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DATE:

October 17, 2011


TO:

Binghamton University Faculty and Staff

FROM:

Joseph Schultz, Director of Human Resources

RE:

Holiday period 2011-12
As a research institution, Binghamton University has a multi-faceted mission of teaching, research and service.  These different components have different rhythms and demands over a calendar year.  Research and development endeavors actually experience increase in activity during the holiday period.  As in the past, the University will attempt to create utility savings during this period while recognizing the unique requirements of our varying missions.

This year, the Christmas and New Year’s holidays fall on Sunday, December 25 and Sunday, January 1. These two holidays will be observed on Monday, December 26, 2011 and Monday, January 2, 2012 respectively. Therefore, the period of time that could be requested off around this time would begin Tuesday, December 27, 2011, returning to work on Tuesday, January 3, 2012. With the two holidays noted above and depending on work schedules, by charging four (4) days (December 27, 28, 29, and 30), it may be possible to enjoy an extended period of time off. For those employees in bargaining units affected by the Deficit Reduction Program (Furloughs), accrued furlough days may be charged for the above period as well. Offices supporting University researchers, their laboratories, as well as some other key operations may need to remain open during this period.  For areas involved with research, Physical Facilities will work with the Research Division to assure appropriate temperatures and conditions are maintained.  However, in other academic or administrative buildings, people who choose to work could experience reduced temperatures during this period of time and should dress accordingly. 
By virtue of obligation and responsibilities, different groups of faculty/staff observe unique rules.  The information offered below is shared to help you understand options:

· Faculty with an academic year obligation and graduate/teaching assistants are not required to charge leave credits during the holiday period since their obligation is complete

· Professional and management/confidential staff, faculty with a calendar year obligation and classified service employees would need to charge their leave credits for their absence.  We will allow employees to request leave without pay during this period in certain instances.

· Classified service employees who choose to take leave without pay (lost time) during the holiday period should bear in mind that 3 days is the maximum number of days that can be taken without pay before accrual eligibility is impacted. Classified employees who choose to take more than 3 days of lost time will be ineligible to accrue vacation and sick leave for the pay period of 12/22/2011-1/4/2012. 

If you wish to take any of the four days indicated off without pay, please plan to complete the attached form and submit it to Cheryl Robinson-Boyett in our payroll office no later than Friday, November 18, 2011 to make those arrangements.

If you wish to work on December 27, 28, 29, and 30 you are not required to request permission from Human Resources.  Instead, only staff members wishing to work should consult with their supervisors. For those unable to do so in their assigned work area, the supervisor should contact Human Resources for assistance in redeployment. In those cases, we will be pleased to assist in coordination of an alternative work space.  Please e–mail Kate Hastings at the address below to make such a request.
Change in Core Office Hours for Intersession
 The University is continuing the pilot program of a change of the core office hours during intersession this year. Beginning Monday, December 19, 2011 through Friday, January 20, 2012, the University will change its core office hours to 8 a.m. until 4 p.m. Classified staff will still need to complete their standard 7 ½ hour workday (½ hour for lunch). This schedule does not apply to employees involved with trades and custodial work in our Physical Facilities department, who will continue to follow their specific work schedules.

If you have questions, please feel free to call one of the contacts listed below -e-mail addresses and telephone extensions are listed.

Kate Hastings (hastings@binghamton.edu) x72187

Tom Petersen (petersen@binghamton.edu) x72122
Alison Gierlach (agierlac@binghamton.edu) x76625

Sara DeClemente-Hammoud (declemen@binghamton.edu) x74939

c:
President Magrath 

Interim Provost Mileur
Vice Presidents Van Voorst, Craner, Sammakia, Rose

Binghamton University

Holiday Period

2011-2012
Request To Take Days Off Without Pay

· Special Note: While we will allow employees to request leave without pay during this period in certain instances, over the years we have encountered many problems on our payroll system when this option is chosen. It is important to note that being in a leave without pay status can disrupt other payroll transactions in the future (such as bonuses for classified employees) and that the time is not counted as earned retirement credit in either the Employee’s Retirement System or the Teacher’s Retirement System. Classified service employees who choose to take leave without pay (lost time) during the holiday period should bear in mind that 3 days is the maximum number of days that can be taken without pay before accrual eligibility is impacted. Classified employees who choose to take more than 3 days of lost time will be ineligible to accrue vacation and sick leave for the pay period of 12/22/2011-1/4/2012. 
Name: ____________________________ Department: ________________________   Ext.: ______

Supervisor: ________________________   Supervisor’s Ext.:   ______  Supervisor’s E-mail ____________
Part-Time:   ____   Full-Time:   ​​​​____   What are your pass days?  ________________
If part-time, what is your fte %?:   ____   
Work hours:   ____ - ____ (please use a.m. and p.m. when filling out this portion)
I hereby request permission to take the following days off during the holiday period 2011-2012 without pay:

**Tuesday, December 27
_____

***Hours worked:

**Wednesday, December 28
_____

***Hours worked:

**Thursday, December 29
_____

***Hours worked:
**Friday, December 30

_____

***Hours worked:
**These days without pay would be taken from the paycheck of January 18, 2012.

*** NOTE:  Hours worked for each day should be completed by support staff only

Please note because of payroll deadlines, the decision to take leave without pay for any of these days once made, is irrevocable.

PHYSICAL FACILITIES EMPLOYEES MUST RETURN THIS FORM TO JENNIFER KETCHUM NO LATER THAN FRIDAY, NOVEMBER 18TH.ALL OTHER EMPLOYEES SEEKING TIME OFF DURING THIS PERIOD WITHOUT PAY MUST RETURN THIS FORM TO CHERYL ROBINSON-BOYETT IN HUMAN RESOURCES, AD 244 BY NOVEMBER 18th.  

_______________________________________

_________

Employee Signature





Date

_______________________________________

_________

Supervisor’s Signature





Date





                                           ​​                    
Office of Human Resources





Director:          607-777-2187


Employment:  607-777-2186


Benefits:         607-777-4850


Payroll:           607-777-4850





PO Box 6000


Binghamton, New York 13902-6000


Fax: 607-777-4947
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