KCTCS Human Resources Procedures #8 – 
Holiday Leave, Emergency Leave, and Institutional Closings  
Relates to:  
  KCTCS Administrative Policies and Procedures
· 2.14.9 Holiday Leave
· 2.14.12 Emergency Leave
· 2.14.13 Institutional Closings
· 2.15.1.8 Compensation for Overtime Hours Worked; Work Performed during Holidays, Institutional Closing, and Emergency Closing
Effective date:  April 3, 2007
Supersedes:
   Human Resources Procedure #8 dated January 7, 2005, and entitled 


   Interpretation of KCTCS Administrative Policies and Procedures 2.14.2.9 


   (Holiday Leave), 2.14.2.13 (Emergency Leave), 2.14.2.14 (Suspension of 
                           Institutional Operations), and 2.15.1.8.2 (Work Performed on Holidays)
This is an interpretive document that applies to employees in all personnel systems to further clarify existing KCTCS Administrative Policies and Procedures regarding holiday leave, emergency leave, AND institutional closings, in conjunction with the annual KCTCS holiday/institutional closing schedule.
Designated holidays and institutional closings due to planned suspensions of operations (such as the days between Christmas and New Year’s holidays) are indicated in the above-referenced schedule.  Emergency closings occur through an official declaration by the college president/ceo (by the KCTCS President for a system office closing) due to unusual conditions such as severe weather, power outages, fuel shortages, or other calamities.  During holidays and planned institutional closings, KCTCS employees do not report to work except for those employees designated and required to perform essential services. During emergency closings, employees who were otherwise scheduled to work at the affected physical location do not report to work except for those employees designated and required to perform essential services.  While on such leaves, eligible regular employees shall be granted paid leave time at the regular pay rate subject to the applicable KCTCS policies and procedures, the KCTCS annual holiday/institutional closing schedule, and the provisions contained within this procedure. 
Employees are entitled to paid leave under the following provisions. 
Regular Full-time Employees

Regular full-time employees shall be granted time off with pay on a holiday, institutional closing day, and emergency leave day (if scheduled to work at the affected physical location). If a regular full-time employee works a flex-time schedule and/or the employee’s scheduled work week is not consistent throughout the year, the employee shall be granted holiday and institutional closing time off with pay of 7.5 hours per individual day (or as appropriate if the holiday or closing is for a partial day) if the holiday or institutional closing day occurs during their assignment period.  For eligible employees on flex-time schedules, supervisors shall adjust employee work schedules during weeks in which a holiday or institutional closing day falls in order to reach the appropriate number of combined work hours and holiday hours.  If such an employee would otherwise not be scheduled to work the day on which the holiday or institutional closing occurs, time off with pay shall be granted on another day within a week of when the holiday or institutional closing day occurs.  
Regular Part-time Employees

Regular part-time employees who work a schedule of 50% or more of a full-time schedule on an annualized basis shall be granted paid leave time on an annualized pro rata percentage to full time for holidays and institutional closing days.  If an eligible regular part-time employee works a flex-time schedule and/or the employee’s scheduled work week is not to be consistent throughout the year, paid leave time at a pro rata percentage to full-time will be calculated based on the average number of hours worked per week on an annualized basis.  The principle governing pro rata percentages under this policy is to provide, within reasonable limits, an equitable allocation of paid leave time for an eligible regular employee who is not full-time but works 50% or more of a full-time schedule on an annualized basis.  For such employees on flex-time schedules, supervisors shall adjust employee work schedules during weeks in which a holiday falls in order to reach the appropriate number of combined work hours and holiday hours.  

Regular part-time employees who work a schedule of less than 50% of a full-time schedule on an annualized basis, as well as temporary employees, do not receive paid leave for a holiday, emergency leave, or institutional closing.

Additional provisions are as follows:
Interaction with Other Paid Leaves

If a holiday or institutional closing day occurs while an employee is on authorized paid vacation leave, paid sick/temporary disability leave, or compensatory leave, the employee shall not be charged vacation leave, sick/temporary disability leave, or compensatory leave for the holiday or institutional closing day.  For emergency leaves, see the section below entitled “Ineligibility for Paid Leave.” 
If a holiday or institutional closing day occurs while an employee is on authorized paid bereavement leave, the employee shall be able to take bereavement leave at a time subsequent to the funeral to address related estate/business matters, in accordance with the KCTCS policy  regarding bereavement leave, 
Weekly Calculations for Overtime Pay Purposes
Paid leave time due to a holiday, institutional closing, and emergency closing is counted as "time worked" for the purpose of calculation of overtime pay for the week for eligible (non-exempt) employees.

Ineligibility for Paid Leave

Employees in a no pay status for any portion of the scheduled work day/leave day (including all types of leaves) that falls immediately before and/or after the holiday, institutional closing day, or emergency leave day, shall not be paid for the holiday, institutional closing day, or emergency leave day.    

If an emergency leave day occurs while an employee is on authorized paid vacation leave, paid sick/temporary disability leave, or compensatory leave, the employee shall be charged vacation leave, sick/temporary disability leave, or compensatory leave for the absence.

If an emergency closing of the employee’s normal physical work location occurs, employees who are scheduled to work at unaffected locations during the emergency closing period shall report to work as scheduled.

Working on a Holiday, Institutional Closing Day, or Emergency Closing Day
A.    Holiday Leave and Institutional Closing

When essential services are required, designated employees under all personnel systems who work on the official holiday or on an institutional closing day shall have their paid holiday or institutional time off scheduled for another day as close to the holiday/institutional closing as possible normally within six weeks of the holiday that is mutually agreeable between the employee and KCTCS.

B.    Holiday Leave

In accordance with KCTCS Administrative Polices and Procedures regarding work performed on holidays, non-exempt employees under the KCTCS personnel system who provided essential services only shall receive overtime pay of 1½ times the normal pay rate for work performed on a holiday. 
In accordance with corresponding policies, procedures, and regulations of the UK personnel system and the 18A/151B personnel system, non-exempt employees under those personnel systems receive the regular pay rate for work performed on a holiday.  

C.    Institutional Closing

Furthermore, designated non-exempt employees under all personnel systems who provided essential services shall receive overtime pay of 1½ times the normal pay rate for work performed on an institutional closing day.  In addition, for weekend days that are within the institutional closing period (but are not designated as institutional closing days since they are weekend days), non-exempt employees under all personnel systems who provided essential services on these days shall receive overtime pay of 1½ times the normal pay rate for work performed on these weekend days.
D.    Emergency Closing

In addition, designated non-exempt employees under all personnel systems who work in  providing essential services during an emergency closing shall receive extra compensation in one of two forms for the time actually worked during an emergency closing, as well as for other work necessitated by the emergency closing that is time worked outside of the employees’ normal scheduled work hours.  The college shall designate which form of extra compensation shall be used    based on budgetary, staffing needs, and other issues.  The extra compensation shall be either: 
1) overtime pay of 2½ times the regular pay rate, or 
2) overtime pay of 1½ times the regular pay rate plus receiving paid time off within 6 weeks of the emergency closing for time worked during the emergency closing for the time actually worked during an emergency closing, as well as for other work necessitated by the emergency closing that is time worked outside of the employees’ normal scheduled work hours. 
Exempt employees who are required to work during or as necessitated by an emergency closing shall receive the regular pay rate.



Long-Term Emergency Closing During and Due to a Pandemic or 



Other Crisis Situation

Provisions and compensation for exempt and non-exempt employees who are required to work in the event of a long-term emergency closing, as defined by the KCTCS President, due to circumstances such as a pandemic or other crisis situation, will be handled according to established crisis management protocol.  Such a long-term emergency closing may require deviation from the terms specified in this procedure, subject to the approval by the KCTCS President based on the situational staffing/organizational needs. 

Following is a chart that summarizes the provisions specified in this Human Resources Procedure regarding working on a holiday, institutional closing day, or emergency closing day.  
.

Summary of Provisions for Working on a Holiday, Emergency Closing, and Institutional Closing

The provisions for working during a holiday, emergency closing, and institutional closing are as follows:

Holiday Leave and Institutional Closing 
KCTCS Personnel System – 
Non-Exempt Employees

For time worked on Holidays/Institutional Closing (full or partial day):

· Hours worked paid hours @ 1 ½ times + take equal time off within 6 weeks of Holiday/I.C day.
· Paid at 1½ times on weekend days that are within the institutional closing period (but are not designated as Institutional Closing days since they are weekend days).



Exempt Employees



For time worked on Holidays/Institutional closing (full or partial day):

· Hours worked paid @ regular rate + take equal time off within 6 weeks of Holiday/I.C. day.
UK Personnel System  

Non-Exempt Employees

 
For time worked on Holidays (full or partial day):

· Hours worked paid @ regular time + take equal time off within 6 weeks of holiday.
For time worked during Institutional Closing (full or partial day):

· Hours worked paid @ 1 ½ times + take equal time off within 6 weeks of holiday/I.C. day.
· Paid at 1½ times on weekend days that are within the institutional closing period (but are not designated as Institutional Closing days since they are weekend days).

Exempt Employees

For time worked on Holidays/Institutional closing (full or partial day):

· Hours worked paid @ regular rate + take equal time off within 6 weeks of Holiday/I.C. day.
151B/18A Personnel System- 

Non-Exempt Employees

For time worked on Holidays (full or partial day):

· Hours worked paid @ regular time + take equal time off within 6 weeks of holiday.
For time worked during Institutional Closing (full or partial day):

· Hours worked paid @ 1 ½ times + take equal time off within 6 weeks of I.C. day.
· Hours worked paid at 1½ times on for working on weekend days that are within the combined institutional closing/holiday period (but are not designated as Institutional Closing days since they are weekend days).



Exempt Employees

For time worked on Holidays/Institutional closing (full or partial day):

· Hours worked paid @ regular time.
Emergency Leave  
All Personnel Systems 

For time worked during an Emergency Closing and Other Time Worked Due to an Emergency Closing Outside of Employee’s Normal Work/Operating Hours (full or partial day):

Non-Exempt Employees

· Paid @ either:
1) 2½ x pay (earning codes REG and HOT), or 
2) 1½ x pay + time off within 6 weeks for time worked during an Emergency Closing; the option used is determined by college officials.
· Paid according to established crisis management protocol during to a long-term emergency closing, as defined by the KCTCS President at the time of the emergency, due to a pandemic or other crisis situation.  May require deviation from the terms specified in this procedure, subject to the approval by the KCTCS President.  
Exempt Employees

· Hours worked during/due to an Emergency Closing are considered part of the employee’s regular work week with pay not to exceed the employees regular salary.
· Paid according to established crisis management protocol during to a long-term emergency closing, as defined by the KCTCS President at the time of the emergency, due to a pandemic or other crisis situation.  May require deviation from the terms specified in this procedure, subject to the approval by the KCTCS President.  
The provisions of this Human Resources Procedure remain in effect unless and until a KCTCS policy or procedure or a Human Resource Procedure is subsequently established or reissued to state other provisions.
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