5.9.1 Holiday Leave
Holidays are special times. For that reason, [Employer] provides holiday leave for eligible employees. 

Eligibility for Paid Holiday Leave

Paid holiday leave is available to the following employees:

· [Full-time employees who have worked more than [e.g., 30 days, 90 days, six (6) months, one (1) year] [consecutively] [cumulatively]; [and]

· [Part-time employees who have worked more than [e.g., six (6) months, one (1) year, two (2) years] [consecutively] [cumulatively].]

Employee classifications not eligible for paid holiday leave include:

· [Full-time employees who have worked less than [e.g., 30 days, 90 days, six (6) months, one (1) year] [consecutively] [cumulatively] for [Employer]; 

· [Part-time employees who have worked less than [e.g., six (6) months, one (1) year, two (2) years] [consecutively] [cumulatively] for [Employer]];

· [Seasonal employees];

· [Temporary employees]; and

· All other employee classifications and third party workplace participants not listed as eligible for leave. 

Holidays

[[Employer] will be closed and holiday leave permitted, [e.g., paid, unpaid] for the following holidays:

· [New Year’s Eve Day]

· [New Year’s Day];

· [Martin Luther King, Jr. Day];

· [Presidents’ Day];

· [Good Friday];

· [Easter];

· [Memorial Day];

· [Independence Day];

· [Labor Day];

· [Thanksgiving Day];
· [Friday after Thanksgiving Day];
· [Hanukkah];

· [Christmas Eve Day];

· [Christmas Eve]; and

· [Christmas Day].]

[[Employer] [also] excuses employees from working certain holidays or for religious observance. Employees may choose [e.g., one, two, three, four, five] leave days (paid or unpaid depending upon eligibility), during the following holidays and religious observances:

· [New Year’s Eve Day]

· [New Year’s Day];

· [Martin Luther King, Jr., Day];

· [Presidents’ Day];

· [Good Friday];

· [Easter];

· [Memorial Day];

· [Independence Day];

· [Labor Day];

· [Thanksgiving Day];

· [Friday after Thanksgiving Day];

· [Hanukkah];

· [Christmas Eve Day];

· [Christmas Eve]; 

· [Christmas Day]; and 

· [Other religious or special observance not listed above].]

[Approval for leave will be provided by [e.g., your manager, your supervisor, Human Resources Department, Personnel Department] and is decided on a case-by-case basis and is subject to change without notice.]

[If you would like to take a day for a special observance not listed above, please submit your request [in writing] to the [e.g., Human Resources Department, Personnel Department, Benefits Department]. All requests will be reviewed and considered on a case-by-case basis. Approval is at the discretion of the [e.g., Human Resources Department, Personnel Department, Benefits Department, management].] If you require a reasonable accommodation of a religious belief or practice, see [Employer]’s policy regarding accommodations based on religion. 
[Working During the Holiday

[Eligible] employees who work on a recognized holiday [e.g., will be paid an overtime rate of time and half; will be allowed to substitute a floating holiday listed above; will be allowed to substitute a day of their choosing] upon approval by [e.g., management, Human Resources].]

Holiday Leave Not Used

[Holiday leave not used during the year does carry forward to the next year.] 

[[Employer] permits eligible employees to carry over [e.g., 3 ,5, 7 days; 50 percent of eligible time; 100 percent of leftover time] to the next year.]

[[Employer] encourages employees to take their holiday leave during the [e.g., calendar, fiscal] year it accrues. If an eligible employee is unable to take his or her holiday leave during the year it accrues, the leave untaken will carry forward [e.g., into the following year, into the first 90 days of the following year].]

[[Employer] encourages employees to take their holiday leave during the [e.g., calendar, fiscal] year it accrues. If an eligible employee is unable to take his or her holiday leave during the year it accrues, [Employer] will compensate the employee for each day not taken at his or her rate of pay at the end of the year.]

Questions About This Policy

If you have questions, suggestions or concerns about this policy, you should direct them to [e.g., your manager, your supervisor, Human Resources Department, Personnel Department, EEO Department, Compliance Department].

If you feel uncomfortable discussing your questions, suggestions or concerns about this policy with the [e.g., person, persons, department] listed above, you can direct them to the [Human Resources Department, Personnel Department, EEO Department, Compliance Department or the President, CEO, owner].
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