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Human Resources


DATE:

October 26, 2010

RE:  2011 REGULAR VACATIONS - HOURLY EMPLOYEES                                          
VACATION PROJECTION LIST
Enclosed is a listing of your regular vacation liabilities projected to December 31, 2011.  This listing has been prepared on 10/25/2010.  From that date to the end of the year, you will need to update the list periodically to keep it current with personnel changes. 

ADDITIONAL WEEK OF VACATION DURING THE YEAR
Some employees on the regular vacation list will pick up an additional week of vacation during the year. This results from the crossing of a continuous service anniversary date entitling the person to an additional week of vacation.  This week must not be scheduled to begin until after the anniversary date unless the anniversary falls in December.  In that case, any week beginning after November 30 can be used. The employees affected by this growth year are listed in red on the attached excel spreadsheet.

EMPLOYEES WITH LESS THAN 1,000 HOURS WORKED
Even though an employee has several years of continuous service, he/she must have worked 1,000 hours in the immediately preceding 365 days or he/she will not be eligible for vacation leave.  His/her vacation must be delayed until the necessary 1,000 hours has been accumulated.  Once an employee has achieved vacation eligibility, it will be locked in.

  The 1,000 hour threshold includes hours worked and vacation hours only.

SCHEDULING OF VACATION 

1. List choices for all weeks of regular vacation eligibility.

2. Make certain that employees understand the choice of "Pay in advance" or "No Pay in Advance" for full weeks of vacation only.  Special emphasis on this point is needed to avoid misconception in some employees that they have elected "Pay in Advance" when in fact, they have not.

*  
VACATIONS THAT ARE SCHEDULED FOR THE FIRST WEEK OF THE NEW YEAR (1/3/2011 thru 1/9/2011) CANNOT BE PREPAID IN THE PRIOR YEAR.


The regular vacation weeks available for 2011 start on Monday, January 3, 2011 and end on Sunday, January 1, 2012.

Please note that day at a time vacations and floating holidays are scheduled on a calendar year basis beginning January 1st of each year and ending on Dec 31st inclusive. Please note this to your employees that schedule these days around the end of the year.
