
University of Scranton 
Staff Policy 

I. Policy Statement

The Holiday Pay and Time-off Policy established procedures and guidance for staff and 
supervisors with regard to non-exempt staff working holidays, both federal holidays and 
University holidays.  
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2. University holiday: a designated day the University is closed that is not a weekend day. 
This applies to federal holidays as well as other designated days the University is closed.  
Designated University holidays are released each year in February for the upcoming 
academic year.  

3. Holiday bank: holiday hours will be placed in the Banner in a bank reserved for holiday 
hours only.  

4. Holiday hours: staff scheduled to work seven-hour shifts will receive seven hours to 
bank or be paid; staff scheduled to work eight-hour shifts will receive eight hours to 
bank or be paid.  

XIII. Procedures 

The following procedures apply to declared University holidays other than the Christmas and 
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A. Full time staff are eligible for all University holidays.  Part time staff, as defined in Staff 
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regularly scheduled work day.  

a. Staff who work on a University holiday will be paid time and one half their 
regular hourly rate for all hours worked on the holiday regardless of the number 
of hours they have worked in the current work week.  

b. Staff will also receive holiday hours for working the holiday.  The staff has the 
choice to either be paid regular straight time for the holiday hours, or bank 
those hours for later use.  






