~SLDCADA TIP~
How SLDCADA handles Federal Holidays

For all SLDCADA Users
[image: image1.jpg]LDCADA

’ Standard Labor Data Collection
And Distribution Application




Have you had your tip today?

This month’s tip describes how SLDCADA generates holiday leave hours and how to maintain the holiday table that indicates when holiday leave is generated.

The Federal Government normally observes 10 national holidays in a calendar year. If a holiday falls during the weekend (Saturday or Sunday), it is usually observed on the following Monday or preceding Friday.  SLDCADA generates the holiday leave hours (LH) for the holiday listed on the holiday table. The leave hours (LH) SLDCADA generates equal the employee’s scheduled hours for that day unless there are other labor hours recorded for that day.  If there are other labor hours recorded, then SLDCADA generates holiday leave hours to total the employee’s scheduled hours for that day, i.e., for a work schedule of 8 hours for the day, employee works HG for 4 hrs, SLDCADA generates the additional 4 LH hours to equal the total scheduled hours.

The following examples describe how SLDCADA generates holiday leave hours for different types of employee work schedules.

FULL TIME MONDAY THROUGH FRIDAY WORK SCHEDULE

SLDCADA generates holiday leave hours (LH) for the number of hours the employee is scheduled to work on the observed holiday.

FULL TIME RDO ON HOLIDAY

SLDCADA generates holiday leave hours (LH) on the last working day prior to the holiday for the employee who is not scheduled to work on the observed holiday (RDO).

If your activity’s policy is to record the holiday hours on any other day, the timekeeper must enter the holiday leave hours for any employee whose scheduled day off is the observed holiday.

PART-TIME WORK SCHEDULES
SLDCADA generates holiday leave hours (LH) for a part-time employee ONLY if that employee is scheduled to work on the date the holiday is being observed.
WORK ON HOLIDAY

SLDCADA generates holiday leave hours to total the employee’s scheduled hours for that day, i.e., for a work schedule of 8 hours for the day, employee works HG for 4 hrs, SLDCADA generates the additional 4 LH hours to equal the total scheduled hours.

NIGHT DIFFERENTIAL ON HOLIDAY

SLDCADA generates holiday leave hours (LH) and the corresponding ND hours if the employee has night differential hours assigned for that day in the employee record.

MILITARY, CIVILIAN – SES, CIVILIAN - FIRE PROTECTION PERSONNEL, CIVILIAN – INTERMITTENT, CIVILIAN WITH NON-SET DAILY HOURS (AWS 3, 7, 4, 5, D, OR E), or CIVILIAN LWOP

SLDCADA does NOT generate any holiday leave hours.
The holiday table in SLDCADA contains the list of observed holiday dates and is maintained by the activity’s System Administrator. The Holiday Dates Maintenance window in the client version of SLDCADA is used to add, delete, or modify holiday dates in the holiday table. 

To modify a holiday date in Holiday Dates Maintenance window:

1. Click SysAdmin, and then click Holiday Dates. The Holiday Dates Maintenance window (Figure 1) displays.

2. Modify required data.

3. Click 
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Figure 1, Holiday Dates Maintenance window

To add a new holiday to the Holiday Dates Maintenance window:
1. Click SysAdmin, and then click Holiday Dates. The Holiday Dates Maintenance window (Figure 1) displays.

2. Click [image: image4.bmp] or [image: image5.png]


 (Add or Insert New Row icon). A blank row displays.

3. In the Holiday Date field, enter the date in a mm/dd/yyyy format and in the Holiday Description field, enter a corresponding description.

4. Click 
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