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In the event of a university-wide closure, employees will be paid for the hours they were 

scheduled to work that day. It is the supervisor’s responsibility to enter this time off on behalf of 

their employees (supervisors are the only people who have access to this time type). 

Calculating Hours  

The general guideline on calculating the University Closure hours is to base the number of 

hours on the employee’s standard shift on that particular day. 

Examples: There is a closure on Monday August 21 and the university will not open until 12pm. 

• Sara usually works from 8am to 5pm on Mondays, therefore her supervisor would add 4 

hours of University Closure time to her time off for that day. 

• Jim usually works from 6am to 6pm on Mondays, therefore his supervisor would add 6 hours 

of University Closure time to his time off for that day. 

• Hanna usually works from 10am to 2pm on Mondays, therefore her supervisor would add 2 

hours of University Closure time to her time off for that day. 

Entering University Closure Time 

Once the number of hours has been determined for each employee, the supervisor may add 

this time through the Team Time Off worklet. 

 

1. Select “Enter Time Off” 

 

2. Enter the employee’s name in the box next to Worker 
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3. Click on the date of the closure, then on the green “1 Day – Request Time Off” button at 

the bottom left-hand side of the screen 

 

4. Select “University Closure” from the Type box and enter the number of hours the 

employee would have worked in the Daily Quantity field, then hit “Submit” 

 

5. Repeat this process for all employees on the team who should receive paid time for the 

university closure 


