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Standard Operating Procedure

All Facilities Maintenance employees are to work their scheduled holiday, unless taken in conjunction with their annual
vacation.

Purpose

To reduce scheduling problems and to ensure that persons not scheduled are not forced into working a holiday to cover for
someone else.

Procedure
1. All vacation requests will be reviewed by the appropriate Supervisor and/or Manager.
2. Scheduling conflicts arising from vacation requests returned by March 15th will be resolved by seniority.
3. All vacation requests shall be subject to the availability of sufficient personnel to efficiently satisfy operational

needs.
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