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Policy & Procedure Review  
 
 

Date Submitted:  September 12, 2007 

Department:   Human Resources 

Division:   Business and Financial Affairs 

Authority (RCW, WAC):  

Policy & Procedure Number & Name:  CWUP 6-60-040 Holidays 
CWUR 6-60-040 Holidays 
 

New  Revision   Last Revision  CWUP-4/1/15 
CWUR-9/5/12 

Title:    CWUP 6-60-040 Holidays 
CWUR 6-60-040 Holidays 

 
Summary of Impact:   

In policy, adds language to clarify regular appointments may be non-cyclic (12 full months) or cyclic (less than 12 
full months). 

In procedure, two options are provided: 

Option 1: This option is liberal in making exempt employee eligible for holidays. Those with less-than-12 month 
contracts would be eligible for a holiday if they are in pay status on their last scheduled work day in the month 
containing the holiday or in pay status on their first scheduled work day in the month following the holiday.  

It will cost more to implement this option because more exempt employees will be eligible for holiday pay. 

Option 2: This option requires an employee to work during the week in which the holiday occurs. It would have a 
neutral budget effect; it’s more difficult to administer because it is new PeopleSoft programming; it could have a 
negative impact on employee morale because some employees would love holiday eligibility they have had in the 
past. 

 Ease of 
Administration 

FLSA 
Compliant Understandable Budget Morale 

Option 1 Duplicates 
others Yes More difficult Will cost 

more Liberal for employees 

Option 2 More difficult Yes Good Neutral Could have negative 
impact 
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The following staff members contributed to this review:  

Staci Sleigh-Layman, Executive Director, HR 
Corey Moriyama, former Manager, Labor and Employee Relations 
HR Partners (Chavez, Galbraith, Hundoft, Rogel, Sarchet) 
Payroll Staff (Rickey, Karageorges, Conn) 
 
The options have also been shared with the Exempt Employee Association.  Here is the response received from 
Joey Bryant, Chair of EEA, in an e-mail to Staci Sleigh-Layman on July 24, 2017: 
 

Option 1 – Is more detailed and clear. It would be less likely for someone to find a loop hole or work 
around. It provides examples for clarity. 

Option 2 – Is more concise and shorter. Feels more restrictive and not as clear. There was also question 
about the terminology of “must be scheduled to work” versus “must be in pay status” as the first could be 
seen as you not eligible if you are on vacation since you are not scheduled to work. 

Overall, the board was generally in favor of option number one and felt that it was clear and easy to 
understand. Again, I did not share your analysis below with them, but it seems like they did not feel it was 
difficult to understand. But that is only a small sampling. Also, I know in your analysis that it says option 
one will cost more but I was wondering if you could fill me in on that piece when you get a chance. 

 

 
  
 

  



CWUR 6-0 Exempt Employees  Page 3 of 3 
CWUR 6-60 Leave 

CWUR 6-60-040 Holidays 

Option 1 

The personal paid holiday will be scheduled at the convenience of the employing department except when 
requested for use in accordance with CWUP 6-60-090 (Paid Leave to Care for Family Members with Serious 
Medical Conditions). 

To qualify for holiday pay, an exempt employee must meet one of the following conditions: 

1. eExempt employees who hold twelve-month appointments (non-cyclic appointments) must be in pay 
status on the workday preceding the holiday.  

2. Exempt employees who hold less than twelve-month appointments (cyclic appointments): 

a. Must be in pay status on their last scheduled work day in the month in which the holiday occurs, OR 

b. Must be in pay status on their first scheduled work day in the month following the holiday. (Example: an 
exempt cyclic employee who is scheduled for cyclic leave without pay during winter break would be eligible for the 
New Year’s holiday if they are in pay status on their first scheduled work day in January.)  

An exempt employee on leave without pay on the workday preceding a holiday whose schedule prevents them 
from meeting these criteria is not eligible for holiday pay.  

[2/2010: Responsibility: Exempt Employee Association Governing Board/Chief of Staff; Authority: President’s 
Office; Reviewed/Endorsed by: Cabinet/PAC; Review/Effective Date: 9/5/12; 10/04/17; Approved by: James L. 
Gaudino, President] 

Option 2 

The personal paid holiday will be scheduled at the convenience of the employing department except when 
requested for use in accordance with CWUP 6-60-090 (Paid Leave to Care for Family Members with Serious 
Medical Conditions). 

To qualify for holiday pay, an exempt employee must be scheduled to work during the week (Monday through 
Friday) of the holiday.  An exempt employee on leave without pay on the workday preceding a holiday whose 
schedule prevents them from meeting this criteria is not eligible for holiday pay.  

[2/2010: Responsibility: Exempt Employee Association Governing Board/Chief of Staff; Authority: President’s 
Office; Reviewed/Endorsed by: Cabinet/PAC; Review/Effective Date: 09/05/12; 10/04/17; Approved by: James L. 
Gaudino, President] 

 


	Date Submitted:  September 12, 2007
	Department:   Human Resources
	Division:   Business and Financial Affairs

