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At [Company Name], we believe in fostering a healthy work-life balance for our
employees. Our comprehensive holiday policy is designed to provide ample time
for rest, rejuvenation, and celebration throughout the year. This document outlines
our approach to holidays, including paid time off, observances, and related
procedures.

1. Paid Holidays

We offer a generous package of paid holidays to all full-time employees. Part-time
employees receive pro-rated holiday pay based on their regular work schedule.

1.1 Standard Holidays

The following days are recognized as paid holidays for all employees:
e New Year's Day (January 1st)
e Martin Luther King Jr. Day (Third Monday in January)
o Presidents' Day (Third Monday in February)
e Memorial Day (Last Monday in May)
e Independence Day (July 4th)
e Labor Day (First Monday in September)
e Thanksgiving Day (Fourth Thursday in November)
e Day after Thanksgiving
« Christmas Eve (December 24th)

e Christmas Day (December 25th)

1.2 Floating Holidays
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In addition to the standard holidays, full-time employees are granted two floating
holidays per calendar year. These can be used at the employee's discretion,
subject to manager approval.

1.3 Holiday Pay

Eligible employees will receive holiday pay at their regular rate for the number of
hours they would normally work on that day. For employees with varying
schedules, holiday pay will be calculated based on the average hours worked over
the previous 12 weeks.

2. Holiday Observance

2.1 Weekend Holidays

When a holiday falls on a Saturday, it will typically be observed on the preceding
Friday. When a holiday falls on a Sunday, it will typically be observed on the
following Monday.

2.2 Essential Personnel

Some employees may be required to work on holidays due to the nature of their
roles. These essential personnel will receive compensatory time off or additional
pay as outlined in section 2.3.

2.3 Holiday Premium Pay

Non-exempt employees who are required to work on a company-recognized
holiday will receive holiday premium pay. This is calculated as 1.5 times their
regular hourly rate for all hours worked on the holiday, in addition to their regular
holiday pay.

3. Religious and Cultural Observances

We respect and support the diverse religious and cultural backgrounds of our
employees. Employees who wish to observe religious or cultural holidays not
included in our standard holiday list may request time off using their floating
holidays, personal days, or unpaid leave.
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3.1 Accommodation Requests

Employees requiring accommodations for religious or cultural observances should
submit their requests to their immediate supervisor and the HR department at least
two weeks in advance. We will make every reasonable effort to accommodate
these requests.

4. Holiday Shutdown Period

The company observes an annual holiday shutdown period between December
24th and January 1st. All offices will be closed during this time, except for
essential operations.

4.1 Pay During Shutdown

Regular full-time and part-time employees will receive their normal pay during the
shutdown period. Temporary and contract workers should refer to their individual
agreements for payment terms during this time.

5. Holiday Time Off Requests

While the company provides paid time off for recognized holidays, we understand
that some employees may need to work on these days due to personal
preferences or department needs.

5.1 Swapping Holidays

Employees may request to work on a recognized holiday and take another day off
instead. These requests must be approved by the immediate supervisor and HR
department at least two weeks in advance.

5.2 Blackout Periods

Certain departments may have blackout periods during peak business times when
holiday or vacation requests may be restricted. Employees will be notified of these
periods well in advance.

6. Holiday Pay Eligibility

Company Holiday Policy



To be eligible for holiday pay, employees must be in active pay status the day
before and the day after the holiday. Exceptions may be made for approved leaves
of absence.

6.1 New Employees

New employees are eligible for holiday pay from their first day of employment,
unless otherwise specified in their offer letter.

6.2 Departing Employees

Employees who are leaving the company will receive holiday pay for any holidays
that occur before their last day of work, provided they work their scheduled shifts
before and after the holiday.

7. International Employees

For our international offices, local holiday observances will be respected and
incorporated into the holiday schedule. These may replace or be in addition to the
standard U.S. holidays listed above.

8. Volunteering on Holidays

We encourage employees to give back to their communities. Those who choose to
volunteer with recognized charities on company holidays may be eligible for
additional paid time off. Please consult with the HR department for more
information on our volunteer time off policy.

9. Holiday Events and Celebrations

The company may organize events or activities to celebrate certain holidays.
Participation in these events is voluntary and inclusive of all employees,
regardless of their personal beliefs or observances.

10. Policy Review and Updates

This holiday policy will be reviewed annually to ensure it meets the needs of our
employees and the company. Any changes will be communicated to all employees
with ample notice.
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11. Questions and Concerns

If you have any questions or concerns about this holiday policy, please contact
the HR department for clarification.

Remember, this policy is designed to support your well-being and work-life
balance. We encourage all employees to take full advantage of their holiday
benefits and to communicate openly with their supervisors about any holiday-
related needs or concerns.
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