REST PERIODS- PEOPLESOFT TIME ENTRY CODES

QUESTION & ANSWERS

1. DO | HAVE TO ENTER TIME IN PEOPLESOFT FOR MY REST PERIOD THAT
FALLS WITHIN MY REGULARLY SCHEDULED WORKDAY/SHIFT?

Yes. Employees must enter a new Rest Period code for the time they are on a Rest
Period during their regularly scheduled workday/shift. This code replaces your
regular hours and ensures that you are paid your regular rate of pay for all hours you
are on a Rest Period during your regularly scheduled hours. You will then enter
Regular Time for the balance of your worked day/shift.

You will enter a PeopleSoft code which corresponds to the reason the Rest Period
was triggered.

2. DO | HAVE TO FILL OUT THE COMMENTS SECTION WHEN | ENTER MY REST
PERIOD CODE IN PEOPLESOFT?

Yes. If you are on a Rest Period, you must first enter the appropriate Rest Period
code and then after hitting “Submit” you click the Comments “bubble”. Select the
“‘Rest Period Reporting” option in the drop down box under the “Source” heading and
then complete the Comments section. In the Comments section, you indicate the
reason triggering the Rest Period (Callback/Standbycall/Electronic
Callback/Contiguous Overtime) and the start and end time of the work.

3. | WAS ASKED TO WORK, CALLED BACK TO WORK, OR ASKED TO WORK
OVERTIME TO BACK-FILL FOR A COWORKER WHO WAS ON A REST
PERIOD, DO | HAVE TO ENTER A SPECIFIC CODE IN PEOPLESOFT?

Yes. Employees asked to work to provide coverage for a co-worker on a Rest
Period must enter the appropriate Rest Period coverage code.

4. WHY DO | HAVE TO ENTER A PARTICULAR PEOPLESOFT CODE WHEN ON A
REST PERIOD OR PROVIDING COVERAGE FOR AN EMPLOYEE ON A REST
PERIOD?

Employees must enter the appropriate PeopleSoft code when on a Rest Period or
when reporting to work to provide coverage for a co-worker on a Rest Period
because the frequency of mandatory Rest Periods must be accurately tracked in
order to assess both the financial and operational impacts.



. WHAT CODE DO | ENTER INTO PEOPLESOFT IF | AM ON A REST PERIOD

BECAUSE | HAD TO RETURN TO WORK OUTSIDE OF MY REGULAR
SCHEDULED HOURS (CALL-BACK/WORK ON STANDBY/REPORTING PAY)?

UNW Pensionable employee (P8U) = RST1B — Rest Period 1.01ABC

UNW Non- Pensionable employee (4U, 6U) = RST1H — Rest Period 1.01ABC

. WHAT CODE DO | ENTER INTO PEOPLESOFT IF | AM ON A REST PERIOD

BECAUSE | HAD TO WORK OVERTIME CONTIGUOUS TO MY REGULARLY
SCHEDULED SHIFT?

UNW Pensionable employee (P8U) = RST1C — Rest Period OT

UNW Non- Pensionable employee (4U, 6U) = RST1l — Rest Period OT

. WHAT CODE DO | ENTER INTO PEOPLESOFT IF | AM ENTITLED TO A REST

PERIOD DUE TO AN ELECTRONIC CALLBACK LASTING LONGER THAN AN
HOUR OR AM GRANTED A REST PERIOD DUE TO NUMEROUS ELECTRONIC
CALL-BACKS LASTING LESS THAN ONE HOUR IN DURATION?

UNW Pensionable employee (P8U) = RST1D — Rest Period ECB

UNW Non- Pensionable employee (4U, 6U) = RST1J — Rest Period ECB

. WHAT CODE DO | ENTER INTO PEOPLESOFT IF | AM ON A REST PERIOD

FALLING UNDER THE MULTIPLE POSITIONS PROVISION OF THE
MEMORANDUM OF AGREEMENT?

UNW Pensionable employee = RST1A — Rest Period- No Pay
UNW Non- Pensionable employee (4U, 6U) = RST1G — Rest Period- Not Pay

. IF 1 AM REQUIRED TO WORK DUE TO AN EMERGENCY OR LEGISLATIVE
REQUIREMENT WHEN | SHOULD BE ON A REST PERIOD, WHAT CODE DO |
ENTER INTO PEOPLESOFT?

In this circumstance, you must always enter two codes into PeopleSoft. As this time
falls within regularly scheduled hours, the first code ensures your pensionable time
(if applicable) and leave/allowance/benefit entittements are captured for all regular
hours worked. The second code ensures you receive two times (2X) your base
salary for all hours worked during what would have been the eight (8) hour Rest
Period.



10.

11.

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) &
RSTLL (to total 2X base salary for hours worked)

| AM A RELIEF WORKER WITHOUT A REGULAR SCHEDULE OR A CASUAL
AS AND WHEN EMPLOYEE AND HAVE BEEN ASKED TO WORK TO PROVIDE
COVERAGE FOR AN EMPLOYEE ON A REST PERIOD. WHAT CODE DO |
ENTER INTO PEOPLESOFT FOR MY HOURS WORKED?

Relief Worker and Casual AAW employees, no defined hours of work = RST1Q

IF I A WORK OUTSIDE MY REGULARLY SCHEDULED HOURS TO PROVIDE
COVERAGE FOR A CO-WORKER, WHAT CODE DO | ENTER INTO
PEOPLESOFT?

If you are asked to work outside your regularly scheduled hours because a co-
worker is on a Rest Period, you will enter on of the following codes into PeopleSoft,
depending on the nature of the work and your entitlements under the Collective
Agreement:

Call-back with 4 hour minimum straight time:
UNW Pensionable employee = RST1M
UNW Non-Pensionable employee (4U, 6U) = RST1R
Pensionable Excluded Employee = RST2A
Non-Pensionable Excluded Employee (4U, 6U) = RST2E
Electronic Call-back at straight time:
UNW Pensionable employee = RST1N
UNW Non-Pensionable employee (4U, 6U) = RST1S
Pensionable Excluded Employee = RST2B
Non-Pensionable Excluded Employee (4U, 6U) = RST2F
Overtime at time and a half (1.5X):

UNW Pensionable employee = RST10



UNW Non-Pensionable employee (4U, 6U) = RST10

Pensionable Excluded Employee = RST2C

Non-Pensionable Excluded Employee (4U, 6U) = RST2C
Overtime at two times (2X):

UNW Pensionable employee = RST1P

UNW Non-Pensionable employee (4U, 6U) = RST1P

Pensionable Excluded Employee = RST2D

Non-Pensionable Excluded Employee (4U, 6U) = RST2D



