Policy Bulletin #13 Guidelines for Pay and Leave Procedures for December 24, 2002


Guidelines for Pay and Leave Procedures for December 24, 2002 Half-Day 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 Tuesday, December 24, 2002, will receive the last half of their scheduled shift off as a paid Federal holiday.  For example, an employee scheduled to work from 8:30 to 5:00 would receive 4 hours of holiday leave from 1:00 to 5:00.
Same as standard; however, holiday leave may not exceed 4 hours, regardless of the length of the scheduled shift. Employees on flexible schedules such as maxiflex should ensure that they have sufficient work or leave hours to make arrangements to work sufficient hours to fulfill the 80-hour biweekly work requirement.
Same as standard.  For example, an employee scheduled to work from 8:30 to 6:00 would receive 4 ½ hours of holiday leave from 1:30 to 6:00.

Other Leave
Employees already scheduled to take leave during the last half of their scheduled shift on December 24, 2002, will not be charged leave for that day.  However, if an employee has scheduled "use or lose" annual leave for the last half of his/her scheduled shift on December 24, 2002, and is unable to reschedule that leave for use before the end of the leave year (January 11, 2003 for most employees), the leave will be forfeited.  There is no authority that permits restoration of the leave under these conditions.
Same as Standard.
Same as Standard.

Holiday Pay
An employee who is required to perform nonovertime work on the December 24 holiday will receive holiday premium pay for the last half of their scheduled shift.
A full-time employee on a flexible work schedule who is required to perform nonovertime work on the holiday will receive holiday premium pay for the last half of their shift for that day.  However, holiday premium pay may not exceed 4 hours.
A full-time employee on a compressed work schedule who performs nonovertime work on the holiday will receive holiday premium pay for the last half of their scheduled shift for that day.

“In Lieu Of”
For full-time employees who have a regular nonworkday on Tuesday, December 24, 2002, the workday immediately preceding that holiday will be designated as the employee's "in lieu of" holiday, taking into account any "in lieu of" holiday designated for Wednesday, December 25, 2002.  If a regular nonworkday falls on both Tuesday the 24th and Wednesday the 25th, the “in lieu of” holiday for Tuesday is the following Thursday and for Wednesday is the preceding Monday.  Additional illustrations are provided in FAA Order 3550.10, paragraph 87. In this situation, alternative arrangements may be made to designate different “in lieu of” holidays for operational requirements. Part-time employees who are not scheduled to work on Tuesday, December 24, 2002 are not entitled to an “in lieu of” holiday.
Same as Standard.
Same as Standard.

Questions about this guidance may be directed to the servicing Human Resource Management Division for your organization, or to AHR’s Policy Management Division at (202) 267‑3780.
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