
 
 

 

Holiday and Leave Policy 
Date: November 18, 2020 

Issuing Authority: Board of Directors 

Holidays Recognized: 

The Alabama Center for Sustainable Energy (DBA: Energy Alabama) recognizes the following paid holidays.  Full time team 
members will be compensated for the regular hours they would have worked if it were a normal workday. 

● New Year’s Eve and New Year’s Day 
● Memorial Day 
● Independence Day 
● Labor Day 

● Veteran’s Day 
● Black Friday and Thanksgiving Day 
● Christmas Eve and Christmas Day 

General Leave and Vacation: 

We recognize the need for team members to take time away from the office to creatively recharge, and that not everyone 
works the best during traditional 9 to 5 office hours. We also believe in taking personal responsibility for managing our own 
time, workload and results. To that end, we’ve adopted an Open PTO (Paid Time Off) policy, in which each team member is 
afforded the flexibility to take vacation, take time off for illness and shift schedules as necessary. 

● We offer 10 days paid vacation and 5 days paid sick days per year. Upon 3 years of service vacation time is increased to 
15 days paid per year. 

● Team members are welcome to shift their schedules to match their work style. We do not set specific work times or 
locations. Working from home is encouraged. After all it saves energy! 

Your Responsibilities 

● Keep your fellow team members informed. Let your teammates know at least 2 weeks ahead of schedule when you’ll 
be on vacation, and report in on days you need to be out unexpectedly. 

● Be available when you’re needed. Customer calls, staff meetings and other time sensitive responsibilities must be 
covered regardless of your personal work schedule. If you have planned time off, make sure to coordinate with your 
coworkers to have coverage for any of your responsibilities during that time off. 

● Be productive. You are employed by Energy Alabama as team member and are expected to contribute as such. 

Details 

● The Open PTO plan is only available to full-time. Unused vacation time will accrue up to a maximum of 60 days and 
unused sick time will also accrue up to a maximum of 60 days for a total maximum of 120 days.  

● You are allowed to use sick and vacation time in any time increments of 30 minutes.  
● We reserve the right to suspend the Open PTO plan should you be unable to meet your agreed upon goals, 

responsibilities, and/or objectives. 


