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School of Health Professions
Report of Vacation Days
Department Chairs and Faculty 
Fiscal Year Reporting on:  _______ (July 1 to June 30)
Faculty Name (print):  _________________________________

[image: image1]As you know full-time 12-month faculty are entitled to 22 vacation days and full-time 10-month faculty are entitled to 18 vacation days per fiscal year (July 1 - June 30). Part-time faculty are entitled to vacation days on a pro-rated basis.  See examples in chart below. Under university policy, any vacation not used in one academic year may be carried over to the following year but must be used by the end of the succeeding year or be forfeited. You should submit this form to your Department Chair or authorized supervisor for approval.  This form should be completed and submitted at the time of your annual performance evaluation.                                                                                                
VACATION

I have zero vacation days to carry over into the new fiscal year.
OR

I am carrying _______ vacation days over into the new fiscal year (maximum of 22 or 25*)


 

This is calculated as follows:
           _____ days carried over as of July 20___ (current year)

         + 22 or 25* days earned last year

        - ___ days used last year

*25 days for faculty who have completed 20 years or more of service. 
NJ ESL

Full Time Faculty have 5 NJESL days per year.  Up to 1-year of NJESL time can be carried over.

https://uhr.rutgers.edu/news/2019-03-08/new-jersey-earned-sick-leave-law

I have utilized all NJESL days for this fiscal year.
OR


I am carrying ___ NJ ESL days over into the new fiscal year.
________________________________________________


_______________

Faculty Signature







Date

________________________________________________


_______________

Approved by







Date
Examples:


*** Pro-rated FTE


Based on 10 months





.90 FTE = 16 days


.80 FTE = 14 days


.75 FTE = 13.5 days


.70 FTE = 13 days


.60 FTE = 11 days


.50  FTE = 9 days


Less than .50 FTE = 0





Examples:


** Pro-rated FTE


Based on 12 months





.90 FTE = 20 days


.80 FTE = 18 days


.75 FTE = 16.5 days


.70 FTE = 15 days


.60 FTE = 13 days


.50  FTE = 11 days


Less than .50 FTE = 0
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