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HOLIDAYS

I.
PURPOSE:

To establish policies and procedures for observing official state holidays.

II.
SCOPE:

Departmentwide.

III.
OFFICIAL STATE HOLIDAYS:

The Department will observe the following official state holidays and any additional official holidays designated by the Governor:

DATE 
HOLIDAY

First Day of January
New Year’s Day

Third Monday of January
Martin Luther King Day

Twelfth Day of February
Lincoln’s Birthday

Third Monday in February
Washington’s Birthday

Eighth Day of May
Truman’s Birthday

Last Monday in May
Memorial Day

Fourth Day of July
Independence Day

First Monday in September
Labor Day

Second Monday in October 
Columbus Day

Eleventh Day of November
Veteran’s Day

Fourth Thursday in November
Thanksgiving Day

Twenty-fifth Day of December
Christmas Day

When a holiday falls on Sunday, it will be observed on the following Monday. When a holiday falls on a Saturday, it will be observed on the preceding Friday. 
A.
Pay Periods and Pay Days

The State has semi-monthly pay periods and employees normally receive their e-stubs on the last workday of each pay period. The pay periods are the first through the fifteenth and the sixteenth through the last calendar day of the month. Employees are paid on the fifteenth of the month or the closest workday to the fifteenth; and the last workday of the month. Employees will be paid on Friday if the fifteenth of the month falls on a Saturday. Employees will be paid on Monday if the fifteenth of the month falls on a Sunday. An exception to these designated pay days would be if the fifteenth of the month falls on a Sunday and Monday is a state holiday then employees would be paid on Tuesday.
IV.
HOLIDAY CREDIT:

A.
Full-time Employees:

A full-time, benefit-eligible employee will receive credit for holidays except when on leave without pay prior to and following a holiday. In those incidents, the holiday is reported as leave without pay also. Employees utilizing benefits under the Family and Medical Leave Act (FMLA) should refer to Administrative Policy 8.12 for further guidance on coding the holiday in the Department Electronic Leave and Time Accounting (DELTA) system.
B.
Part-time Employees:

A part-time, benefit-eligible employee shall receive credit for holidays in accordance with the schedule found in Attachment A. 

C.
An employee will not receive credit for the holiday if he/she ceases active duty by termination of employment, or is on official leave of absence without pay prior to a holiday. Employees terminating on a holiday will not be paid for that holiday unless it is a retirement and the holiday is the last day of the month. 
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