Declared Weather Emergency Pay Procedures in Nightingale

For Exempt employees:

e For those employees working as drivers:

0 Enter an IN shift with the category of Admin.

0 Enter the corresponding number of hours the employee was driving

0 Specify the pay rate as AST to assure these hours are paid out above their FTE status of
hours.

0 If the employee is not eligible for AST (eg: Manager level and above) then this can be
submitted via the bonus spreadsheet sent to PayProblems@jhmi.edu (reg. rate X #
hours worked).

e For those employees who were “sleeping over” or remained on site to return for their next shift:
0 Inan effort to keep the AVL reporting clean, it would be best to pay those exempt staff
who stayed over by submitting bonus amounts via the bonus spreadsheet sent to
PayProblems@jhmi.edu. Please check with your Director of Nursing for further
direction.
0 If AVL has already been entered into Nightingale, it does not need to be removed unless

directed otherwise by that department’s Director.
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Declared Weather Emergency Pay Procedures in Nightingale

For Non-Exempt Staff:

e For those employees working as drivers:

0 Click on the IN quick cut or right mouse click->Assign->Indirect to get to this pop up
window.

0 Choose the category of Admin. You may enter a descriptor in the area above the
category selection to further describe why this IN shift was inserted.

0 Enter the number of hours the employee worked as a driver.

0 Inthe pay rate section, click on the “Specify” button. Scroll down to the NPP Non-
Productive Pay Rate.

0 Click OK.

0 If the employee has more than 40 hours of time entered for the week (excluding
vacation, sick, or Free Holiday) you will see OT calculated for any hours greater than 40.

0 Inthe change reason popup, you can choose the reason “Weather Emergency” so this

can be tracked and data gathered at a later time.
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e For those employees who were “sleeping over” or remained on site to return for their next shift
0 Follow the above scenario for the first continuous 24 hours they were on site. Enter the
NPP hours for those hours not spent actually working, but remaining on site.
0 Forall hours worked after the initial 24 hour period, they should be paid REG for all
hours they actually worked. For any additional 24 hour period after the initial 24 hours,



Declared Weather Emergency Pay Procedures in Nightingale

bonuses should be paid by submitting the bonus amounts on a spreadsheet and sending
them to payproblems@jhmi.edu. This cannot be entered into Nightingale.

*Please note that HR considers each snow storm a separate event, therefore, each of these scenarios

can be applied to each event.
Snow storm #1: Friday February 5, 7pm through Monday February 9 at 4pm

Snow storm #2: Tuesday February 9, 7pm through Friday February 12 at 7pm



