Enterprise Services Communication – 10/07/13
What?            Payroll contingency planning 
Who?             Agencies impacted by federal government shutdown
Why?             Ensure that employees impacted by shutdown are paid accurately   
When?           Distribute immediately 
Background:  Some state agencies must temporarily lay off employees in response to the federal government shutdown. These agencies must use Leave Without Pay (LWOP) absence type 9396-LWOP Tmp/Layoff/AgyAction to ensure that employee leave accruals are not impacted.  

See web page for employee notification templates, FAQ, and related rules:  http://hr.wa.gov/Pages/federalshutdown.aspx 

Agencies can use the Fast Entry of Time Data (PA71) procedure to enter the LWOP absence type for large groups of employees.  The LWOP absence type can be entered for the appropriate period and will reflect the employees’ work schedule hours on IT2001 (Absences).  

Agency Action: 
1. Hourly Employees:   No action is required on hourly employees.
1. Monthly Salaried Employees:  Create the appropriate LWOP absence type effective for the affected time period using PA71 (OLQR procedure).
1. 24/7 Salaried Employees:
2. Option 1
0. Create a valid work schedule for all employees for the entire pay period.
0. Create the appropriate LWOP absence type effective for the affected time period using PA71.
2. Option 2
1. Create WT1223 for 24 hours for one day (10/05/2013) utilizing PA71 with entry on the Employee Remuneration Info (IT2010)
1. Create the appropriate LWOP absence type record effective 10/05/2013 to 10/05/2013 using  PA71.
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