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Holidays
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	Purpose:
	To allow for paid observation of holidays.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) employees

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.
· “(ORGANIZATION) employees” are defined as all part-time (over 50% FTE), full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.


	For more information:
	


Text of Policy:

(ORGANIZATION) observes 12 paid holidays per year:

· New Year’s Day (plus day before)

· Martin Luther King Day

· Good Friday

· Memorial Day

· Independence Day

· Labor Day

· Veteran’s Day

· Thanksgiving Day (plus day after)

· Christmas Day (plus day before)

If a holiday occurs on a Saturday, the proceeding Friday will be observed, if on Sunday, the following Monday will be observed, unless other dates are determined by the CEO.  The CEO may also move an official holiday to another date (i.e. Veteran’s Day to the day before Thanksgiving) by making an official announcement at a staff meeting and sending an email to all employees and contractors.  To document that a holiday was observed, the employee should list 8 hours in the “holiday” row of her/his timesheet.  (Note: holiday time must ALWAYS be used in 8 hour segments, whether on the official holiday or a substituted day – see below.)

An employee may substitute another day for an official agency holiday in order to accommodate religious preferences or other celebrations.  In order to swap holidays, the employee must first receive authorization from her/his supervisor to work the official holiday.  When working on the holiday, time should be recorded on the employees timesheet as it would on any other day (divided among projects) not recorded in the “holiday” row.  The employee must also then document that a holiday was worked on the (F:\Admin\Timesheets\07 Time sheets\Holidays).  When the holiday is to be used, the employee must first receive authorization from her/his supervisor to be absent for a day.  At the point that the holiday is used, it should be noted on the timesheet as 8 hours in the “holiday” row with a note stating from which official holiday the time was accrued (i.e. “holiday time used on 3/1/06 was accrued on Martin Luther King Day”) and the date used should also be noted in the (F:\Admin\Timesheets\07 Time sheets\Holidays).

New employees on payroll fewer than 30 days will be ineligible for holiday pay.  Part time employees (working 50% or over) are eligible for a pro-rated number of holidays based on the percent of a 40-hour workweek that they routinely work.  Staffing agency employees may be permitted to work on an agency holiday only with permission from their supervisor and if an (ORGANIZATION) employee will be working the same hours in the same location.

Reference: (July, 2010) U.S. Department of Labor


� HYPERLINK "http://www.dol.gov/dol/topic/benefits-leave/holiday.htm" ��http://www.dol.gov/dol/topic/benefits-leave/holiday.htm� 





The Fair Labor Standards Act (FLSA) does not require payment for time not worked, such as vacations or holidays (federal or otherwise).














