MEMORANDUM FOR ALL SUPERVISORS 

FROM: HQ 11WG/DPC 

SUBJECT:  Excused Absence for Federal Employees on 26 December 2003 

1.  President Bush has issued an executive order closing the Federal government on 26 December 2003.  For pay and leave purposes, 26 December 2003 will be treated as a holiday.  The majority of employees will be excused from duty without charge to leave.  Employees who have previously scheduled and received approval of annual leave, sick leave, or compensatory time for 26 December 2003 will not be charged for their absence on that day.  However, employees who are on Leave Without Pay on the scheduled work day both before and after the holidays (24 and 29 December 2003) will be charged Leave Without Pay for both holidays.   In order to receive pay for 25 and 26 December 2003, an employee must be in a paid duty (or approved leave/compensatory time) status on either 24 or 29 December 2003.   To ensure consistency in implementing the executive order, use the following information in completing time cards for employees. 

a.  Emergency employees.  Emergency employees are defined as individuals necessary for reasons of national security, defense or other public need such as public health or safety.  Emergency employees will be required to report to work as scheduled unless specifically excused by their supervisor.  Emergency employees who work on 25 and/or 26 December 2003 will receive holiday pay for their scheduled work hours.  Hours in excess of the scheduled work day are paid at regular overtime rate.  

b.  Part-time employees.  Part-time employees will receive pay for the number of hours normally scheduled to work on that day.  For example, a part-time employee normally working four hours on Thursday and six hours on Friday will receive holiday pay for four and six hours, on 25 and 26 December 2003, respectively.  Part-time employees who are not scheduled to work on 25 and 26 December 2003 will not receive an “in lieu of” holiday. 

c.  Employees on Alternate Work Schedules.  Long-standing past practice for bargaining unit employees requires that employees revert to a regular eight-hour work schedule when two holidays fall within a single pay period.  As both 25 and 26 December 2003 are within the pay period ending 27 December 2003, Alternate Work Schedules will be suspended for that pay period.  All employees will be scheduled for eight hours of work per day beginning Sunday, 14 December 2003. 

d.  Telecommuters.  Employees who telecommute will receive pay for scheduled work hours on 25 and 26 December 2003.  

e.  Non-Standard Work Schedules.  A non-standard work schedule is any work schedule other than Monday through Friday with Saturday and Sunday off.  Employees whose normal day off includes 25 and/or 26 December 2003 will receive an “in lieu of holiday.”  If the employee is normally off on Thursday and Friday, the in “in lieu of” holidays are the scheduled work days before will be 23 and 27 December 2003.  If the employee is normally off on Wednesday and Thursday, the “in lieu of” holiday is the next scheduled non-holiday work day, Saturday.   If the employee is normally off Friday and Saturday, the “in lieu of” holiday is the prior scheduled non-holiday workday, Wednesday.  Supervisors of employees on shift work should remember that the work day on which the shift is considered to be worked is the day on which the shift begins.  When an employee works two tours that include hours on a holiday, the holiday pay is authorized only for the shift that begins on the holiday.   

f.  Overtime.  Employees who work in excess of eight hours on either 25 or 26 December 2003 receive eight hours of holiday pay.  Excess hours are compensated at the employee’s normal overtime rate.  

2.  Any questions concerning the above employee entitlements should be addressed to Ms. Sharon Hanlon at (703)693-3256, or Ms. Joyce Woodard at (202)404-3214.  

William T. Swigert, Jr.

Civilian Personnel Officer

