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Holiday/Vacation Policy 

Annual Holidays 

 
[YOUR COMPANY] observes the following holidays: 

 
• New Year's Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Thanksgiving Day 

• Friday after Thanksgiving 

• Christmas Eve 

• Christmas Day 

• Floating Holiday 

• Personal Holiday 

  

Paid Holidays 

 
All full-time employees will receive holiday pay of eight straight time hours at their 
regular rate, provided the following conditions are satisified: 

 
1. Work a full shift on the employee's last scheduled work shift prior to the paid 

holiday. 
2. Work a full shift on the employee's first scheduled work shift following the holiday. 
3. Should the employee be unable to work either of these two days because of 

illness, proof of illness will be required in order to qualify for the paid holiday. 

 
The shift differential for second and third shift employees will not be included in holiday 
pay. 

 
Holiday pay will not be paid if: 

 
1. The employee has been on the payroll for less than 90 days. 
2. The employee is on lay-off status. 
3. The employee is a temporary or seasonal employee. 
4. The employee is on leave of absence when the holiday occurs. 
5. The employee is requested to work during a paid holiday and the employee 

refuse to do so. 

 
Employees who are requested to work during a paid holiday will receive holiday pay plus 
regular pay. 
 



Paid Holidays During Vacations and Weekends 

 
If a holiday occurs during the employee's vacation, the employee's vacation will be 
extended by the number of holidays falling during the vacation period or an equal 
number of vacation days will be carried forward for future use. 
 
If any scheduled paid holiday falls on a Saturday, the holiday will usually be observed on 
the preceding Friday. If the holiday falls on a Sunday, the following Monday will usually 
be observed as the holiday. 
 

Overtime 

 
Holidays are not considered a day worked for purposes of calculating overtime unless 
work is actually performed. 
 
[The Floating Holiday clause below may be removed if it does not apply to your 
circumstances.] 
 

Floating Holidays 

 
In addition to the named holidays for which eligible employes will receive paid time off, 
[YOUR COMPANY] will schedule two floating holidays each year. Floating holidays will 
be scheduled so as to provide eligible employees with extended weekends by combining 
them with named holidays. 

 
At the beginning of each calendar year, the employee will receive a complete schedule 
of paid holidays, including paid floating holidays. 
 
[The Personal Holidays clause below may be removed if it does not apply to your 
circumstances.] 

 

Personal Holidays 

 
In addition to scheduled paid holidays, eligible employees are given two floating holidays 
annually to be used as personal time off. Before scheduling a personal holiday, the 
employee must obtain approval. Requests for personal holidays must be made in writing 
not less than 10 days in advance of the requested date.  
 

Religious Holidays 

 
[YOUR COMPANY] recognizes that there may be religious holidays (other than those 
already designated at holidays) that employees would like to observe. It may be possible 
to arrange these holidays as scheduled days off, authorized absences without pay or 
personal time off. Requests for time off to observe religious holidays must be approved. 
 


