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General:

This guideline establishes the extended hours of operations for off hours use in order to allow for application development and delivery activity on the test and development system.
Guideline:
Application Development & Delivery on the Test and Development System
                      A.
Line activity to the test and development system will be limited from 0600 (6 A.M.)  to 1800 (6 P.M.) hours, Monday through Friday, excluding holidays.  Any test time outside of this must be approved by the Customer Services and Application Processing Sections.  The following are time frames that you must obtain approval for:





1800 to 0600 hours (6 P.M. to 6 A. M.) -  Weekdays





0001 to 2400 hours  -  Holidays

1800 (6 P.M.) on Friday to 0600 (6 A.M.) on Monday  -  Weekends



B.
The request must be made by 1400 (2 P.M.) hours one work day prior to the extended hours that are being requested.  The respective Bureau Director must make the request.



C.
Test time will be approved on a first-come, first-served basis.

Guidelines for Extended Hours of Operations for off hours for Counties

                       A.
The Site Security Officer telephones the request to the CPR Hotline in the Division of Implementation and Analysis at Network 8-520-5418 or local 717-772-5418.




NOTE:
All requests must be received at least 48 hours in advance of the proposed overtime.



B.
The Site Security Officer will be asked to provide the following information to support the request:




1.
The reason for the request, e.g., special report, work backlog, etc.




2.
The date(s) and time(s) system access is desired.




3.
The names and social security numbers for all operators who will be working extended hours.




4.
The name and phone number of the person to be in authority during the extended hours.



C.
If the request is appropriate and timely, Division of Implementation and Analysis staff will contact Production Control to see if the systems can be made available as requested.  Occasionally requests will be denied by Production Control due to need for systems production runs, software fixes or system problems.



D.
After obtaining concurrence or non-concurrence, Division of Implementation and Analysis staff will then contact the Site Security Officer to communicate approval or denial of the request.

	E. It is the responsibility of Production Control to notify Telecommunications and Operations to insure that the affected lines are open to the system.
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