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28 September 2004

MEMORANDUM FOR Managers and Supervisors of State Employees

SUBJECT:  Special Day of Leave

1.
The Governor is granting executive, management, classified unrepresented and unclassified unrepresented employees an additional day of leave in conjunction with Thanksgiving, Christmas or New Year's Day.  
2.
Represented employees may receive this day of leave under terms of their collective bargaining agreement.  Military Lease Agents work on an intermittent/part-time basis and do not qualify for this leave.  

3.
This leave is eight hours for full time employees and prorated for part time employees.  To receive the leave, the employee must be employed as of the day prior to the applicable holiday.  Employees must enter “GL” on their timesheet the day the leave is taken.

4.
Employees may request the option of using this paid leave the Wednesday before or the Friday after Thanksgiving, or the day before or the day after Christmas or New Year's Day.  The agency must coordinate work schedules to maintain services on those days.  If those days are not available to an employee, the leave may be requested and taken on another day.  Employees must use this special day of leave on or before January 31, 2005.
5.
As a reminder, during the holidays if an employee departs work early, they must take accrued leave to cover the absence.  Only the Governor has the authority to grant employees time off other than what is designated in policy or a labor agreement.

6.
Any questions concerning the specific application of holiday pay can be directed to the undersigned at (503)584-3865 or Theresa Klopfenstein at (503)584-3880.

FOR THE ADJUTANT GENERAL:








/s/







CARLA PLOEDERER







Director of State Personnel
CF:
AGP
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