PAYROLL PROCEDURES FOR OPTIONAL HOLIDAY

Common Council Files #131630 and #131794 have been approved establishing Cesar E. Chavez Day, March 31st, and Juneteenth Day, June 19th, as optional holidays for eligible City of Milwaukee employees. An eligible employee for purposes of this legislation is one who is eligible for holiday pay, subject to the City’s collective bargaining obligations, as applicable, under s. 111.70, Wis. Stats.

This document will address the steps departments need to take to assure compliance.

1. The “Optional Holiday Request Form” is completed by the employee and approved by the manager.  A copy of this approved form must be sent to Payroll Administration, Room 404, City Hall.  This approved form must be submitted by the last Friday of the pay period.
a. If the optional holiday is denied, please retain those forms at your work location.

2. Once an employee selects to take an optional holiday, HRMS entries must be made to ensure the employee is PERMANENTLY coded as HOURLY with “None” as the holiday schedule, effective the pay period the optional holiday is selected.  The HRMS entry to update an employee must be complete by the last Friday of the pay period.

3. The optional holiday must be carried as 045 on the timecard.  
a. If the employee must work on the optional holiday, he/she must be carried as 8 hours 045.  Hours actually worked must also be recorded as 081 or 086, at the Department’s discretion.

4. The substituted holiday must be carried as vacation (042, 541) or compensatory time off (066).
a. If the employee must work on the substituted holiday, he/she must be carried as 8 hours 042, 541 or 066.   Hours actually worked must also be recorded as 077.  The system will generate FLSA overtime pay, where applicable.

5. The optional holiday and the substituted holiday may only be taken in 8 hour increments.

6. When the employee signs the form, they are promising to keep 8 hours of vacation or compensatory time available for the substituted holiday.  Employees should have this time available upon selection and maintain it until it is used.  Employees may not borrow vacation for this purpose (may not be negative).
a. If an employee does not have the time available upon request, the “Request for the Optional Holiday” should be denied.
b. If the employee does not have the time available when the substituted holiday occurs, the employee will be unpaid for the substituted holiday.

7. If an employee leaves service with the City prior to taking his/her substitute holiday, a dollars adjustment to take away the vacation (VPO) or comp time (CPO) should be made on the last check.

8. The fiscal year is defined as PP#1 through PP#26 or #27.  Remember, in some years, Christmas Eve, Christmas Day and New Year’s Eve fall in the following fiscal year and requests to substitute these holidays should not be honored.

9. [bookmark: _GoBack]Each eligible employee is entitled to 88 holiday hours in the fiscal year. Payroll Administration will review balances biannually.  Employees that have over 88 hours of holiday time must be addressed immediately.

You may call anyone in Payroll Administration for assistance on payroll procedures for the optional holiday.

Updates to this document may be found on the Payroll Administration website
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