Summer Hours FAQs

Q. Can my department allow all department employees to take vacation
on Friday mornings so that we can close our office on Fridays?
A. No, it is critical that departments remain staffed until noon on Fridays.

Q. Can my entire department work remotely on “early Friday” mornings?
A. A presence on campus during open hours is important for various reasons
and departments must ordinarily remain open for walk-in business, visitors,
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Q. If I have a planned vacation on an “early Friday,” do | need to use 7.5
(or 8 hours, as applicable) of vacation?

A. No. Employees would use applicable vacation, personal, or sick leave codes
for hours up to noon, and “unscheduled close” leave (up to 4 hours) for
afternoon hours (noon and later) on “summer Friday” days.

Q. Who is responsible for managing unscheduled close (UC) hours in the
timekeeping system?

A. Supervisors are responsible for managing UC hours. While the payroll office
may conduct periodic audits, supervisors are responsible for tracking hours to
ensure the UC hours (regular and delayed) are recorded accurate and used
appropriately.

Q. I'm a part-time employee. How will “summer Fridays” benefit me?
A. Part-time employees should refer to the employee handbook (Section
6.5.1.b) regarding paid holidays.
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