Memorandum
To:
All Professional & Classified Employees

From:
Keri A. Powers


Assistant Vice President, Human Resources

Date:
September 22, 2009
Re:
Holiday Closing 2009 – 2010
The 2009 – 2010 holiday closing will extend from Friday, December 25, 2009 through and including Sunday, January 3, 2010.  During this time period, all buildings on campus with the exception of Boyden Hall and the Power Plant, and the departments of Campus Police and the Mailroom will be closed.  All other buildings and departments on campus will reopen on Monday, January 4, 2010.

Those employees not required to be present during the closing period will need to utilize accrued vacation or personal leave, accrued compensatory time (classified employees only), holidays, or flex time (APA staff).  For employees who work a Monday – Friday schedule, four workdays will need to be accounted for.  Employees with a work schedule other than Monday – Friday will need to cover the number of workdays that will occur from December 25, 2009 – January 3, 2010.
The following information pertains specifically to classified employees:

· Compensatory time which will be earned for use during the closing must be reported on a blue/pink overtime form and submitted to the Payroll Office with the regular weekly attendance.  All compensatory time to be used for the closing must be recorded in the Payroll Office by December 17, 2009.

· Classified employees will earn compensatory time at time and one-half for hours in excess of your tour of duty or in excess of 37.5 hours or 40 hours in a workweek (Sunday – Saturday).

· Classified employees will be allowed to accrue either 30 hours or 32 hours (four work days) of compensatory time, depending upon the normal workweek for their respective employee groups.

· It is the responsibility of supervisors of classified employees to ensure that all employees have the opportunity to earn compensatory time for the closing.  In departments where no regular overtime opportunities exist, special and necessary projects may be provided.  In departments where overtime is available on a regular basis, it is the responsibility of the employee to elect to work for adequate compensatory time to cover the closing.  Employees always have the option of using accrued vacation or personal leave or holiday time to cover the closing, if they prefer.  Employees are also responsible for conserving the compensatory time they have earned for this purpose before the closing period.
· If there are employees who are unable to earn compensatory time and/or do not have adequate leave time accrued, they may request to work in Boyden Hall through their respective department heads.  Anyone who wishes to report to work in Boyden Hall during the closing should contact the Human Resources Office by December 11, 2009.

The following information pertains specifically to APA Employees:

· APA employees who have worked extended hours during peak periods may utilize the flex time provision of the current collective bargaining agreement.  Attendance reports should be marked with the attendance code of “LVA” with a notation on the side.  Records on peak periods worked should be continuously maintained within the department.

· APA employees who have not worked extended hours or who do not have peak periods that require extended hours, may utilize accrued vacation or personal leave or may arrange to work in Boyden Hall if they prefer not to utilize leave.  Anyone who wishes to report to work in Boyden Hall during the closing should contact the Human Resources Office by December 11, 2009.

The following information pertains specifically to Non-Unit Administrators:

· Non-unit administrators may not earn flex time and, therefore, must utilize accrued vacation or personal leave or holidays worked to account for the closing, unless they wish to make arrangements to work in Boyden Hall or another open building.

The following information pertains specifically to Librarians:

· Professional librarians have the option of using accrued vacation or personal leave during the closing or accruing sufficient time prior to the closing to cover the four workdays.  If a librarian elects to accrue additional time prior to the closing, that time will be recorded and maintained in the Library and submitted to the Payroll Office by the director of library services by December 17, 2009.  It will not be necessary to complete compensatory time sheets or report hours on a weekly basis because librarians are exempt in accordance with FLSA provisions.
Any further questions concerning the 2009 – 2010 holiday closing, please contact the Human Resources Office at extension 1324.

