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I. PURPOSE 
To outline for employees, the designation and administration of holidays available to non-
represented employees. 
 

II. POLICY 
It is the policy of the Village of Bayside to make available fringe benefits as outlined in this 
policy. It is also the policy of the Village of Bayside to attract and retain qualified employees 
by offering comparable benefits. 
 

III. DISCUSSION 
This policy provides the current holiday benefits available. These benefits are subject to 
change. 
 

IV. ADMINISTRATION-GENERAL 
 
A. Executive Full-Time (exempt): (EE); Part-Time (exempt):  (RPTE); Regular Full-Time – 

Administrative (non-exempt): (RANE);  Regular Part-Time (non-exempt):  (PTNE); Limited 
Term/Seasonal (non-exempt):  (LTE-NE); Supervisory Full-Time - Administrative 
(exempt): (SAE);  

 
1. Village offices are closed on New Year’s Day, Memorial Day, Independence Day, 

Labor Day, Thanksgiving Day, Day after Thanksgiving, Day before Christmas, 
Christmas, and New Year’s Eve Day.   
 

2. Holidays falling on a Saturday will be observed on the preceding Friday. In the event 
that a holiday falls on a Friday and is immediately followed by another holiday, 
village offices will be closed the preceding Thursday for the Saturday holiday. 
 

3. Holidays falling on a Sunday will be observed on the following Monday. In the event 
that a holiday falls on a Sunday and is immediately followed by another holiday, 
village offices will be closed the following Tuesday for the Monday holiday. 

 
4. The holiday year begins January 1 and ends December 31 of each calendar year.  

 
5. Employees can earn up to a maximum of 72 hours annually through designated 

holidays and 16 hours of floating holidays each year.   
 

6. Holidays shall be prorated for part-time employees. 
 

7. Holiday pay is paid at the regular straight time rate. 
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8. Holidays may not be carried over to the next calendar year, nor may they be paid if 

not taken, or paid upon the termination of employment. 
 

9. Employees may use holidays in any increment desired, so long as it complies with 
other applicable Village policies.   
 

10. Employees on an unpaid leave of absence will not be entitled to accrue or to be paid 
holiday pay outlined in Section IV.1 while on such leave. Supervisors are reminded 
to use caution when granting unpaid leave prior to or immediately after a holiday, 
as it will affect holiday accrued. 
 

11. An employee must work the scheduled work day before and after a holiday unless 
excused, with pay, or is a regularly scheduled off day to be eligible for holiday pay. 
Excused absences include paid time off.  
 

12. Employees who are required to work on a holiday will be paid at the rate of two (2) 
times their regular rate of pay for all hours worked and be credited to use the 
holiday at another time as determined by the supervisor and employee. 

 
13. Use of holiday time shall not generate overtime within a department. 

 
14. For the purposes of calculation of start/completion dates of employment, 

employees shall accrue holidays based on the holiday schedule outlined in Section 
IV.1. 

 
15. For the purposes of calculation of start/completion dates of employment, 

employees shall accrue floating holidays on a prorated basis, after they have been 
employed six (6) months.   

 
16. All benefit time is recorded in hours.  Personal holiday time is accounted for and 

recorded in hours versus days.  Employees must record a full day for the utilization 
of holiday pay based on the average number of hours scheduled (i.e.  Employee 
regularly scheduled 8 hours shall record 8 hours, employees regularly scheduled 8.5 
hours shall record 8.5 hours, etc.). 

 
17. Employees who work to cover a shift of a public safety employee may be granted 

the benefits of a SPSE employee.   
 

B. Supervisory Full-Time - Public Safety (exempt)– (SPSE); Full-Time - Public Safety (non-
exempt)- (RPSNE):   

 
1. Employees can earn up to a maximum of 72 hours of personal holiday time annually 

through designated holidays and 16 hours of floating holidays each year.   
 

2. For the purposes of calculation of start/completion dates of employment, 
employees shall accrue holidays based on the holiday schedule outlined in Section 
IV.1. 
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3. For the purposes of calculation of start/completion dates of employment, 

employees shall accrue floating holidays on a prorated basis, after they have been 
employed six (6) months.   
 

4. The holiday year begins January 1 and ends December 31 of each calendar year. 
 

5. Holiday pay is paid at the regular straight time rate. 
 

6. Holidays may not be carried over to the next calendar year, nor may they be paid if 
not taken, or paid upon the termination of employment. 

 
7. Employees may use holidays in any increment desired, so long as it complies with 

other applicable Village policies.   
 

8. Employees on an unpaid leave of absence will not be entitled to accrue or to be paid 
holiday pay while on such leave. Supervisors are reminded to use caution when 
granting unpaid leave prior to or immediately after a holiday, as it will affect holiday 
accrued. 

 
9. Employees who are required to work on a holiday will be paid their normal rate of 

pay. 
 

10. Holiday pay is not to be considered hours worked for the computation of overtime. 
 

11. Time off for holidays shall be scheduled to not generate overtime within the 
department and as otherwise set forth herein.  

 
12. All benefit time is recorded in hours.  Personal holiday time is accounted for and 

recorded in hours versus days.  SPSE employees must record a full day for the 
utilization of holiday pay based on the average number of hours scheduled (i.e.  
Employee regularly scheduled 8 hours shall record 8 hours, employees regularly 
scheduled 8.5 hours shall record 8.5 hours, etc.). 

 
13. Employees may be paid out up to 64 unused hours of holiday pay, annually. Holiday 

pay will be paid on the first paycheck in December, annually.  
 


