
LEAVES, HOURS & EMPLOYEE DEVELOPMENT 

1. Holiday pay shall be paid at the end of a bi-weekly 
pay period and shall be calculated by dividing the number 
of hours the employee was in regular pay status in that 
pay period by the number of hours which a full-time 
employee would work during that pay period, and then 
multiplying that amount by the number of holiday hours 
for that pay period. 

2. An intermittent employee who has resigned, been 
removed or been laid off prior to the last day of the pay 
period shall not receive holiday pay for that pay period. 

(c) When an authorized State holiday falls on a Saturday, 
the preceding Friday shall be observed as the holiday. 
When an authorized holiday falls on a Sunday, the following 
Monday shall be observed as the holiday. 

(d) Employees who are in pay status on the day immedi­
ately before an authorized holiday shall receive pay for the 
holiday. An employee on a voluntary furlough or a fur­
lough extension leave on the day before a holiday shall 
receive pay for the holiday as long as the employee is in pay 
status during the pay period in which the holiday falls. 

Amended by R.1990 d.48, effective January 16, 1990. 
See: 21 N.J.R. 3337(a), 22 N.J.R. 166(b). 

In (a): raised text and created new (b), with paragraphs 1. and 2. 
Recodified old (b)-(c) as new (c)-(d), with no change in text. 
Amended by R.1995 d.12, effective January 3, 1995. 
See: 26 N.J.R. 4126(a), 27 N.J.R. 145(a). 

4A:6-2.5 Inclement weather or emergency conditions: 
State service 

.. (a) The Governor, the Commissioner' of Personnel or 
their designees shall determine when inclement weather 
warrants the implementation of emergency procedures such 
as early release of employees, the closing of offices and the 
late opening of offices. The Commissioner or his designee 
shall notify all State departments when emergency proce­
dures are to be implemented. 

(b) Each State department shall maintain essential ser­
vices and shall designate a coordinator who shall be respon­
sible for: 

1. Ensuring that department employees are advised of 
the emergency procedures; 

2. Adyising the Governor's office and the Commis­
sioner of· regional openings and closings; 

3. Ensuring that employees are advised of a telephone 
number to call regarding implementation of departmental 
emergency procedures and a listing of. the radio stations 
which will broadcast information concerning the imple­
mentation of State-wide emergency procedures. 

(c) Employees who are required to work to maintain 
essential services while others are excused shall be given 
priority for release for the next emergency, where practica­
ble. 
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4A:6-2.6 Flexitime programs: State service 

(a) Appointing authorities may establish flexitime pro­
grams to accommodate operational and/or employee needs, 
and shall provide for: 

1. Core time, which is the period of time during which 
all employees must be present; 

2. Flexible time, which is the period of time before 
and after the core time in which the employees may 
choose, subject to appointing authority approval, time of 
arrival and departure; 

3. A meal period which may be flexible in duration 
and scheduling. 

(b) An appointing authority may limit participation in a 
flexitime program to selected groups of job titles, work units 
and/or work locations to accommodate operational needs. 

(c) Department of Personnel assigned workweeks for af­
fected titles, for example, 35 or 40 hours, shall be retained. 

(d) Establishment, modification or termination of a flexi­
time program shall not become effective without the approv­
al of the Commissioner. Requests for these actions shall be 
submitted at least 30 days in advance of the proposed 
effective date to the Department of Personnel and shall 
include: 

1. Justification which relates the requested action to 
operational and employee needs; 

2. Statement of impact on services to the public or 
agency clientele; 

3. Details of the core time, flexible time and meal 
periods; 

4. Groups of job titles, work units and/or work loca­
tions to be covered by the program; 

5. Procedures governing employee participation in the 
program; 

6. Approval procedures for individual flexitime sched­
ules and changes; 

7. Provisions for giving employees at least two weeks 
notice of termination of the program; 

8. Monitoring and evaluation procedures; and 

9. Name, address and telephone number of the pro­
gram administrator. 

(e) An appointing authority may authorize a complete or 
partial temporary suspension of the flexitime program if 
required by operational needs. Within 10 days of the 
suspension of the program, the appointing authority shall 
submit to the Commissioner a fully detailed justification and 
specify the duration of the suspension. 

6-21 Supp. 8-21-95 



4A:6-2.6 

(f) Appointing authorities should consult with affected 
negotiations representatives concerning flexitime programs 
before implementation. 

(g) A description of an appointing authority's flexitime 
program shall be made available to employees upon request. 

(h) Overtime compensation for employees in flexitime 
programs shall be regulated in the same manner as for all 
other employees. 

4A:6-2.7 Alternative workweek programs: State ·service 
(a) Appointing authorities may establish alternative work­

week programs, such as a four day workweek, to accommo­
date operational and/or employee needs. 

(b) A program may be developed for year-round use or 
for a specific portion of a year. 

(c) An appointing authority may limit partiCipation in an 
alternative workweek program to selected groups of job 
titles, work units and/or work locations to accommodate 
operational needs. 

(d) Department of Personnel assigned workweeks for 
affected titles, for example, 35 or 40 hours, shall be retained. 

(e) Appointing authorities shall develop appropriate pro­
rated sick, vacation and administrative leave schedules for 
employees participating in an alternative workweek pro­
gram. 

1. A normal workday for four day workweek employ­
ees in 35 hour, NL or NE workweek titles shall be eight 
and three-quarter hours a day, exclusive of a meal period. 
A normal workday for four day workweek employees in 
40 hour or N4 workweek titles shall be 10 hours a day, 
exclusive of a meal period. 

2. All sick, vacation and administrative leave taken by 
employees participating in a four day workweek program 
shall be charged at the rate of one and one-quarter days 
for each day absent. Employees taking less than a full 
day's leave shall have their leave time prorated according­
ly. 

(f) Since employees in an alternative workweek program 
have a longer or shorter workday than employees on a five 
day workweek schedule, a time differential exists on holi­
days. This differential shall be equalized in a manner 
detern1ined by the appointing authority. If a holiday occurs 
on an employee's regular day off, he or she shall be granted 
an additional day off consistent with operational needs. 

(g) Establishment, modification or termination of an al­
ternative workweek program shall not become effective 
without the approval of the Commissioner. Requests for 
these actions must be submitted at least 30 days in advance 
of the proposed effective date to the Department of Person­
nel and shall include the same items listed in N.J.A.C. 
4A:6-2.6( d). 
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(h) An appointing authority may authorize a complete or 
partial temporary suspension of the alternative workweek 
program if required by operational needs. Within 10 days 
of the suspension of the program, the appointing authority 
shall submit to the Commissioner a fully detailed justifica­
tion and specify the duration of the suspension. 

(i) Appointing authorities should consult with affected 
negotiations representatives concerning alternative work­
week programs before implementation. 

G) A description of an appointing authority's alternative 
workweek program shall be made available to employees 
upon request. 

(k) Overtime compensation for employees in alternative 
workweek programs shall be regulated in the same manner 
as for all other employees. 

4A:6-2.8 Adjusted hours of operation: State service 

(a) Appointing authorities may adjust established hours 
of daily or shift operations to accommodate operational 
and/or employee needs. 

(b) Department of Personnel assigned workweeks, for 
affected titles, for example, 35 or 40 hours, shall be retained. 

(c) Except for emergency situations of limited duration, 
adjustments in hours of daily or shift operation shall not 
become effective without the approval of the Commissioner. 
Requests for these actions should be submitted at least 30 
days in advance of the proposed effective date to the 
Department of Personnel and shall include: 

1. Justification which relates the change to operation­
al and employee needs; 

2. Statement of impact on services to the public or 
agency clientele, employees and the community, that is, 
traffic flow; 

3. Details of adjustments; 

4. Work locations and approximate number of em­
ployees affected; 

5. Provisions for giving employees at least two weeks 
written notice of adjustments; and 

6. Name, address and telephone number of the pro­
gram administrator. 

(d) Appointing authorities should consult with affected 
negotiations representatives regarding adjustments in hours 
of daily or shift operations before implementation. 
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