Policy Bulletin #21 Guidelines for Pay and Leave Procedures for June 11, 2004


Guidelines for Pay and Leave Procedures for June 11, 2004 Holiday

	Provision
	Standard Work Schedule
	Flexible Work Schedule
	Compressed Work Schedule

	Holiday Leave
	Full-time, part-time, and other eligible employees, who are regularly scheduled to work on Friday, June 11, 2004, will receive the day off as a paid Federal holiday. 
	With two holidays in the pay period, it may be necessary to make arrangements for employees on some flexible schedules to work extra hours during other regularly scheduled workdays (or take annual leave, use credit hours, or comp time off) in order to fulfill the 80-hour biweekly work requirement.
	An employee on a compressed work schedule who does not work because of a holiday is paid his or her rate of basic pay for the number hours of the compressed work schedule on the holiday (8, 9 or 10).

	Annual Leave
	Employees scheduled to take annual leave on June 11, 2004, will not be charged leave for that day.
	Use guidance contained in Standard Work Schedule section.
	Use guidance contained in Standard Work Schedule section.

	Holiday Pay
	Employees who are required to work on the June 11, 2004 holiday will receive holiday premium pay for their nonovertime holiday work.
	A full-time employee on a flexible work schedule who is required to perform nonovertime work on a holiday may not receive more than   8 hours of holiday premium pay.
	A full-time employee on a compressed work schedule who performs nonovertime work on a holiday receives their rate of basic pay plus holiday premium pay for work not in excess of the employee's compressed work schedule for that day.

	“In Lieu Of”
	For full-time employees who have a regular nonworkday on Friday, June 11, 2004, refer to FAA Order 3550.10, paragraph 87 and/or in applicable collective bargaining agreements.  Alternative arrangements may be made to designate different “in lieu of” holidays for operational requirements. For guidance for part-time employees see below.
	For full-time employees use the guidance contained in the Standard Work Schedule section.

For part-time employees use guidance contained below in the section called “Part-time Employees”.
	For full-time employees use the guidance contained in the Standard Work Schedule section.

For part-time employees use guidance contained below in the section called “Part-time Employees”.

	Part-time employees:
	Part-time employees are entitled to the holiday only if they are scheduled to work on June 11, 2004. If the employee is not scheduled to work that day, they are not entitled to an in-lieu of holiday, regardless of their work schedule.

Part-time employees are excused from duty for the number of nonovertime hours they are regularly scheduled to work that day, NTE 8 hours.
	Part-time employees are entitled to the holiday only if they are scheduled to work on June 11, 2004. If the employee is not scheduled to work that day, they are not entitled to an in-lieu of holiday, regardless of their work schedule.
	Part-time employees are entitled to the holiday only if they are scheduled to work on June 11, 2004. If the employee is not scheduled to work that day, they are not entitled to an in-lieu of holiday, regardless of their work schedule.

Part-time employees are generally excused from all hours of their compressed work schedules on that day.

	Employees on Travel on June 11, 2004:
	For employees exempt from FLSA, refer to FAA Order 3550.10, Chapter 2, Section 3, paragraph 43.  For employees covered by FLSA (non-exempt) refer to FAA Order 3550.10 Appendix 10, Section 8, paragraph 3.
	For employees exempt from FLSA, refer to FAA Order 3550.10, Chapter 2, Section 3, paragraph 43.  For employees covered by FLSA (non-exempt) refer to FAA Order 3550.10 Appendix 10, Section 8, paragraph 3.
	For employees exempt from FLSA, refer to FAA Order 3550.10, Chapter 2, Section 3, paragraph 43.  For employees covered by FLSA (non-exempt) refer to FAA Order 3550.10 Appendix 10, Section 8, paragraph 3.

	Employees in Training on June 11, 2004:
	For employees exempt from FLSA, refer to FAA Order 3550.10, Chapter 2, Section 8, paragraph 102, 103 and 104.  For employees covered by FLSA (non-exempt) refer to CFR 551.423
	For employees exempt from FLSA, refer to FAA Order 3550.10, Chapter 2, Section 8, paragraph 102, 103 and 104.  For employees covered by FLSA (non-exempt) refer to CFR 551.423
	For employees exempt from FLSA, refer to FAA Order 3550.10, Chapter 2, Section 8, paragraph 102, 103 and 104.  For employees covered by FLSA (non-exempt) refer to CFR 551.423 

	Questions about this guidance may be directed to the servicing Human Resource Management Division for your organization or by contacting AHR's Policy Management Division, AHP-300 at (202) 385-8004.
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