Annual Holiday Schedule Calendar Updates
January 7, 2015
This procedure can be performed every year in December when payroll distributes the annual holiday schedule card to employees. This maintenance procedure is performed by staff in the City Administrator’s Office.
Holiday Schedule Calendar Events
City holiday events should be entered in the following way.
1) Event Title: CLOSED - City Administrative Offices

2) Short Title: CLOSED City Offices

3) Audiences: Internet - checked

4) Age Group: N/A - checked

5) Divisions: 
a) City Hall Closed - Holiday Observed - checked
a) Home Page Calendar - Featured - checked
b) If this event occurs on a Friday, you must also check:
c) City Hall Closed - City Office Closed Alternate Fridays - checked

2) Time Info:	  All Day Event… - checked

3) Date Info:	 enter the date of the holiday

4) Recurrence Pattern:  No Recurrence / One Time Event

5) Show Event:  checked

6) Description (if you copy and paste from this document, please use the Clean Paste from Word procedure):

Non-emergency City Offices are closed in observance of the holiday name holiday.

This schedule does not affect police, fire, emergency services, library, recreation programs, community centers, water and wastewater treatment plants or the waterfront department.

Water, sewer and trash bill payments can be mailed, left in the night drop box at City Hall, or paid online at Santa Barbara Utilities Online.

7) Active: checked

8) Submit the event and confirm
Repeat this procedure for all of the holidays.
Thanksgiving Days Off
Enter the two Thanksgiving holidays as two separate events: Thanksgiving Day and Friday following Thanksgiving Day.
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