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

Veterans Day Leave

The Company allows eligible veterans to request Veterans Day off in compliance with statutory requirements.  Check with Human Resources to determine whether you are an eligible veteran.  You may be required to provide documentation of your eligibility for this type of leave.

[bookmark: _GoBack]Eligible employees wanting to take the day off are required to make a request to their supervisor at least 21 days before Veterans Day each year. The Company will notify you no later than 14 days before Veterans Day if the time off is approved.  While we strive to approve employee requests for this leave, we may need to deny the leave if the absence would cause significant economic or operational disruption or undue hardship.  If your request is denied, we allow you to take a different day off during the year prior to the following Veterans Day.

You are required to use your paid time off for this day, otherwise the day will be unpaid.  
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