Instructions for Completing Brief/Policy Template (Doc. No. 10.06.001.202)
(See Developing, Reviewing, Approving Institutional Policy Procedure, doc # 10.06.001.102, for responsibilities, flow, definitions, etc.)

1. This Template mimics the wiki-page and tabs layout and content.
2. Update Footer info with Policy title and document number.
3. Formatting notes (makes uploading into wiki page easier) - a, b, c are already applied in the attached. Example of d is included, too.
a. MS Word Header 2 style is applied to “Brief”, “Policy”, “Doc Info” titles
b. MS Word Header 3 style is applied to subheadings (Policy Summary, Who Should..etc.)
c. Policy subheadings (Purpose, Persons Affected, etc.) are alphabetically numbered.  BUT do not use “Numbered list” function for these.
d. Bullets and ordered lists are really painful.
i. If you want an ordered list, set it up BEFORE starting.  
ii. The ordered list MUST BE:   1./a./i./1./bullet   [Yes we know the 2 Arabic numbers look weird.]
iii. To maintain the continuity of the numbering, there must be NO intermediary hard paragraph breaks (carriage returns).  
· This means, for example, that there cannot be a numbered sub-subsection title, carriage return, then unnumbered paragraph.  Instead, the paragraph must flow directly from the title.  See Holiday Policy for examples.
iv. An unordered (bullet) list can be contained within the ordered list.  
· Set up by Carriage Return(CR) followed by Back Space (BS) until cursor is at leftmost margin.  Then click “bullet” and indent to level of indentation desired.   
· DO NOT set up by CR followed by indent (new number) followed by bullet.  What this does is replace the number designation by bullet in the ordered list.  Fouls up a lot – both in Word and in wiki.
· Following instruction iv.1 does not necessarily guarantee perfection in the wiki upload…..but it’ll be closer than if you follow iv.2.
4. Laboratory Identification:
a. Brief: Use “Berkeley Lab” in first reference to Lab.
b. Policy: Use “Lawrence Berkeley National Laboratory” in first reference to Lab.
c. “The Laboratory”, “Berkeley Lab”, “LBNL” are all ok after the first reference.
5. Notes on “Brief”:
a. Policy Summary: 
· 1 to 4 sentences describing “what” (not “how” or “why”).
· Use active voice.
b. Who should read this:
· Summarize succinctly but be specific.
· OK to use “Persons who….” Phrasing
c. Contact Info]: 
· Avoid using specific people’s names, phone numbers or email addresses.
· Preferred:  XXXX Manager/Dept. or Division or Office/email contact info
6. Notes on “Policy”: 
a. General:
· Use indented lists where possible
· Target audience is generic non-specialist user.  Would a new employee or visitor understand?
b. Roles & Responsibilities:
· If R&R can be described in one sentence, paragraph form is ok
· Multiple roles: use table form
c. Definitions:
· Consult Glossary first for definitions/acronyms.  Copy/paste accordingly
· OK to introduce a new term, BUT be sure to note in Tab 4 “Additional Information” so that Glossary can be updated.   Be prepared for a discussion with RM Program Manager if your word is a nuance of an existing Glossary term.
d. Recordkeeping requirements – optional
e. Implementing Documents:
· The author has the option to include a list of links within the Policy, if he/she judges it will be helpful to the end user.
· Integrity of links is the responsibility of the author.
f. Contact info:  (same as  Brief Contact Info)
g. Revision History:
· This covers the published versions – general readers will not see the wiki’s version tracking info.
· Be sure to note the type of change (major, major +30 days, minor, editorial)
7. Notes on “Document Info/Source Requirements & Implementing Docs info”: 
a. The info in this tab addresses multiple users:
· Requirements Management database requires specific citations
· General info for the end user
· Specific info on Implementing Docs, in case the links break, but also for RM database
8. Notes on “Additional Info”
a. This info is visible only to a small set of people, and is primarily intended to help those of us who have short term memories, or over 300 policies to maintain.
b. Labels/Tags:
· Minimum are Policy Area and Section labels.
· (Optional) Author should include any that might be helpful to users:  groups of people (“researchers”, “subcontractors”) or topics not already covered by PA/Section
c. Sidebar:  these are optional.
· Indicate specific text and location
· More than one sidebar piece of info is ok
9. Author is responsible for obtaining approvals, doc # 10.06.001.203 (see Procedure cited above).
10. Delete these Instruction pages before submitting to CSO.





	Title:
	Holiday

	Publication date:
	(CSO to fill in)

	Effective date:
	4/xx/2011


BRIEF
Policy Summary
This policy describes eligibility for holiday pay for Berkeley Lab employees.  The Laboratory provides twelve (12) paid holidays each calendar year, allowing eligible employees to observe national or state holidays.
Who Should Read This Policy
· This policy applies to employees who work either full-time or part-time schedules in the following 
· Employees in the following.  
· This policy applies to non-represented.  

To Read the Full Policy, Go To:
(link)
Contact Information
XXX manager
Office/Division/Department
Email address

End Brief


	Title: 
	Holiday

	Publication date: 
	(CSO to fill in)

	Effective date: 
	01/01/11


POLICY
A. Purpose
This policy xxxxx 
B. Persons Affected
This policy applies to employees who work… 
 
C. Exceptions
Not applicable.
D. Policy Statement
1. Berkeley Lab Holidays
a. The Laboratory observes the following holidays listed below and in the Berkeley Lab Holiday Calendar. These holidays are granted with pay to eligible employees. The days listed below, or announced equivalents, are usually observed as holidays: 
· New Year’s Day (or the announced equivalent)
· Third Monday in January
· Third Monday in February
· Last Monday in May
· July 4
· Labor Day
· Thanksgiving Day
· Friday following Thanksgiving Day
· December 24 or Christmas Day (or the announced equivalent
· December 31 or January 2
· One floating holiday that may be used, at the employee's discretion, on Cesar Chavez Day (the last Friday in March), Veterans’ Day (November 11), or during the annual winter holiday shutdown
b. When one of the days listed above occurs on a Sunday, the following Monday is 
c. Berkeley Lab will be open on both Cesar Chavez Day and.
d. The floating holiday must be taken during. 
2. Eligibility for Holiday Pay
a. Full-Time Employees are eligible for holiday pay:
i. If they are on pay status during the week in which the holiday occurs, or
ii. If they are on pay status on their last scheduled….
iii. If the holiday:
1. Immediately precedes their appointment 
2. Immediately follows their last day of 
3. Occurs during an approved leave of
b. Part-Time Employees will receive holiday…
c. New or rehired part time regular employees are not eligible for.
d. Variable-Time Employees do not earn holiday time off with pay.
3. Holiday Pay Policy for Part-Time Employees 
a. Part time employees who are scheduled to work half-time or more are allowed holiday time off with pay in accordance with the following table:  
	Holiday Credit for Part Time Employees

	Percentage of Full Time
	Hours of Holiday Pay per Holiday

	Under 50
	0

	50-56
	4

	57-68
	5

	69-81
	6

	82-93
	7

	94-100
	8



4. Holiday Pay for New Employees: A new full-time employee will be paid for any 
5. Pay Policy for Work Performed on a Holiday
a. Exempt Employees do not normally receive extra compensation when.
b. Non-Exempt Employees are paid regular pay, including any shift differentials, for time worked on a holiday. They normally receive.
c. Irregular Schedules: Non-exempt employees who are working irregular 
d. Cesar Chavez Day and Veterans’ Day: Non-exempt employees working on Cesar Chavez Day and Veterans' Day will be paid for hours worked only. They will not receive additional holiday pay.
6. Holiday Pay Policy During Leave of Absence Without Pay
a. Short Term Leave
i. A full-time employee on approved, non-disciplinary leave of 
ii. A part-time employee on approved, non-disciplinary leave of absence 
b. Extended Leave
i. An employee on leave without pay for more than.
7. Approval of Variations from Policy: Unless there is explicit and specific authorization for an action by this policy, the action is considered to be a variation from the policy, and must be approved in advance by the Chief Human Resources Officer (CHRO).
E. Roles and Responsibilities
Managers, supervisors, and employees have the responsibility to adhere to the provisions of this policy.
Use table form, if there are multiple roles and responsibilities to be explained.
	Role
	Responsibility 

	Manager
	xxxx  

	Employee
	ssss



F. Definitions/Acronyms 

	Term
	Definition 

	Full-time
	Full-time status is fixed time at 40 hours per workweek.  

	Part-time
	Part-time status is fixed time set at a minimum of 20 hours per workweek, and up to 39 hours per workweek.

	Variable time 
	A schedule with no fixed percentage of time or schedule. Hours worked will vary depending on operational needs.



G. Recordkeeping Requirements
none
H. Implementing Documents 
(optional – for ease-of-use for user – List LINKS…. DELETE THIS instruction!)
· Berkeley Lab Holiday Schedule
· Limited Floating Holiday Implementation Guidance
I. Contact Information
XXX Manager
Division/Department/Office
Email contact info
J. Revision History

	Date
	Revision
	By whom
	Revision Description
	Section(s) affected
	Change Type

	2/28/11
	0
	M. Bello
	Re-write for wiki
	all
	Major




Remove this text after wiki tabs are set.  End Policy.

DOCUMENT INFORMATION

	Title: 
	Holiday

	Document number
	02.07.004

	Revision number
	-00

	Publication date: 
	(CSO to fill in)

	Effective date: 
	12/01/11

	Next review date:
	12/01/14

	Policy Area:
	Compensation and Work Hours

	RPM Section (home)
	Human Resources

	RPM Section (cross-reference)
	none

	Functional Division
	Human Resources

	Prior reference information (optional)
	RPM Chapter 2.10


Source Requirements Documents 
· xxx
· 
Implementing Documents 

	Document number
	Title
	Type

	
	 
	Process

	 
	 
	Form

	
	
	Procedure



Remove this text after wiki tabs are set.  End Document Info.


ADDITIONAL INFORMATION

	Title: 
	Holidays

	Document number
	02.07.004

	Revision number
	-00

	Publication date: 
	(CSO to fill in)

	Effective date: 
	12/01/11

	Next review date:
	12/01/14

	Policy Area:
	Compensation & Work Hours

	RPM Section (home)
	Human Resources

	RPM Section (cross-reference)
	none

	Functional Division 
	Human Resources

	Author name/contact info
	M. Bello

	
	

	Revision 0 publication date
	12/01/11

	Retirement date
	n/a

	Prior reference information (optional)
	RPM Chapter 2.10

	
	

	Inputs from more than one Functional Area?
	No

	List additional Functional Areas & contacts
	

	
	

	Inputs from more than one Policy Area?
	No

	List additional Policy Areas & contacts
	

	
	

	30-day notification needed?
	No

	30-day start date
	n/a

	30-day end date
	n/a

	
	

	LDAP protected?
	No

	
	

	Need TABL reminders?
	No

	Frequency
	n/a

	Brief reminder text:
	n/a

	
	

	Approval Sheet for this revision received (date) 
[Note: author is responsible}
	


Key labels/tags:
· (Policy Area 1), (Policy Area 2), (Section)
New terms that need to be added to Glossary/Acronym list:
· (list items not found  and context (Policy Area name) – full definition would be included in Policy)
Implementing Documents restricted to department/functional use 
(optional – these will be used for tracing between requirements and associated documents)
	Document number
	Title

	
	

	
	




Side bars: 
Side bar 1 location (cite by Policy Section # - for example: Section D.2.a)
Sidebar 1 text:

Sidebar 2 location
Sidebar 2 text:

Sidebar 3 location
Sidebar 3 text:

Remove this text after establishing wiki tabs End Additional Information
(doc title)		page 7
Document #: (doc number) – (revision number)

[based on LBNL Policy Template& Info - Document # 10.06.001.202-00]
