STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES
OFFICE OF HUMAN RESOURCES

HUMAN RESOURCES MEMORANDUM
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	NUMBER:
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	DATE ISSUED:
		December 29, 1999

	DISTRIBUTION:
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This is a correction to Human Resources Memorandum 99-029 based on recent information provided by the State Controller’s Office (SCO) regarding holidays that fall on a Saturday.  

The following provides revised instruction and examples on the correct way for Bargaining Unit 12 and 13 rotational shift employees to report their time in the Project Accounting and Leave (PAL) system for holidays that fall on a Saturday based on their work schedule.

EMPLOYEES REGULAR WORK SCHEDULE INCLUDES THE HOLIDAY - EMPLOYEE WORKS THE HOLIDAY 


[image: ]
When a Bargaining Unit 12 or 13 rotational shift employees’ regularly scheduled work day occurs on a holiday and the holiday falls on a Saturday (i.e. Christmas and New Year’s), the employee must report their time in PAL as follows:Remember to report your time to the appropriate projects, tasks and expenditure types for your assignment.


If PAL is properly documented, the employee will be compensated with the following: 

· Eight (8) hours regular pay (received in employee’s regular warrant).
· Four (4) hours holiday pay at time and one-half (issued in a supplemental warrant).
· Eight (8) hours holiday credit that is automatically updated by the State Controller’s Office (SCO).


EMPLOYEES REGULAR WORK SCHEDULE INCLUDES THE HOLIDAY - EMPLOYEE DOES NOT WORK THE HOLIDAY 

When a Bargaining Unit 12 or 13 rotational shift employees’ regularly scheduled work day occurs on a holiday, the holiday falls on a Saturday (i.e. Christmas and New Year’s) but the employee does not work, the employee must report their time in PAL as follows:
Remember to report your time to the appropriate projects, tasks and expenditure types for your assignment.
When reporting time away from work, make sure you use the correct leave/dock alias.


[image: ]


If PAL is properly documented, the employee will be compensated with the following: 

· Eight (8) hours regular pay (received in employee’s regular warrant).
· Eight (8) hours holiday credit that is automatically updated by the State Controller’s Office (SCO).

EMPLOYEES REGULARLY SCHEDULED DAY OFF OCCURS ON A HOLIDAY

Remember to report your time to the appropriate projects, tasks and expenditure types for your assignment.

[image: ]
When a Bargaining Unit 12 or 13 rotational shift employees’ regularly scheduled day off occurs on a holiday and the holiday falls on a Saturday (i.e. Christmas and New Year’s), the employee must report their time in PAL as follows:


If PAL is properly documented, the employee will be compensated with the following: 

· Eight (8) hours holiday credit that is automatically updated by the State Controller’s Office (SCO).

Questions regarding this memorandum should be directed to your assigned Personnel Services Specialist or Supervisor.





LYNN W. CATANIA, Manager
Personnel Operations Section

LWC:JEB

cc:	Personnel Transactions Staff
	Personnel Analysts
	Labor Relations Staff
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