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HOLIDAY PAY POLICY

Kathy Agnew

Executive Director, Client Services



POSSIBLE NEEDS FOR WINTER BREAK 2020

▪ With record COVID cases occurring every day, it is predicted that NM will reach 
its peak of positive cases in December.

▪ Over the winter holiday, staff may be needed in the areas of healthcare, food 
service, or other critical student services to support student residents. For this 
reason, UNM may see a need to utilized specific staff not normally employed over 
the holiday break.

▪ If you are and employee or supervisors whose area may be impacted by time 
worked during winter break, we encourage you to review UNM’s policy on holiday 
pay.



UAP 3405: HOLIDAYS

Nonexempt

▪ All eligible regular hourly paid employees who are required to work on a holiday 
will be paid time and a half for the hours worked. Additionally, for the total number 
of holiday hours worked, they will equally be given the same number of hours to 
use as paid time off outside the university holiday closure period. 

▪ These extra hours off must be used within 90 days of them being earned. If the 
hourly employee is unable to use their extra time off within the 90-day period they 
will receive pay at their regular rate for the hours worked during the holiday. 

UAP 3405: Holidays Policy

https://policy.unm.edu/university-policies/3000/3405.html


UAP 3405: HOLIDAYS

Exempt

▪ Eligible salaried employees who are required to work on a holiday will be paid 
their regular salary and provided with another paid day off. 

▪ Supervisors may allow exempt employees paid time off for the time they are 
required to be “on-call” during a holiday.

Prior Notice

▪ An employee may be required to work a holiday without notice and approval in 
order to meet operational needs. But in these situations, supervisors should give 
employees as much notice as possible, working with employees in a fair and 
reasonable manner.

UAP 3405: Holidays Policy

https://policy.unm.edu/university-policies/3000/3405.html


INCLEMENT WEATHER

Kathy Agnew

Executive Director, Client Services



INCLEMENT WEATHER

▪ UAP 3435 Policy: Inclement Weather

▪ The University will not close during periods of inclement weather unless 
conditions are so severe as to endanger the University community. 

▪ The President will determine if the Albuquerque campus will delay opening or 
close for the day; and the Branch Campus Chancellors will make these same 
decisions for their locations.

▪ Critical services will be determined by cognizant vice presidents and those areas 
will need to remain operational.

https://policy.unm.edu/university-policies/3000/3435.html


INCLEMENT WEATHER: LIMITED OPERATIONS

UPDATE: Due to our Limited Operations Status with 
many employees working from home, it has been 
decided that should an inclement weather situation 
arise this winter, we will follow the same protocol as 
usual. 

Even though employees may still be able to perform 
work remotely, a delay or full day closure means that 
non-critical employees will have the allotted time off 
and it should be entered as “paid administrative 
leave” in their timekeeping records.



HOLIDAY & WEATHER INFO

▪ Holidays

▪ Winter Break: December 23-31, 2020 and January 1, 2021 
(return Monday, Jan. 4)

▪ Martin Luther King Day: January 18, 2021

▪ Weather

▪ LoboAlerts at loboalerts.unm.edu/

▪ Snow Hotline: 505-277-SNOW (7669)

https://loboalerts.unm.edu/


LIMITED OPERATIONS TIERS

Kathy Agnew

Executive Director, Client Services



LIMITED OPERATIONS FUNCTIONAL TIERS

▪ On Nov. 19 you were asked to update your division’s working Tier status for all 
staff employees.

▪ Tier Definitions:

▪ Tier 1: Work must be done on campus.

▪ Tier 2: Working remotely because it is possible to do so.

▪ Tier 3: Not working because work is not needed at this time.

▪ Deadline to have these updated is Sunday, Dec. 13

▪ Questions/discussion about tier reporting



QUESTIONS?
Kathy Agnew

agnewk@unm.edu

mailto:email@unm.edu


PAYROLL INFORMATION

Patty McLaughlin, Supervisor

UNM Payroll Department



EXCEPTION TIME DEADLINE FOR 5R12

▪Deadline is 4 p.m. on Dec. 14

▪ The exception time is November leave



TIME ENTRY DEADLINE FOR 2R26

▪Deadline is 4 p.m. on Dec. 18

▪Estimate 12/18/20

▪Pay date is Dec. 24

▪Direct Deposit – by Dec. 15 



TIME ENTRY DEADLINE FOR 2R01

▪Deadline is 4 p.m. on Jan. 4

▪Pay period 12/19/2020 – 01/01/2021
▪ Can be recorded as worked/holiday 

▪ Time entry will open on Dec. 19

▪Remember Holiday hours use earn code 010

▪Remember Holiday worked hours use earn code 100

▪Pay date is Jan. 8, 2021



W-2

▪ Update addresses

▪ Terminated, retired, deceased, etc.

▪ Do not inactivate current mailing address without new address

▪ Deadline for receiving address changes is 1/15/21

▪ Electronic consent is available for 2020 until 1/19/21 11:59 PM



QUESTIONS?
Payroll

pay@unm.edu



STAFF SALARY STRUCTURE UPDATE

Stacie Jackson, Manager 

HR Compensation



STAFF SALARY STRUCTURE UPDATE

▪ Designed to provide a clear framework 
for paying staff employees competitively 
within the labor market

▪ Periodic reviews are conducted to 
ensure alignment with industry-leading 
practices and compliance with state and 
federal regulations

▪ New Staff Salary Structure will be 
implemented to better align with best 
practice and ensure compliance with 
2021 Minimum Wage rate increase

https://hr.unm.edu/unm-staff-salary-structure


STAFF SALARY STRUCTURE UPDATE

Current Structure 



STAFF SALARY STRUCTURE UPDATE

New Structure for CY 2021



STAFF SALARY STRUCTURE UPDATE

▪Per UAP 3500, Section 2, employees 
must be paid at least the minimum of 
their grade.

▪Affected salaries will increase, 
effective:
▪ 12/19/2020 (2R01) for Non-exempt staff

▪ 1/1/2021 (5R01) for Exempt staff

▪ Information sent to Level 3 orgs in 
November to prep for changes. Final 
notification documents to be 
distributed no later than Dec. 14.

https://policy.unm.edu/university-policies/3000/3500.html


MINIMUM WAGE EFFORT

▪Changes to structure will ensure 
compliance with 2021 Minimum Wage 
increase from $9/hour to $10.50/hour

▪As a result, several changes to 
classifications will occur. Changes will be 
captured in notification documents to 
employees. 

▪ For UNM Jobs actions, must ensure you 
are creating new requisitions to pull in 
up-to-date information, rather than copying 
old requisitions. 



CLASSIFICATION STUDY UNDERWAY

Stacie Jackson, Manager 

HR Compensation



CLASSIFICATION STUDY UNDERWAY

▪ UNM engaged Huron Consulting Group 
to assist in evaluating differences 
between like-positions at HSC and Main 
Campus

▪ Huron will help identify whether 
differences in job complexity, scope 
and/or nature between HSC and Main 
Campus positions warrant new job 
classifications and/or changes to existing 
job classifications

▪ Stakeholders will be contacted over 
upcoming weeks to provide information 
regarding various jobs at the University



QUESTIONS?
HR Compensation

comp@unm.edu



EOD UPDATES

John Rodriguez

Manager, Employee & Organizational Development



MANDATORY TRAINING EXTENDED: JAN 31, 2021



PERFORMANCE EVALUATION PROCESS 2020

▪ Many people are craving social interaction right now, especially 

if they live alone. Before diving into the meat of the 

performance review, allow a few minutes to check in with the 

employee.

▪ Be sincere and genuine. Ask them about their family or fun 

plans coming up, topics completely unrelated to work. This may 

seem like an inefficient use of time, but it lightens the mood and 

sets the stage for a more productive, amicable discussion.

▪ Send the meeting invitation out in advance so that both the 

supervisor and the employee can be well prepared. You should 

allow at least one hour for the meeting.

Important Tips for Conducting a Successful, Virtual Performance Evaluation



PERFORMANCE EVALUATION PROCESS 2020

▪ Use Zoom or other video conferencing, but have a 

back up in case of technical difficulties such as a 

phone.

▪ Use “screen sharing” to display documents and data.

▪ If you know the meeting will go over one hour, be sure 

to build in a break so both the supervisor and employee 

remain focused.

▪ End on an upbeat note.

▪ Follow up in writing.

Important Tips for Conducting a Successful, Virtual Performance Evaluation



PERFORMANCE EVALUATION PROCESS 2020

Assessing 2020 Goals in Light of COVID

▪ Many staff have seen significant changes to their job responsibilities and priorities due to COVID.

▪ As a result, it may be necessary to re-evaluate goals and expectations to ensure they are still relevant. Here are 
some tips to help supervisors navigate these changes:

▪ Discuss any goals that may have changed, and make updates to goals in UNMJobs as appropriate

▪ When goals were not accomplished because of COVID-related factors, be fair and understanding.  

▪ Be sure to clearly explain circumstances, and avoid any punitive ratings or language due to circumstances that 
are out of the employee’s control.

▪ You may want to rate those goals as “Deferred/In Progress” and then move those goals into 2021. For 
example, “With John Smith was not able to complete this goal due to X, Y and Z. This goal will be deferred 
to 2021.”

▪ Do not hesitate to add new goals that are reflective of the actual expectations from 2020 and evaluate how they 
were accomplished.

▪ Remember, the annual evaluation should paint a complete picture of expectations and performance over 
the course of the year

For further guidance and assistance, please contact EOD at pep@unm.edu

mailto:pep@unm.edu


CHANGING GOALS FOR PEP

▪ Make sure you are evaluating your employee’s and 
your own most current goals. You should go into your 
goals before doing the Self-Evaluation and edit them 
or even add new ones if you completed goals that you 
might not have created last year. 

▪ You can access your goals or your teams goals from 
Performance > Goals.

▪ We suggest not cancelling a goal because it will still 
appear on your PEP- you just won’t have to evaluate 
it. It is best practice to edit the goal.

▪ You will always have the option to “view history” to 
see how a goal has changed.

▪ Be sure to make any changes when editing so that it 
is the most accurate.

▪ If a goal is going to extend into 2021- adjust the due 
date accordingly.



QUESTIONS?
John Rodriguez| jrod@unm.edu

mailto:jrod@unm.edu


GENERAL QUESTIONS

&

DISCUSSION



https://hr.unm.edu/hr-forums


THANK YOU!


