Timesheet Holiday Coding for the “Working Holiday”

Veterans Day Observed on November 10, 2023
Employees who work 10-hour days can only code 8 hours of holiday and need to make up the two hours on another day or use vacation.

CLASSIFIED EMPLOYEES who are eligible for time and a half will earn compensatory time (CPT) to be taken at a later date (Christmas holiday, Tuesday December 26th).
· 8 HOL (on the first line to receive Holiday Pay)
· 8 HOA (these are the actual hours worked on the holiday) on the second line to receive “comp time” at time and a half)
If you did NOT work on the holiday (because of vacation or sick), then you would code 8 HOL for the holiday only. You will then use/code VAC or SIC for the Christmas holiday, Tuesday December 26th.
CLASSIFIED EMPLOYEES who are NOT eligible for time and a half: 
· 8 HOL (on the first line to receive Holiday Pay) 
· 8 HOS (these are the actual hours worked on the holiday) on the second line to receive “comp time” at straight time)
PROFESSIONAL STAFF if they did or did not work on the holiday will code:
· 8 HOL (on the first line to receive Holiday Pay)
· 8 ACT (the rest of the week)
Professional Staff who worked the holiday will code (Christmas holiday, Tuesday December 26th) as ADT.  This tells us that you are not working on those days, but you “traded” them by working the holiday.  If you did NOT work on the holiday (because of vacation or sick) you will use/code VAC or SIC the Christmas holiday, Tuesday December 26th.
IH, STUDENT AND WORK-STUDY EMPLOYEES, are NOT eligible for HOLIDAY PAY unless they work on the holiday. If they DO work, they are eligible for time and a half.
IH, STUDENT AND WORK-STUDY EMPLOYEES WILL CODE ON A SEPARATE LINE:

· HOW (these are the actual hours worked on the holiday) to receive time and a half)
WORK-STUDY EMPLOYEES who work on the holiday are NOT eligible to use 
WORK-STUDY FUNDING and must code all HOW hours worked at (100%) to the department project code. 
   Questions?  Jane - Payroll ext. 2204
