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falls are eligible for holiday pay. For payroll and leave purposes, a 
holiday on which an employee does not work is no more than eight (8) 
hours.  

2. Employees who are required to work on the date a holiday is observed 
will receive eight (8) hours of holiday pay, or for the total number of 
hours worked, whichever is greater. 

3. Eligible part-time employees shall receive prorated holiday pay. Eligible 
part-time employees who must work on the date a holiday is observed 
will receive either the prorated amount based up on the average hours 
they have worked in the previous three months, or the total hours 
worked, whichever is greater. 

4. Employees who are on leave without pay for the entire week when a 
holiday occurs will not receive holiday benefits. Employees who are 
newly hired and who begin work the day after the holiday will not 
receive the holiday pay hours. 

5. As provided by South Dakota law, an employee must be compensated 
with time off or cash reimbursement for holiday hours. An employee 
who is required to work on a holiday may be compensated in one (1) of 
two (2) ways: 

a. Take off an equal number of hours at a later date; or 
b. Receive straight time paid in cash for an equal number of hours. 

For example, overtime eligible employees who work thirty-two (32) or 
more hours in a week when an eight (8) hour holiday is observed will be 
paid straight time for the “extra” hours over thirty-two (32) and up to 
forty (40). If an overtime eligible employee actually works more than 
forty (40) hours, exclusive of the eight (8) holiday hours, time and one-
half (1.5x) will be paid for those hours over forty (40). 

 
vii. Administrative Leave 

1. Administrative leave may be authorized as directed by the SDBOR 
Executive Director and is granted in accordance with this policy, 
SDBOR Policy 4.1.11 and the SDBOR Guide to Administrative Leave. 

2. Administrative leave 
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d. Employees may not receive more than forty (40) hours of 
administrative leave per week. 

e. Employees required to work so essential functions can be 
performed must report to work at prearranged worksites, unless 
otherwise instructed. These employees will be determined and 
notified by the University President, or designee. If the location 
has been administratively closed, those employees that are 
required to report to work will receive payment for the 
administrative leave hours (at a straight rate) plus the hours they 
were required to work. In all other instances, employees will 
receive pay at their regular rate for the hours worked. 
 

viii. Inconvenience Pay 
1. Overtime eligible employees, with the exception of employees covered 

by law enforcement civil service, who have fulfilled both of the 



Time and Leave Reporting  Page 5 of 7 

2. Time spent on-call is considered hours worked if the employee is 
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2. Hours in which employees are free to do as they please and time spent 
relaxing and sleeping are not considered hours worked. 

3. Social activities at conferences outside of normal working hours are not 
considered working time unless the employee has been directed by 
management to attend the activity for the purpose of hosting guests or 
fulfilling a work-related function. For example, if management has 
directed an employee to coordinate and host a banquet as part of the 
University’s obligation at a conference, those hours are considered hours 
worked. If an employee chooses to attend a banquet at a conference and 
does not have an assigned role, the hours are not compensable. 
 

xiii. Recordkeeping 
1. All overtime eligible employees will complete accurate records of hours 

worked and leave time taken. The records will reflect the date, number of 
hours worked, and leave time taken for each pay period. 
 

c. Employees Ineligible for Overtime  
 

i. Employees who are exempt from the overtime requirements of the FLSA are 
ineligible for compensatory time. 
 

ii. Leave Time 
1. Employees who are ineligible for overtime compensation are expected to 
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iii. Holiday Pay 
1. Non-overtime-eligible employees who work at least one (1) shift or are 

on paid leave during the calendar week in which the holiday falls are 
eligible for holiday pay. For payroll purposes, a holiday is no more than 
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