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Holiday Pay/Worked and Non-Worked 
Holiday pay is paid to benefit eligible employees when they do not work on the holiday.  Policies and 
practice are further differentiated for 2094, DCNA, PRN POOL, Per Diem, and WISPD employees.   
 

Non-Worked Holidays 
 

All Benefit Eligible Employees 

• When the employee does not work on the holiday, the manager will add the HUH-HOLB pay 
code to the schedule.  This pays the employee their base rate for their regularly scheduled 
hours.  

Working on the Holiday 
Holiday Pay for worked time is automatically calculated based on the punch times. No action is 
required by the manager, other than scheduling the employee to work. Holiday Pay for 
worked time will generate with or without a schedule, however the best practice is to use 
schedules for other reporting purposes as well as pay. 
 

PRN POOL/Per Diem/WISPD 

• When the employee works the holiday, HUH-HOLW will be paid in addition to their regular pay, 
for actual punches that fall within the holiday zone starting at 11:30pm the day before the 
holiday and ending at 11:30pm the day of the actual holiday.   

All Benefit Eligible Union Employees 
• When the employee works the holiday, HUH-HOL will be paid in addition to their regular pay, 

when the majority of hours worked fall within the holiday zone, starting at 12:00am the day of 
the holiday and ending at 12:00am the day after the observed holiday.   
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Replacing the scheduled shift with Holiday Pay (Not Worked) 
Follow these steps when the holiday falls on a regularly scheduled day, and the benefit eligible 
employee has the day off. 
 

1. Navigate to the employee’s schedule. 

2. Right click on the scheduled day and select Add Pay Code. 

 

3. Open the Pay Code field, then type “HOLB” into the search. 
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4. Add a Comment, if needed, then Click Apply to update the schedule. 

 
 

5. Save the schedule. 
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Review Holiday Pay on the timecard: 

To review the Holiday Pay on the timecard: 

1. Go to the employees’ timecard. 

2. Open the Totals tab at the bottom of the timecard. 

3. For non-worked days, the holiday pay will display as a pay code edit in the body of the timecard. It 
will also display in the Totals tab at the bottom. 
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4. For worked days, the punches will display as normal punches, and the holiday pay will be displayed 
in the Totals tab at the bottom, based on actual hours worked in the holiday zone.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© 2020-2021 UKG Inc. All rights reserved. For a full list of UKG trademarks, visit www.ukg.com/trademarks. All other trademarks, if any, are the property of their respective owners. No part of 
this document or its content may be reproduced in any form or by any means or stored in a database or retrieval system without the prior written authorization of UKG Inc. (“UKG”). 
Information in this document is subject to change without notice. The document and its content are confidential information of UKG and may not be disseminated to any third party. Nothing 
herein constitutes legal advice, tax advice, or any other advice. All legal or tax questions or concerns should be directed to your legal counsel or tax consultant.  
 
Liability/Disclaimer 
UKG makes no representation or warranties with respect to the accuracy or completeness of the document or its content and specifically disclaims any responsibility or representation for 
other vendors’ software. The terms and conditions of your agreement with us regarding the software or services provided by us, which is the subject of the documentation contained herein, 
govern this document or content. All company, organization, person, and event references are fictional. Any resemblance to actual companies, organizations, persons, and events is entirely 
coincidental. 

 

http://www.ukg.com/trademarks

