
January 2, 2023 – Additional Day Added to the Holiday Break 

Limited Operations Q&A and Workday Guidance 

 
 

Q: What should be entered in Workday for the additional day off on January 2, 2023? 

A: Every benefited staff member will be given an additional day of Floating Holiday time in their 

Workday accrual (8 hours, or prorated based on part-time schedules).  

● If not required to work: 

✔ All hourly and salaried staff need to request the day off as a Floating Holiday in 

Workday to ensure accurate timekeeping.  

✔ Supervisors should closely monitor their Workday Inbox to approve these requests. 

● If required to work on that day: 

✔ Hourly Staff: Enter hours worked as a Worked Holiday. The rate of pay will be time 

and a half for working on a federal holiday.  

Salaried Staff: No action needed for January 2nd. A different day off should be taken 

and floating holiday hours requested for that day.  

✔ The additional Floating Holiday accrual will be available for use later in the year.  

✔ Staff have until December 31, 2023 to use these newly added Floating Holiday 

hours.  

 

Q: Can hourly staff who work on January 2, 2023 be paid for the Floating Holiday hours and not take the 

time off later? 

A: No. The extra day off for staff was made to extend the Holiday Break in gratitude for their hard 

work during the fall semester.  

 

Q: If I had time off already scheduled for that day, what should I do? 

A: Any accrued vacation or sick time scheduled for January 2, 2023 should be removed (modify to -0- 

hours) and the Floating Holiday time used in its place.  

 

Q: If I work on January 2, 2023 and receive a Floating Holiday to be used later, and then leave the 

College, will I be paid out for the time? 

A: Floating Holiday time is not paid on separation from the College.  

 

 


