAE - Rest Period EMERG 8U - DEFAULT (@, |[#]| [=]

[ 35| | [ I I [ I RST1F - Addl Rest Pd EMERG 8U - DEFAULT (@) [[#]| [=]

| 4 | | | | | REG - Regular 8U - DEFAULT [@ 4] =]
| Submit | | Apply Schedule

| Submit | , -

Once you the entry click on the Comments section:

¥ Reported Time Status
Date Reported Status Approval Monitor Total TRC Description Comments
01/0472014 Approval In Process Approval Monitor 4.0000 CB1 Callback @ 1.0

Comments}

01/04/2014 Approval In Process Approval Monitor 4.0000 REG  Regular 8U

01/0472014 Approval In Process Approval Monitor 3.5000 RST1E |Rest Period EMERG 8U O
01/04/2014 Approval In Process Approval Monitor 3.5000 RST1F Addl Rest Pd EMERG 8U O

Using the drop down Menu, in the Comments, identify in “Rest Period Reporting” that the Rest
Period is a result of the Call Back and indicate the duration of the actual length of time for the

call back.

Comments related to time entered for 01/04/2014 Personalize | Find | View All | © B Fo K 1071 D Laa
Include in
User ID DateTime Created Source Approval Comment
Comments
2 hour callback from 0130 to 0330. Required to work at 0800 dues to
nealshupe  11/03/2014 11:27AM  Time Reporting - Court

Approvals

Rest Period Reportin
| Time Reporting Ls




