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1. References

a. State Employment, FS Chapter 110

b. See Also: Leaves of Absences

. Holidays occurring while an employee is on MPO personal leave are to be counted as holidays, not annual

leave. In case of death of an employee or permanent long-term disability, payment for unused annual/sick
leave shall be made to the employee or to the employee’s beneficiary, estate, or as provided by law. It
shall be the Fiscal/Administrative Manager’s responsibility to keep accurate and up-to-date annual/sick
leave records on each employee. Annotations for annual/sick leave used must be made by the
employee’s direct supervisor, or the Executive Director, on every employee’s respective payroll timesheet
as the time is used.

. Holiday hours are paid according to an employee’s regular work schedule. The actual number of hours

granted is determined by the employee’s work schedule and must be approved by their direct supervisor.

. Holiday pay will be at an 8-hour workday for employees scheduled for 40-hour work week. All other

employees that work less than 8-hours a day (40-hour week) will receive a prorated compensation equal
to the number of hours they would have worked in a normal workday schedule.

. Employees are not entitled to be compensated for a holiday that falls outside of the employee's normal

work schedule.

64.——Paid holidays are an MPO employee benefit. They may not be accrued for future use, and holiday

hours taken shall not count as hours worked for overtime, compensatory time or any purpose other than
FMLA eligibility.

75.——Employees are assigned by work schedule to either the ACTUAL Holiday Calendar or the OBSERVED

Holiday Calendar.

86.——A holiday must be taken in one (1) normally scheduled workday.

8%.——When an MPO observed holiday occurs during an approved leave of absence with pay (i. e., vacation,

sick, compensatory, military, bereavement, etc.), and the appropriate leave is identified on the timecard,
the employee will be paid for the holiday. (The holiday should be coded as "holiday" on the timecard.) If
applicable accrued leave balances (i. e., vacation, sick, etc.) are charged on the timecard for the period
in which the holiday occurs and the holiday is not coded as "Holiday," if eligible, the employee will be
credited for the appropriate accrued leave upon written request.

810.—An employee who is not on an approved leave of absence and is absent from work on the day

preceding or the day following an observed holiday is required by Executive Director or direct supervisor
to explain the absence. If the absence is approved, appropriate accrued balances will be charged on the
timecard. If the absence is not approved, or if the employee has no appropriate accrued balances to be
charged, the employee is not paid for the unapproved absence, nor for the holiday, and may also be
subject to discipline.

119.—In the event an employee is scheduled to work on an MPO observed holiday and fails to report for

duty, the employee shall not be paid for the holiday and may be subject to discipline.

126.When an MPO observed holiday occurs during a leave of absence without pay, i.e., FMLA, suspension,

sick/vacation with no accrued leave balances, etc., the employee will not be paid for the holiday.
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| 134.—When an MPO observed holiday occurs within a period of Workers' Compensation benefit pay, holiday
hours shall be paid to bring the employee's pay to 100 percent pay status for that day.

| 124.—When a holiday falls on a Saturday, it is observed on the preceding Friday. When a holiday falls on a
Sunday, it is observed on the following Monday, except as may be determined otherwise by the Executive
Director.

154.—The days listed below are designated as official MPO holidays, based on observing federal and state
holidays, other holidays may be observed by Sarasota County or Manatee County, and additional non-
permanent days off which may be designated by the federal government or State of Florida_could be
added at the director’s discretion:

First Day of January New Year’s Day

Third Monday in January Martin Luther King’s Birthday
Third Monday in February President’s Day

Last Monday in May Memorial Day

The Nineteenth of June Juneteenth

Fourth day of July Independence Day

First Monday in September Labor Day

Second Monday in October Columbus Day

The Eleventh Day in November Veterans Day

The Thursday in November proclaimed as Thanksgiving Day
The Day following Thanksgiving Day Thanksgiving Holiday
The twenty-fifth day of December Christmas Day and either Christmas Eve and/or the day after Christmas.

165.—Each eligible employee will receive three (3) Personal Holidays. Advance approval for use must be
obtained from the direct supervisor. A newly hired/rehired employee is ineligible to use the personal
holiday until after completion of three months of the probationary period. Failure to use available personal
holidays by the end of the calendar year will result in those days being lost. OPS (temporary) employees
are not eligible for personal holidays.

| 176.—Since daily scheduled work hours can vary depending on an employee's status and job assignment,
the number of hours to be paid as a personal holiday must be equal to the number of regular work hours
scheduled for that day. Personal holiday hours used do not count as hours worked for any purpose.

| 187.—While on unpaid leaves of absence employees are ineligible to use a personal holiday.

| 198.—Employees who separate from MPO employment and are rehired within the same calendar year are
ineligible to use a personal holiday if it was used prior to separation.
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2. Holidays occurring while an employee is on MPO personal leave are to be counted as holidays, not annual
leave. In case of death of an employee or permanent long-term disability, payment for unused annual/sick
leave shall be made to the employee or to the employee’s beneficiary, estate, or as provided by law. It
shall be the Fiscal/Administrative Manager’s responsibility to keep accurate and up-to-date annual/sick
leave records on each employee. Annotations for annual/sick leave used must be made by the
employee’s direct supervisor, or the Executive Director, on every employee’s respective payroll timesheet
as the time is used.

3. Holiday hours are paid according to an employee’s regular work schedule. The actual number of hours
granted is determined by the employee’s work schedule and must be approved by their direct supervisor.

4. Holiday pay will be at an 8-hour workday for employees scheduled for 40-hour work week. All other
employees that work less than 8-hours a day (40-hour week) will receive a prorated compensation equal
to the number of hours they would have worked in a normal workday schedule.

5. Employees are not entitled to be compensated for a holiday that falls outside of the employee's normal
work schedule.

6.Paid holidays are an MPO employee benefit. They may not be accrued for future use, and holiday hours
taken shall not count as hours worked for overtime, compensatory time or any purpose other than FMLA
eligibility.

7.Employees are assigned by work schedule to either the ACTUAL Holiday Calendar or the OBSERVED Holiday
Calendar.

8.A holiday must be taken in one (1) normally scheduled workday.

8.When an MPO observed holiday occurs during an approved leave of absence with pay (i. e., vacation, sick,
compensatory, military, bereavement, etc.), and the appropriate leave is identified on the timecard, the
employee will be paid for the holiday. (The holiday should be coded as "holiday" on the timecard.) If
applicable accrued leave balances (i. e., vacation, sick, etc.) are charged on the timecard for the period
in which the holiday occurs and the holiday is not coded as "Holiday," if eligible, the employee will be
credited for the appropriate accrued leave upon written request.

10.An employee who is not on an approved leave of absence and is absent from work on the day preceding
or the day following an observed holiday is required by Executive Director or direct supervisor to explain
the absence. If the absence is approved, appropriate accrued balances will be charged on the timecard.
If the absence is not approved, or if the employee has no appropriate accrued balances to be charged,
the employee is not paid for the unapproved absence, nor for the holiday, and may also be subject to
discipline.

11.In the event an employee is scheduled to work on an MPO observed holiday and fails to report for duty,
the employee shall not be paid for the holiday and may be subject to discipline.

12.When an MPO observed holiday occurs during a leave of absence without pay, i.e., FMLA, suspension,
sick/vacation with no accrued leave balances, etc., the employee will not be paid for the holiday.
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13.When an MPO observed holiday occurs within a period of Workers' Compensation benefit pay, holiday
hours shall be paid to bring the employee's pay to 100 percent pay status for that day.

14.When a holiday falls on a Saturday, it is observed on the preceding Friday. When a holiday falls on a
Sunday, it is observed on the following Monday, except as may be determined otherwise by the Executive
Director.

15.The days listed below are designated as official MPO holidays, based on observing federal and state
holidays, other holidays may be observed by Sarasota County or Manatee County, and additional non-
permanent days off which may be designated by the federal government or State of Florida could be
added at the director’s discretion:

First Day of January New Year’s Day

Third Monday in January Martin Luther King’s Birthday
Third Monday in February President’s Day

Last Monday in May Memorial Day

The Nineteenth of June Juneteenth

Fourth day of July Independence Day

First Monday in September Labor Day

Second Monday in October Columbus Day

The Eleventh Day in November Veterans Day

The Thursday in November proclaimed as Thanksgiving Day
The Day following Thanksgiving Day Thanksgiving Holiday
The twenty-fifth day of December Christmas Day and either Christmas Eve and/or the day after Christmas.

16.Each eligible employee will receive three (3) Personal Holidays. Advance approval for use must be
obtained from the direct supervisor. A newly hired/rehired employee is ineligible to use the personal
holiday until after completion of three months of the probationary period. Failure to use available personal
holidays by the end of the calendar year will result in those days being lost. OPS (temporary) employees
are not eligible for personal holidays.

17.Since daily scheduled work hours can vary depending on an employee's status and job assignment, the
number of hours to be paid as a personal holiday must be equal to the number of regular work hours
scheduled for that day. Personal holiday hours used do not count as hours worked for any purpose.
18.While on unpaid leaves of absence employees are ineligible to use a personal holiday.

19.Employees who separate from MPO employment and are rehired within the same calendar year are
ineligible to use a personal holiday if it was used prior to separation.
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