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PROCEDURE
Ref: (a) HB 13, 2023

Eligibility 

1. Beginning September 25, 2023, each employee shall receive one floating holiday per
calendar year. 

a. An employee is eligible for and may use a floating holiday immediately upon hire.
b. Adjunct instructors, student interns and short-term workers (those hired to work

less than three consecutive months-89 days) are ineligible for a floating holiday.

Hours Requirements 

1. A floating holiday shall not exceed eight hours per calendar year. 
a. A full-time employee shall receive eight hours of floating holiday. 
b. A part-time employee shall receive prorated floating holiday hours. The floating

holiday benefit is an average of the employee's hours regularly scheduled to
work. If the pay period in which the holiday falls is not characteristic of the 
employee's regular schedule, the number of hours in a pay status divided by the 
number of work days in the two previous pay periods shall be used to determine
the holiday benefit.

Availability 

1. A floating holiday provides an employee with one annual scheduled day off with pay
per calendar year. Thereby, an employee's ability to use floating holiday hours is 
limited to one scheduled day per calendar year. Floating holiday hours cannot be
divided across multiple days. 

2. An employee who works in two or more positions at the same or different departments
shall receive one annual floating holiday regardless of the number of positions. 

a. The employee shall use the floating holiday with the position that provides the
most hours of holiday benefit to the employee or another position at the
employee's discretion; or 

b. The employee may use floating holiday hours in multiple positions if the hours are
used on the same scheduled day and the total hours used does not exceed eight
hours. 

3. All employees must request a floating holiday in writing and in advance to their 
supervisor. Employees must schedule the time off in collaboration with their supervisor
and according to department procedures.
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