








I. PURPOSE
The purpose of this FSSP is to document how Facilities Services shall comply with University’s Holiday policy including the approval of work on a designated state holiday and the equal time off at a later date on an hour for hour basis for hours worked on a state holiday.   
II. GENERAL
The University’s Holiday Premium Pay Policy is available on the web at 

http://www.ecu.edu/business_manual/Human_Resources_Policy9.htm#pol9n Policy Statement 9: Salary Administration – Holiday Premium Pay in the Human Resources section of the Business Manual.  For additional information, refer to Section 4 titled Holiday Premium Pay in the State Personnel Manual http://www.osp.state.nc.us/manuals/html/holprem.htm .

The University’s Holiday Schedule is available on the web at http://www.ecu.edu/ecu/holiday.cfm .  For additional information, refer to Section 5 titled Holidays in the State Personnel Manual http://www.osp.state.nc.us/manuals/html/holiday.htm .

III. PROCEDURES
Approval of work on a designated state holiday
Pursuant to the University’s Holiday Premium Pay Policy, employees will not work on any of the designated state holidays except when services are essential for operation of the University. Except for regularly scheduled work on a designated state holiday (i.e. on-call, call-ins, steam plant operation), a Facilities Services Employee will not work on a designated state holiday without Management’s prior approval.  

Record keeping

Facilities Services Leave Clerks shall maintain a record of an Employee’s equal time off for the hours worked on a designated state holiday.    Leave Clerks may use the attached worksheet to record an Employee’s Holiday equal time off balance (See Attachment 1).  Please contact the Director of Resource Management for this Excel worksheet.   

Use of equal time off

An Employee has twelve months from the date of the holiday to use the equal time off for hours worked on the designated holiday.  Any unused equal time off that exists after twelve months will not carry forward.  If the Employee has not used the equal time off after twelve months, the equal time off will be forfeited.  

The Employee does not have to use the equal time off at one time.  An Employee may use the equal time off incrementally.    

If an Employee has a balance of equal time off for hours worked on a designated state holiday eleven (11) months after the occurrence, the Leave Clerk shall notify the Employee of the remaining balance with the attached memo (See Attachment 2).  

Working on designated state holiday to make-up time not worked due to adverse weather

Refer to FSSP 41-0007 titled Adverse Weather Leave and Payroll Procedures regarding working on a holiday to make up time not worked due to adverse weather conditions.  

Payment of equal time off

Section 4 titled Holiday Premium Pay in the State Personnel Manual states that  “if it is determined that the scheduling of the day off results in extraordinary management inconvenience or overtime pay for job coverage, the eight hours off may be paid for at straight time.”

Only the Associate Vice Chancellor for Administration and Finance – Facilities may authorize straight time payment in lieu of equal time off for hours worked (not to exceed 8 hours) by a Facilities Services employee on a designated state holiday. 









 Attachment 1
	HOLIDAY

	NAME
	 
	 
	 
	 

	Description
	Date
	Time worked on Holiday 
	Hours used
	Holiday Balance

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00

	 
	 
	 
	 
	0.00


Attachment 2

MEMORANDUM

DATE:


 

TO:


FROM:

Leave Clerk

SUBJECT:
Balance of equal time off for hours worked

on a designated state holiday 

As of today, you have a balance of equal time off for hours worked on (insert date and description of holiday i.e. September 3, 2001, Labor Day) in the amount of (insert the number of hours in Holiday balance) hours.  

Pursuant to FSSP XXXXX, the equal time off for hours worked on a designated state holiday must be used by (insert date twelve months from the date of the holiday), which is twelve months from the date of occurrence, or the balance of your equal time off shall be forfeited.

I appreciate your attention to this matter.
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