Work Schedule Rule — JHU Staff

Definition: The work schedule rule represents the maximum hours an individual can be
scheduled to work in any given work week. Overtime will be paid via supplemental pay for
eligible staff. The work schedule rule replaces the legacy standard day (7, 7.5, 8). If you
multiply the legacy standard day by 5, the resulting figure equates to the work schedule rule used
in SAP.

35.0WKS5:
e SAIS non-exempt staff
37.5WK5:
¢ Non exempt staff in the Homewood Divisions
e Exempt Staff University-wide
e All Faculty University-wide
e Some non exempt staff in Bloomberg School of Public Health

o See departmental/divisional representatives for exceptions

40.0 WKS5:
o Non exempt staff in the School of Medicine
e Bargaining Unit Staff University-wide
e Non exempt staff in Bloomberg School of Public Health
o See departmental/divisional representations for exceptions

Exceptions to above who are on a 40 hour work schedule rule:

o Nurse Anesthetists in Anesthesiology (School of Medicine)
Supervisory (exempt) staff in Custodial Services (Facilities Management)
Non exempt staff in Facilities Management (SAIS)
Campus Police Officers in Security (Homewood Divisions)
Stationary Engineers in Facilities/Plant Operations (Homewood Divisions)
Exempt staff in Supply Chain

O O O O O

No WKSC:
e Only used for non employee hires

Student Work Schedule Rule (19.99 hours per week maximum):
e Undergraduates
e Graduates
e Visiting Students

Fellow Work Schedule Rule (no work commitment):
o Fellowship Recipients in employee group 8, subgroup 20
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The list for work schedule rule list may be cumbersome. To aid in managing this list, we suggest
initiators/approvers create a personal list. The personal list will allow you to only see the option
you select. Follow the directions below to create a personal list.

Step 1

Work Hours
Weekly Work Hours(Scheduled)

™

Work Schedule Rule | I@ ==> Click on the search icon in the
ISR
Step 2
YWark Schedule Rule (17 131 Entries faund
Restrictions | } - _
= = nghl_lght the selection you
= want in your Personal list and
Eﬂ] [ . ga click the “Insert in Personal
ESG “[ID [PSG|WS rule |Work schedule ruletext  [PWs |start Date [Enapg List” icon.
5 JS 10 350WK 7 DAY 35.0 HOURSIWEEK D770 01011850 12031
5 JS 10 35.0WK5 5DAY350HOURSIWEEK DI70 0101nsan 1231 Repeatthis procedure for each
5 s 10 [37.5WKs |5 DAY 37.5 HOURSIWEEK  D&75 0/i/igan 12i3qy Selection you want included
5 JS 10 4D0WK 7 DAY40.0HOURSWEEK D780 01/ifaan 12731 ON your personal list.
§  J5 10 40.0'WKS 5DaY 40.0 HOURSIWEEK D880 01/01/1980 12/31/5999
5 J3 10 NOWKSC NOWORK SCHEDULE OFF  01/01/1850 12/31/9999
5 J5 14 400WK 7 DAY 40.0 HOURSAMEEK D780 01/01/1880 12/31/9939
5 J3 14 NOWKSC NOWORK SCHEDULE OFF  01/01/1850 12/31/9999
5 JU10 3TEWK 7 DAY37.5HOURSIWEEK D775 01/01/1890 12/31/9939
§  JU10 37.5WKS 5DaY37.5 HOURSIWEEK DS75 010101980 12/31/9999
5 JU10 400K 7 DAY 40.0 HOURSMEEK D780 01/01/1850 12/31/9999
5 JU10 40.0'WKS 5D&Y 40.0 HOURSIWEEK DS30 01/01/1980 12/31/9939
£ JU10 MNOWKSC NOWORK SCHEDULE OFF 010141850 12/31/9999
5 JU11 3T5WKS 5DAY37.5HOURSIWEEK DSTS 01/01/1890 12/31/9939

| 131 Entries found

JHU

ork Schedule Rule (1)

B Entries found

Your Personal List has now

been created.

“lIp |PSG|WS rule |Work schedule rule text

|PWS |5tan Dote [End Date Once the list has been

2 J5 10 35.0'WkE 5 DAY 35.0 HOURSHYEEL
2 J3 10 3T.5WIKE 5 DAY 37.5 HOURSHWEEL
2 J3 10 40.0°Wks 5 DAY 40.0 HOURSHWEEL
2
5
7

JU 15 STUDEMT StudentWaork Schedule
J5 10 MOWKES MO WORK SCHEDLLE
JU 10
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created it will default each

D770 01/01/1990 12431/9999 o
time this field is browsed.

D&75 01/01/1990 1273119999

D&30 01/014990 127310999
D719 01/0141990 12531799949
OFF  01/01/990 1273119999

FELLOWY  FELLOWOWORK SCHEDULE FLLW 01/01/1990 12731199949



Health System

Wiork Schedule Rule (1Personal Yalue List Work Schedule Rule |

R estrictions |
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ES grauping: 1

Holiday calendar (D JB

F3 grouping: 20

WS rule “Work schedule rule t|PWS |5tart Date |End Date

DAY 08 |8 HOUR DAY D08 0140111990 12/31/9989
DAY 10 10 HOUR DAY Dy10 014011990 12/31/9989
DAY 12 12 HOUR DAY Dy12 0100111990 1273179999
EVEDE2 8 HOUREVE EV0E 010111990 1273179989
EVE10 10HOUREYE Ev10 01/01/19580 12/31/4999
EVE12 12HOUREYE EV12 010111990 1273179989
MIGHT 08 2 HOLR MIGHT MTOS2 010111990 1273179989
MIGHT 10 10 HOUR NIGHT MT10 010111990 1273179989
MIGHT 12 12 HOUR MIGHT MT12 010111990 12/31/9989
ROTAT 08 8 HOUR ROTATE RTOS2 01/01/1990 12/31/9989

ROTAT 10 10 HOUR ROTATE RT10 010111990 1273179999
ROTAT 12 12 HOUR ROTATE RT12 010111990 12/31/9989

Additional icons used to manage your personal list:

This icons allows you to delete items from the
personal list

@) This icon allows you to Display all Values

@ This icon allows you to view your Personal List
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