Guide to:
loliday Pay and
Recording Holiday Hours




Holiday Pay

Status

Holiday Falls On

Benefit if the Employee Must
Work on the Holiday

Benefit if the Employee
Does Not Work the Holiday

Full-time (five days
7.5/8 hours per
day) or part-time

On a regularly
scheduled work day

Regularly scheduled hours for
the day and holiday may be
taken as holiday pay (Example
1A) or saved as vacation hours
for future use (Example 1B)

Regularly scheduled hours
for the day, to be taken as
holiday pay (Example 2)

Full-time (five days
7.5/8 hours per
day)

Other than a regularly
scheduled work day

N/A

Regularly scheduled hours
to save as vacation for
future use (Example 3)

Part-time

Other than a regularly
scheduled work day

N/A

One fifth of the weekly
scheduled hours, to save as
vacation hours for future
use (Example 4)

Alternative work
week (4x10 hour
days, 3x12 hour
days, etc.)

A regularly scheduled
work day

Regularly scheduled hours for
that day and holiday pay may
be taken as holiday pay
(Example 5A) or saved as
vacation hours (Example 5B)

Regularly scheduled hours
for the day, to be taken as
holiday pay

Alternative work
week (4x10 hour
days, 3x12 hour
days, etc.)

Other than a regularly
scheduled work day

N/A

One fifth of the weekly
scheduled hours, to save as
vacation hours for future
use (Example 6)




Reporting Holiday Hours in Timepro:

Employees who are using the time clock method (including virtual) must
report their holiday hours (via the blue Payroll Adjustment Request
form) to their managers... the manager in turn will enter the hours into
Timepro.

Full time employees, who are entering time through the Web Timesheet,
should enter their normally scheduled hours using Pay Type HOL.

Part time or alternate work week employees should enter the holiday
hours that are applicable to their schedules.

Employees, who worked on the holiday AND would like to RECEIVE the
holiday pay, should enter two lines within Timepro. The first line should
be the worked hours (Pay Type - NORM) and the second line should be
the holiday hours (Pay Type - HOL).

Employees, who worked on the holiday AND would like to SAVE the
holiday, should enter two lines within Timepro. The first line should be
the worked hours (Pay Type - NORM) and the second line should be the
holiday saved hours (Pay Type - HOLS). The system will automatically
add these hours to your vacation bank.

e Be aware that in order to save the holiday, you have to have
either:

= Worked on the holiday - in which case you can save the amount of
hours you worked

= Not be regularly scheduled for the holiday and not worked the
holiday - in which case you must enter In Time and Out Time that
would reflect 1/5 of your regularly scheduled hours. For
example: You typically work a total of 30 hours a week. 1/5 of 30
hours = 6 hours, so you would enter an In Time of 8:30AM and an
Out Time of 2:30PM which would total 6 hours.

Be careful - if you normally have a lunch deduction, this must also be
included when entering your holiday time
e Be sure to verify that the total number of hours reported are correct.



Examples of Holiday Recording in Timepro

Status: Full-time (five days 7.5/8 hours per day)

Holiday Falls On: A regularly scheduled work day

Benefit if the Employee must work on the Holiday: Regularly scheduled hours
for the day, to be taken as holiday pay (HOL) ~or~ saved as vacation hours for
future use (HOLS):

Example 1A: Employee worked the holiday and would like to be paid for the
holiday (HOL):
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Example 1B: Employee worked the holiday and would like to save the
holiday (HOLS):
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Status: Full-time (five days 7.5/8 hours per day)

Holiday Falls On: A regularly scheduled work day

Benefit if the Employee does not work the Holiday: Regularly scheduled
hours for the day, to be taken as holiday pay (HOL)
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Status: Full-time (five days 7.5/8 hours per day)

Holiday Falls On: A day not regularly scheduled to work

Benefit if the Employee does not work the Holiday: Regularly scheduled
hours to save as vacation for future use (HOLS)
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Status: Part-time

Holiday Falls On: A day not regularly scheduled to work

Benefit if the Employee does not work the Holiday: One fifth of the weekly
scheduled hours, to save as vacation hours for future use

Example 4: Employee is scheduled for 30 hours a week, but is not regularly
scheduled to work the day on which the holiday falls.
Employee can holiday save 6 hours: 30+5=6
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Status: Alternative work week full-time (4x10 hour days, 3x12 hour days, etc.)
Holiday Falls On: A regularly scheduled work day

Benefit if the Employee must work on the Holiday: Regularly scheduled hours
for that day to be taken as holiday pay (HOL) ~ or ~ saved as vacation hours
(HOLS)

Example 5A: Employee chooses to be paid for the holiday (HOL):
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Example 5B: Employee chooses to save the holiday (HOLS):
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Status: Alternative work week full-time (4x10 hour days, 3x12 hour days, etc.)
Holiday Falls On: A day other than a regularly scheduled work day

Benefit if the Employee does not work on the Holiday: One fifth of the
weekly scheduled hours, to save as vacation hours for future use

Example 6
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Status: Full-time or part-time

Holiday Falls On: A regularly scheduled work day

Benefit if the Employee must work part of the Holiday: Employee records
hours worked and may choose to save (HOLS) the time worked and take the
rest of the hours as holiday (HOL) ~ or ~ may choose to get paid the holiday

Example 7: What a time record should look like if an employee worked only
part of the holiday and wishes to save that time; notice there are 3 entries:
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