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TO:
Local Health Department Directors and Administrators

FROM:
Ron Horseman, Administrative Branch Manager


Local Health Personnel Branch

DATE:
April 8, 2009
SUBJECT:
School Schedule/Partial Year Employees and Holidays
Local Health Department Personnel continues to receive calls on School Partial Year (PY) employees and treatment of holiday pay.   Specifically with the upcoming holiday on (Good Friday) April 10th 2009.  
School Schedule (SS) employees may be off work to observe a “school holiday” however these differ from “LHD holidays”, therefore the following will provide clarification for SS employees and PY appointments and how the Administrative Regulations 902 KAR 8:120 Section 18 should be applied: 

During the school calendar year: 

· When a “school holiday” is observed and it is “not a LHD holiday” the SS/PY employee may request to use annual leave for this date or the appointing authority may require the employee to work in the LHD on this date. 
· When “school is open”, however the “LHD is closed” observing a holiday, the SS/PY employee is paid their normal salary per FLSA requirements and is not eligible for holiday pay. 
· When a “school holiday” is on the same date recognized as an “LHD holiday”, the employee must meet the definition of Section 18 item one (1) Full Time (FT) status employee and per item three (3) must be in pay status the last day that school was in regular session prior to the holiday to be eligible for the Holiday pay.   

During the summer months when school is out of session:
· A SS/PY employee is only eligible for the holiday pay if they meet Section 18 item one (1) and three (3) must be in pay status the day immediately prior to the Holiday. 

Good Friday Exception: 

April 10 the LHD will observe a ½ day Holiday (3.75 hours (hrs) per regs).   Schools may or may not be in session for the entire school day.  The LHD is typically open for 3.75 hrs and closed for 3.75 hrs.   
School Closed Good Friday:

· The FT- PY/SS employee may be requested by the appointing authority to work at the LHD for 3.75 hrs when open and receive 3.75 holidays when LHD closes. 
· The FT- PY/SS employee may request to take 3.75 hrs approved annual leave upon approval from appointing authority when the LHD is open and receive 3.75 holiday pay during the closure of the LHD, if no other site provided to work. 
· When the LHD and School are both closed for a Holiday, and the employee is permitted or required to work by the appointing authority the employee shall be eligible for holiday pay in addition to pay per FLSA requirement for those hours worked.  
· Pursuant to 902 KAR 8:120, Section 19 (2), an employee who is on prearranged annual, compensatory or sick leave shall charge leave as defined above.
School Open Good Friday:
· The FT- PY/SS employee that is required to work as part of the school calendar year will not be eligible for holiday pay observed by the LHD and should report as required to the school. 

If you need further assistance please contact your HR Administrator at (502) 564-3796. 

Sent: Wednesday, April 08, 2009 8:56 AM

To Directors/Personnel Administrators:
 

This is to provide guidance on holidays to include this Friday April 10, 2009 (Good Friday).  
 

If you have additional questions please contact the HR administrator assigned to your agency. 
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