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Policy Summary

The purpose of this policy is to establish the practices governing the university's observed holidays as

well as the granting of paid absences from work. In addition to observed holidays, DePaul University

recognizes the need for employees to take short periods of time off from work for reasons including

civic responsibility, death or serious illness in the family, or other personal emergencies.

Scope

This policy affects the following groups of the University:
o Full-Time Staff
o  Part-Time Staff
o Full-Time Faculty
e Part-Time Faculty

This policy affects members of the above groups and may be taken in increments as follows:

Full-Time Full-Time Part-Time | Part-Time | Student Increments

Staff Faculty Staff Faculty Workers Allowed
Paid Holidays X Whole Day
Floating Holidays X Whole Day
Summer Hours X Hourly
Jury Duty X X X X Hourly
Voting X X X X Hourly
Blood Donation X X Hourly
Bereavement X X Hourly
Harly Close X X X Hourly
Full-Day Close X X X Whole Day
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Policy

General Information

Absences and Holidays outlined in this policy are not accrued. Unused holidays or hours cannot be
carried over into the next calendar year. No payment is made for unused hours at the time of
termination.

Employees should communicate with their direct manager to schedule time-off under this policy, as
prior approval is required.

Time reporting for these absences is outlined under the DePaul Time Reporting policy.

Holidays

The schedule of university observed holidays is determined by the academic calendar. Prior to July 1
of each year, a schedule indicating the specific dates of university observed holidays for the upcoming
fiscal year is posted on the DePaul University website. When a DePaul observed holiday differs from
the nationally observed holiday (e.g., for holidays falling on a Saturday or Sunday), the DePaul academic
calendar will prevail.

The university is closed for the following holidays (in order of Academic Calendar):

Independence Day (July 4th)

Labor Day

Thanksgiving Holiday

St. Vincent de Paul Day (varies from year to year)
Christmas/New Year's Holiday

Martin Luther King Day

Good Friday

Memorial Day

Juneteenth

For the days listed above, full-time staff in active or paid leave status receive holiday pay as follows:

o Exempt staff receive holiday pay as part of their regular biweekly salary.
* Non-exempt staff receive holiday pay at the regular rate of pay for regularly scheduled hours.

Non-exempt employees who are absent from work on the workday before a holiday, after a
holiday, or both days will receive holiday pay provided that the absence is charged to pre-
approved paid leave, pre-approved voluntary unpaid time off, vacation, floating/summer
holiday, or sick time.

Holiday Pay for Work Performed on a University Observed Holiday

Non-exempt full-time staff who work on a university observed holiday receive pay for the holiday
in addition to actual hours worked on that day.

When calculating overtime pay, the standard rate of overtime (1.5 x regular rate of pay) applies to
actual hours worked, over 40 hours, during the applicable work week.
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https://offices.depaul.edu/secretary/policies-procedures/policies/Documents/Time%20Reporting.pdf

1. Example 1: if an employee works 7 hours on a holiday and 35 hours over the other 4
days of the week, a total of 42 hours is worked for the week. Hours worked over 40 in
a week are paid at an overtime rate of time and a half. The employee's pay for that week
will reflect 40 hours at the regular of pay, 2 hours of overtime pay and an additional 7
hours of holiday pay.

2. Example 2: If an employee is called in to work 7 hours on a holiday and is on vacation
the remaining 4 days of the week, a total of 7 hours is worked for the week. Overtime
pay does not apply since less than 40 hours are worked. The employee's pay for that
week will reflect 7 hours at the regular rate of pay, 28 hours of vacation pay and an
additional 7 hours of holiday pay.

Pay for University Observed Holidays while on Approved Leave with the University

Part-time staff (including students) and part-time faculty are not eligible to receive holiday pay. If
required to work on a holiday, non-exempt part-time staff are paid only for hours worked.

Full-time staff on a vacation, paid sick leave, or other paid leave period will be paid for the holiday
without any deduction from vacation or sick accrued balances if the holiday occurs during the paid
leave period.

Full-time staff on pre-approved voluntary unpaid time-off (VUTO) will be paid for the holiday without
any deductions from vacation or sick accrued balanced if the holiday occurs during the unpaid voluntary
time-off period. For more information about VUTO please refer to the VUTO program located on
the Benefits website.

Full-time staff employees on unpaid leaves, other than pre-approved voluntary unpaid time off
(VUTO), are not eligible to receive holiday pay. Family and Medical Leave Act (FMLA) is an unpaid
leave and holiday pay is not applicable.

Full-time staff employees who are scheduled to return to work from an authorized unpaid leave on a
day in which the university is closed due to a holiday will be paid for the holiday provided they return
to work as scheduled following the holiday.

Floating Holidays

Full-time staff employees with six (6) months or more of cumulative full-time service are eligible for
two floating holidays per calendar year. Employees may use floating holidays on any working day, with
prior approval of the immediate manager. Floating Holidays must be taken in whole day increments.

Summer Hours Program

The Summer Hours Program is reviewed annually. If approved, it provides full-time staff employees
with additional time off during the summer. Summer Hours can be used in increments as small as one
(1) hour. The program applies to the period of the academic calendar beginning with the first Monday
after the close of spring term and ending on the last Friday before the beginning of the autumn term.
Note: for the College of Law, the timing of the Summer Hours program is slightly different due to the
semester schedule.
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Employees hired after the start of the period will be granted Summer Hours on a pro rata basis.
Summer Hours do not accrue and unused hours are not eligible for pay-out or carry-over.

If an employee is on a continuous leave of absence of any type, then all of the hours during the
approved leave should be recorded as leave hours. Summer Hours may only be used alongside
intermittent leave, and all hours taken during the approved leave must be recorded as leave hours.
Summer Hours cannot be utilized during a continuous leave of absence.

Religious Holidays

DePaul University values religious diversity among its faculty and staff. Out of respect for the many
religious holidays of different faiths that take place while the university is in session, academic and
administrative officers of the university will make appropriate accommodations to allow faculty, staff
and students to live and fully express their faith commitments. The employee may request to use
vacation time or a floating holiday, if eligible, with prior approval from his/her manager.

School Visitation

The university observes the Illinois School Visitation Rights Act which allows full-time and part-time
employees time off to attend school conferences or classroom activities of their children where such
activities cannot be rescheduled during non-work hours. The leave permitted under this act is unpaid
time off and cannot be taken unless all accrued time-off, with the exception of sick and disability leaves,
has been exhausted. This includes accrued vacation. An employee must be employed at least six (6)
continuous months to be eligible for School Visitation leave. See link in appendix for more
information.

Jury Duty

All staff and faculty are provided with time off for required jury duty. Verification of actual jury service
is required. The employee should notify his/her manager upon receipt of a jury summons so that
arrangements can be made for the daily workflow. The employee is entitled to keep the compensation
received from the court for jury service.
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For full-time staff and full-time faculty, the university will pay regular base or contract pay for the time
period absent from scheduled work as a result of jury duty.

For part-time staff and part-time faculty, the university will pay the regular rate of pay for the time
period absent from scheduled work as a result of jury duty.

Votin

Emplgyees are expected to vote during non-working hours whenever possible and practical. All staff
and faculty are eligible to receive up to two (2) hours off from regular working hours to vote. An
individual will be allowed time off work to vote if the workday begins less than two (2) hours after the
opening of the polls or ends less than two (2) hours before the closing of the polls. Employees are
expected to request time off prior to the day of the election. The specific period of time off will be
determined in accordance with department needs. Employees who require time off work to vote will
receive his/her regular rate of pay, base pay or contract pay, during this time.

Blood Donation

Full-time staff and full-time faculty are eligible for up to two (2) hours of paid time off to donate blood
once every eight (8) weeks. Allowing time off for the donation of blood every eight (8) weeks complies
with medical standards established by the American Red Cross, America's Blood Centers, the
American Association of Blood Banks, and other nationally recognized standards. Employees are
expected to obtain approval from his/her manager in advance.

Bereavement

We understand that losing a loved one is an incredibly difficult time. To support you, we offer bereavement
leave so you can take the time you need to grieve, be with family, and take care of personal matters.

Who is Eligible
Full-time staff and faculty

How Much Time You Can Take

¢ Immediate family members (such as spouse, second domiciled adult (SDA), children,
parents, siblings, grandparent or grandchildren, these titles also include step and in-law
relationships): Up to 5 (five) consecutive workdays of paid leave.

e Extended family members or close friends: (such as aunt, uncle, cousins, niece, nephew, or close
friend): Up to 1 (one) day of paid leave, the day of the funeral.

How to Request Leave
e Let your manager know as soon as you’re able to that you’ll be taking bereavement leave.
e Submit the leave request via BlueSky for your manager to approve the leave request.

e In addition to Bereavement leave you may in intitle to the Family Bereavement Leave Act
(FBLA). Refer to the benefits website for additional information and how to apply for that leave.
Please note, FBLA is unpaid leave.

Pay During Leave
Bereavement leave is paid at your regular rate of pay.

Page 5 of 7



Additional Support and Information

We encourage you to reach out to our EAP provider if you’d like counseling or resources
during this time. For information on other paid and unpaid absences, visit the Human
Resources Benefits website.

This policy sets forth general procedures, guidelines and descriptions, and does not constitute a
contract between the university and its faculty and staff members. The procedures, guidelines and
benefits described herein may be changed, modified or deleted at any time by the university.

Early Close and Unscheduled Full-Day Close

Early Close refers to hours that are not worked during an otherwise regularly scheduled workday.
These hours occur when the university administration decides, for any reason, to close the university
before the end of the normal workday. Eligible employees who are scheduled to work during Early
Close hours are entitled to be paid for those hours. This includes non-exempt full-time staff, part- time
staff, and student employees. For detailed information on recording Early Leave hours, please refer to
the Time Reporting policy.

An Unscheduled Full-Day Close refers to a regularly scheduled workday during which the university
administration has decided, for any reason, to close the university for the entire workday. Eligible
employees who are scheduled to work during an Unscheduled Full-Day Close are entitled to be paid
for that workday. Eligible employees who are scheduled to work during Unscheduled Full-Day Close
hours are entitled to be paid for those hours. For detailed information on recording Unscheduled Full-
Day Close hours, please refer to the Time Reporting policy.

Procedures

See Time Reporting policy for steps in recording paid holidays and absences.

Divisional Collaborations

Financial Affairs

Contact Information

Office of Human Resources
Mailing Address:

1 East Jackson Boulevard
Chicago, Illinois 60604

Office Location:

14 East Jackson Boulevard
13th Floor

Chicago, Illinois 60604
(312) 362-8232

Appendices
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https://offices.depaul.edu/human-resources/benefits/Pages/counseling.aspx
http://offices.depaul.edu/human-resources/benefits/Pages/default.aspx
http://offices.depaul.edu/human-resources/benefits/Pages/default.aspx
https://offices.depaul.edu/secretary/policies-procedures/policies/Documents/Time%20Reporting.pdf

Sick Time, STD, LTD policy
Vacation policy
Illinois School Visitation Rights Act

Leave of Absence website

History/Revisions

Origination Date: 01/01/2007
Last Amended Date: 11/14/2025
Next Review Date: N/A
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https://offices.depaul.edu/secretary/policies-procedures/policies/Documents/Sick%20Time%20Short%20and%20Long-Term%20Disability.pdf
https://offices.depaul.edu/secretary/policies-procedures/policies/Documents/Vacation.pdf
http://offices.depaul.edu/human-resources/benefits/work-life/Documents/Illinois%20School%20Visitation%20Rights%20Act.pdf
http://offices.depaul.edu/human-resources/benefits/work-life/leave/Pages/default.aspx
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