
 C O L U M B I A  U N I V E R S I T Y  H U M A N  R E S O U R C E S

Tracking Officer Time-off (FY 2004–2005) 
Officer Name:      Department:    

Fiscal Year Begins: July 1, 2004     Fiscal Year Ends:  June 30, 2005   Hire/Sen Date:    

    Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun   
  1   Su         Sa       Su     
  2       Sa    Su     Sa       
  3 Sa     Su           Su       
  4 Su   Sa     Sa           Sa   
  5    Su     Su   Sa Sa     Su   
  6        Sa     Su Su         
  7   Sa     Su           Sa     
  8   Su         Sa       Su     
  9       Sa     Su     Sa       
  10 Sa     Su           Su       
  11 Su   Sa     Sa           Sa   
  12     Su     Su   Sa Sa     Su   
  13         Sa     Su Su         
  14   Sa     Su           Sa     
  15   Su         Sa       Su     
  16       Sa     Su     Sa       
  17 Sa     Su          Su       
  18 Su   Sa     Sa           Sa   
  19     Su     Su   Sa Sa     Su   
  20         Sa     Su Su         
  21   Sa     Su           Sa     
  22   Su         Sa       Su     
  23       Sa     Su     Sa       
  24 Sa     Su          Su       
  25 Su   Sa    Sa           Sa   
  26     Su    Su   Sa Sa     Su   
  27         Sa    Su Su         
  28   Sa     Su           Sa     
  29   Su         Sa       Su     
  30       Sa    Su     Sa      
  31 Sa     Su                  
  Total Vacation Days                           
  Total Personal Days                           
  Total Sick Leave                           
  Officer Initials                           
  Supervisor Initials                           

Log 

Leave the spaces at right 
blank for days attended full-
time. 

For days absent, enter the 
following codes: 
 
V (or .5 V) = Vacation 
PD (or .5 PD) = Personal Day 
SL (or .5 SL) = Sick Leave 
 
H = Holiday 
PL = Personal Leave of 
Absence 
WC = Workers’ Comp 
D = Death in the Family 
J = Jury Duty 
O = Other 
MWP = Military Leave with 
Pay 
MWOP = Military Leave 
without Pay 
AWOP = Absent without Pay 
 
See "General Guidelines" 
on next page for a 
summary of University 
policy regarding officer 
time-off. 

  Date (mm/dd)                           

    Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Carry 
  Starting Balance                           
  Plus Days Earned                           
  Minus Days Used                           

Summary 
Vacation:  Balance brought 
forward from prior fiscal year 
must be used by June 30 or 
forfeited.   New Balance                           

  Starting Balance                           
  Plus Days Earned                           
  Minus Days Used                           
  New Balance                           

Personal Days:  Officers earn 
one day every four months (every 
six months at the Medical Center) 
from the month of their hire date.  
Personal days are forfeited if not 
taken within 12 months of being 
earned. 

  
                           

  Sick Days                           Sick Days:  SEE “General 
Guidelines.”             

 
 

Comments:  For example, the 
current status of the officer's 
salary continuation.  

 

Officer Signature:      Date:    

Supervisor Signature:      Date:    



 C O L U M B I A  U N I V E R S I T Y  H U M A N  R E S O U R C E S

Officer Time-off: General Guidelines 
For complete information about Officer time-off, see the Personnel Policy Manual, “Time Away from Work,” available 
on the web at http://www.hr.columbia.edu/hr/html/time_away_from_work.html  Here are some general guidelines: 

Vacation, personal days, and sick leave must be taken in whole or half days only. 

Sick Leave:  Full-time officers are entitled to salary continuation of up to a combined maximum of six (6) months pay 
during any 12 month period when extended absence is caused by medically documented illness or injury.  Upon 
exhaustion of six (6) months salary continuation, an officer must be back at work for at least 12 months before 
becoming eligible for additional salary continuation. 

Personal Days:  Officers earn personal days (or “floating holidays”) at intervals throughout the year and must use 
them within 12 months of earning them.  Morningside, Lamont-Doherty, Harlem Hospital, and Nevis officers 
earn three personal days a year, one for every four months they work from their date of employment.   Medical 
Center officers earn two personal days a year, one for every six months they work from their date of employment. 

Vacation:  Full-time officers accrue vacation on a fiscal year basis; that is from July 1 through June 30.  Vacation 
earned in one fiscal year must be scheduled, approved and used by the end of the following fiscal year.  Vacation is 
earned at the rate of 2 days per completed calendar month of employment up to a maximum of 23 days per fiscal 
year.  The 23rd day is earned at the end of the fiscal year; that is, June 30th.  After 20 or more years, full-time officers 
earn vacation at the rate of 2 1/3rd days per completed calendar month up to a maximum of 28 days per fiscal year.   

Notes:  

1. Officers do not accrue vacation or personal days during an extended leave of absence, paid or unpaid.  For 
Vacation, if the leave covers one or more whole calendar months, the accrual is not earned during those months.  
If a leave overlaps two calendar months and is at least 30 days in length, the vacation accrual is not earned in the 
second month (e.g., if an officer is on leave from mid-January to mid-February, they don’t accrue their February 
vacation days).  For Personal Days, a reduction of the accrual occurs only if the officer is on leave for the 
equivalent of four consecutive whole months (or six consecutive whole months at the Medical Center), resulting in 
the loss of the one personal day normally accrued during that period. 

2. The salary continuation period for an officer on a documented disability leave of absence includes any paid holiday 
that may occur during the period of disability.  An officer is not paid for holidays that occur during an unpaid leave 
of absence. 

3. An officer forfeits any vacation days not used by the end of the fiscal year following the fiscal year in which they 
were accrued.  This means that an officer cannot carry more than 23 vacation days (28 vacation days after 20 
years) over into a new fiscal year.   

Example: 

FY 2002 (7/1/01–6/30/02) 

JB begins FY 2002 with a balance of zero vacation days.  In the course of the year, she schedules and uses 5 
vacation days out of the 23 she accrues, leaving a balance of 18. 

FY 2003 (7/1/02–6/30/03) 

JB begins FY 2003 with a balance of 18 vacation days.  In the course of the year, she schedules and uses 5 
vacation days, reducing the balance carried over from FY 2002 to 13.  She accrues 23 additional vacation days 
in FY 2003. 

FY 2004 (7/1/03–6/30/04) 

As of 7/1/03, JB forfeits the 13 remaining vacation days earned in FY 2002.  She begins FY 2004 with only the 
balance of 23 days. 

 


