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Policy.
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HOLIDAYS OCT 15 2013

1.

3.

Eligibility: Full time regular employees are eligible for 8 hours holiday pay for each
approved holiday. Employees must work the scheduled day before and the scheduled day
after the holiday to be eligible for holiday pay, unless employee’s absence is covered by
approved accrued paid leave.

Holidays: Official County holidays are determined annually by the Commissioners Court.
Current holidays include the following:
New Year’s Day Independence Day Thanksgiving Day
Martin Luther King Day = Labor Day Friday after Thanksgiving
Good Friday Columbus Day Christmas Eve
Memorial Day Veteran'’s Day Christmas Day
Employee’s Birthday (must take within 30 days after)

Adjusted Work Schedule: Employees assigned to a work schedule other than the County’s
normal Monday through Friday schedule, their Elected Official may elect to adjust the week

work schedule to accommodate the 8 hour holiday benefit. For example: If the work
schedule is Monday through Thursday, four 10 hour days and Christmas Day falls on Friday.
The Elected Official may adjust the work schedule that week to work 8 hours Monday,

- Tuesday, & Wednesday and employees would receive 8 hours holiday pay for both Thursday

& Friday totaling 40 hours for that work week. Adjusted work schedule should be posted at
least 2 weeks prior to inform employees, public and the Personnel Office of the change.

Holidays During Scheduled Vacation: Should a paid holiday fall during the eligible

employee’s scheduled vacation, that day will be paid as a holiday and will not be charged
against the employee’s vacation balance.

Holiday on Day Off: This applies to eligible employees whose work schedule is not based on
a weekday schedule. (Weekends included in work schedule and normal days off during the
weekdays.) Should a holiday fall on a normal day off for these employees, the employee will
be allowed to accrue 8 hours of holiday time to be used on another regular scheduled
workday. Scheduled use of accrued holiday time must be approved by supervisor.

: Eligible employees who are required to work on a County recognized
holiday will be allowed to accrue up to 8 hours of holiday time to use at a later date as
scheduled by their supervisor. Eligible employees employed by the Sheriff's Office as Patrol
Deputies or Dispatchers may elect compensation for 6 of the 12 holidays during a calendar
year. The compensable holiday must fall on a normal scheduled workday. Holidays worked
that are not a normal scheduled workday and which put the employee in overtime status,
will not be considered a compensable holiday and employee will accrue 8 hours of holiday
time for the holiday worked.

Carryover of Accrued Holiday Time: Eligible employees who accrue holiday benefits may

carryover their accrued holiday time up to a maximum of 32 hours into the following
calendar year. Any such accrued carryover time must be taken by December 31 of that year.
Any carryover time not taken by December 31 of that year will be forfeited.

Amended October 15, 2013




