


   

 

 

Pay 

Full- and part-time benefit-eligible exempt and hourly staff are paid their regularly scheduled hours at their 
regular rate of pay. 

 
All hourly staff enter hours in timesheets using the appropriate EARN CODES. H=Holiday Leave, FB= Fall 
Break Leave, WB=Winter Break Leave, SB=Spring Beak Leave, if worked=Regular Earnings. 
 
Exempt staff who are required to work are able to take time off at a later date with supervisor approval. 
 
Fall and Spring Break – the college will close this year for fall break, which includes the Thanksgiving 

holiday and three days of spring break.  This benefit is a total of 8 days of paid leave. 

Winter Break Pay (inclusive of 4 holidays) 

 This benefit is a total of 10 paid days off for employees who regularly work 5(+) days a week. 

 The payroll department will provide information to enter into hourly timesheets. 

 Staff must return to work for at least 5 days following winter break to be eligible for this benefit. 

 Supervisors and department heads will inform staff of their return date if it is earlier than January 6, 
2025, and if they are required to work during winter break. 

 
 

Full- and part-time benefit-eligible hourly staff WHO ARE REQUIRED TO WORK are 
compensated as follows: 
 

1. Independence Day– Regular rate of pay and given equivalent time off during the next pay period or 
an agreed upon future date within the current fiscal year.  

 
2. Monday, Tuesday, Wednesday before and Friday after Thanksgiving, Christmas Eve, New Year’s Eve, 

winter break (other than Christmas Day and New Year’s Day) and spring break – Regular rate of pay 
for regularly scheduled hours plus one times regular rate for hours worked OR given equivalent time 
off during the next pay period or an agreed upon future date within the current fiscal year. The 
immediate supervisor will determine which option is selected. 


