[bookmark: _Toc487184943][image: ]
Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Holidays

The Company currently observes the following holidays:

New Year’s Eve		Labor Day		
New Year’s Day 		Thanksgiving
Memorial Day			Friday after Thanksgiving
Independence Day 		Christmas Eve
				Christmas Day

Veterans may request to observe Veterans Day as a holiday. These requests are to be made at least 21 days in advance and proof of service may be required.  

[bookmark: _GoBack]Full-time employees regularly scheduled to work on the day a holiday is observed are eligible to receive holiday pay.  Regular, part-time employee regularly scheduled to work on the day a holiday is observed are eligible to receive holiday pay on a pro-rated basis. 

If a non-exempt employee is required to work on a Company holiday, they will be paid at one and one-half times their regular rate of pay. 

When a holiday falls on a Saturday, the preceding Friday may be observed.  When a holiday falls on a Sunday, the following Monday may be observed.  

We recognize that some employees wish to observe certain days, such as religious holidays, which are not included in the above holiday schedule.  You may use approved PTO for this purpose. 
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