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All policies, procedures, rules and regulations of the Department of Internal Medicine are subordinate to those established by the UTHSC-H, the UT System Board of Regents, and local, state, and federal law.

SUBJECT:
Holidays
POLICY OVERVIEW:

Regular employees of The University of Texas Health Science Center at Houston (UTHSC-H) enjoy a number of paid holidays that are distributed throughout the year.  The UTHSC-H is permitted a degree of flexibility in determining which holidays (of those allowed by the legislature) it will choose to observe each year.  PeopleWorks is responsible for publishing and distributing the annual holiday calendar throughout the institution at the beginning of the fiscal year.

The fundamental eligibility requirement for receiving holiday pay is that the employee must be appointed for a minimum of 20 hours per week for at least four and one-half months.  In addition, the employee must be on paid status on both the day before and the day after the holiday.  An employee who is on leave of absence without pay, for example, is ineligible to receive holiday pay.  All regular employees are entitled to the same number of paid holidays.  An eligible employee appointed on less than a 100 percent basis is entitled to holiday pay on a percentage basis proportionate to the employees appointment.  Each department is responsible for maintaining accurate time records for holidays.

At the beginning of each fiscal year, the university disseminates an official holiday schedule.  The calendar denotes two kinds of official holidays: those on which the institution is officially closed and those on which the institution must be prepared to conduct public business.  Each unit and/or department head must ensure the capability of that unit or department to respond to inquiries from the public on the latter holidays, in accordance with the current Appropriations Act.

PROCEDURE:


If a holiday falls on an eligible employees regularly scheduled work day, and the employee works that day, or a fraction of it, the employee may be compensated in one of the following two ways:

· The employee may be granted a like percentage of holiday time for the time worked.  This time is to be taken during the 12-month period following the date of the holiday worked and must be scheduled so as to be agreeable to both employee and supervisor.

· The employee may receive compensation at the base hourly rate in lieu of time off.

Hours for which an employee receives holiday pay do not count in the computation of overtime pay.  Overtime pay is derived only from hours worked and does not include paid hours for which there were no work.  (Refer to HOOPS Section 5.05 Overtime Pay).

Related Standards:

UTHSC-H Handbook of Operating Procedures
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