Holidays Policy 

Sample Policy #1
Holidays 

The library shall be closed the following days:

· New Year's Day (January 1)

· Martin Luther King, Jr.’s Birthday (3rd Monday in January)

· Presidents’ Day (3rd Monday in February)

· Memorial Day (last Monday in May)

· Independence Day (July 4)

· Labor Day (first Monday in September)

· Thanksgiving (4th Thursday in November and the following Friday)

· Christmas Eve (December 24)

· Christmas Day (December 25)

· New Year’s Eve (December 31)

When any of the above falls on a day that the library is normally closed, the holiday shall be observed the following day regularly open.

If a holiday occurs during an employee's authorized leave (annual, sick, etc.), this day shall not be counted as an authorized leave day but as the holiday.

If a holiday falls on a day that the employee is regularly scheduled off, he/she shall be entitled to take a day with pay within that holiday week.

Employees on leave without pay shall not be paid for holidays nor credited with compensatory time for holidays occurring within the leave period.

Part-time employees shall not be paid for holidays.
Sample Policy #2
Holidays

________________________ gives paid time off to all employees on the following days:
 * New Year's Day (January 1) 

 * Martin Luther King, Jr. Day (third Monday in January) 

 * Good Friday

 * Memorial Day (last Monday in May) 

 * Independence Day (July 4) 

 * Labor Day (first Monday in September) 

 * Thanksgiving (fourth Thursday in November) 

 * Day after Thanksgiving 

 * Christmas Eve (December 24) 

 * Christmas (December 25) 

      * Day after Christmas 

      * New Year's Eve (December 31) 

Eligible employees will be paid for holiday time off. If you are eligible, your holiday pay will be calculated at your straight-time pay rate as of that holiday multiplied by the number of hours you would normally have worked that day.

All employees are eligible for holiday time off with pay once they have completed 90 calendar days of service.

If a recognized holiday falls on a Saturday, _________________________  will observe it on the Friday before the holiday. In this case, we would also be closed on the holiday, but you would only receive pay for the Friday.  If a recognized holiday falls on a Sunday, ________________________ will observe it on the Monday after the holiday. 

If you are eligible for paid holidays and on the holiday you are on a paid absence, such as vacation or sick leave, you will get holiday pay instead of the paid time off pay you would have received. 

If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay plus their wages at their straight-time rate for the hours they worked on the holiday. Employee must have approval from Library Director before hours are worked.

We do not count holiday paid time off as hours worked when calculating overtime.
Sample Policy #3
Holidays

The Library observes the following holidays, when all agencies are closed.  Eligible employees are granted leave with pay on these days:

· New Year’s Day

January 1

· Memorial Day

Last Monday in May

· Independence Day
July 4

· Labor Day

First Monday in September

· Thanksgiving

Fourth Thursday in November

· Christmas Eve

December 24

· Christmas Day

December 25

If a holiday falls on a Sunday or a staff member’s day off, full-time employees will receive 8 hours credited toward their holiday account.  Part-time employees (including Shelvers) will be paid for the hours they would have worked only if their regular schedule would have required them to work on any of the above holidays.  

In addition to the above holidays, the Library will be closed on New Year’s Eve from 5:00 p.m. – 9:00 pm, Easter Sunday, the Sunday before Memorial Day, and the Sunday before Labor Day.    Employees (including Shelvers) will be paid only for the hours their regular schedule would have required them to work on these days.

The Library remains open to the public on the following days:

· Martin Luther King Day

Third Monday in January

· President’s Day


Third Monday in February

· Columbus Day


Second Monday in October

· Veteran’s Day


November 11
Full-time employees will receive 8 hours credited to their holiday accounts for these days.  If the holiday falls on Sunday or the employee’s day off, he/she will also receive 8 hours credited to his/her account.  Part-time employees (other than Shelvers) will be credited the number of hours their regular schedule would require them to work on any of the above days. 

In addition, each full-time staff member is granted four hours, each part-time staff member two hours and shelvers two hours of December personal leave, to be taken during the period from Thanksgiving – December 23.  Each departmental supervisor will approve requests for December personal leave, assuring that they will be adequately staffed.

Revised:  07/01/00; 02/18/03, 1/20/09

Note:   Staff members who volunteer to march in holiday parades will be compensated in the following way:


 
Full time staff will be credited a full day (8 hrs.) of holiday time.

Part time staff will be EITHER paid for actual hours worked at the  



Parade OR credited one half day (4 hrs.) of holiday time.

Nonexempt staff assigned to empty the book drop on days the library is closed will be paid a minimum of one and one half hours or time worked. 

____________________ Festival – Non exempt staff is paid for hours worked.

5K Race – Non exempt staff should flex their schedule for volunteer hours.

Children’s Temporary Summer Outreach staff will be paid for the 4th of July Holiday.
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