
Day In Out In Out Total Hours Supervisor Initials/
Note 

Monday       

Tuesday       

Wednesday       

Thursday       

Friday       

Saturday       

Sunday       

    Total Regular 
Hours 

  

    Approved 
Overtime Hours 

  

EŵploǇee sigŶatuƌe:  ___________________________________  

Bi-Weekly Casual Tiŵe Sheet 

  Prior Balance PLUS Additional Time Earned (If Any) MINUS  Total Used New Balance (As of the End of the Current Bi-weekly Pay Cycle) 

NYC Sick Leave (Fiscal Year)        

Supeƌǀisoƌ SigŶatuƌe aŶd Date:  ______________________________  

 
         

EŵploǇee Naŵe 

 
         

DepaƌtŵeŶt/AdŵiŶ UŶit 

 

       

Total Houƌs Woƌked iŶ Peƌiod 

Day In Out In Out Total Hours Supervisor Initials/
Note 

Monday       

Tuesday       

Wednesday       

Thursday       

Friday       

Saturday       

Sunday       

    Total Regular 
Hours 

  

    Approved 
Overtime Hours 

  

Week Ϯ: Peƌiod Coǀeƌed:      to      Week ϭ: Peƌiod Coǀeƌed:      to      

 
        

EŵploǇee ID 

UŶit AĐĐouŶt Dept PC Bus uŶit PƌojeĐt AĐiǀitǇ IŶiiaiǀe SegŵeŶt Site 

 
 

        

CoŵďoCode oƌ ChaƌtStƌiŶg ;OpioŶalͿ: CoŵďoCode 



IŶstrucioŶs: EŶteƌ ;digitallǇ oƌ iŶ iŶkͿ iŵe iŶ aŶd out, aŶd houƌs ǁoƌked oŶ a dailǇ ďasis. 
 

AŶǇ eŵploǇee ǁho ǁoƌks ŵoƌe thaŶ iǀe houƌs ŵust take at least a ϯϬ‐ŵiŶute ďƌeak aŶd eǆĐlude this iŵe fƌoŵ the total houƌs. 
 

Please Note: 
CoŵpleioŶ of iŵe sheets is a legal ƌeƋuiƌeŵeŶt of the Faiƌ Laďoƌ StaŶdaƌds AĐt aŶd a Ŷegoiated ĐoŶtƌaĐtual ƌeƋuiƌeŵeŶt. 
This foƌŵ ŵust ďe pƌepaƌed foƌ eaĐh Đasual eŵploǇee, sigŶed ďǇ the eŵploǇee, aŶd suďŵited to the eŵploǇee’s supeƌǀisoƌ at the Đlose of eaĐh 
tǁo-ǁeek peƌiod, ǁheƌe it is sigŶed ďǇ the supeƌǀisoƌ. The houƌs ŵust theŶ ďe eŶteƌed iŶto FFE foƌ the eŵploǇee. Foƌ the paǇƌoll ĐaleŶdaƌ, please 
go to: htp://iŶaŶĐe.Đoluŵďia.edu/ĐoŶtƌolleƌ/paǇƌoll/iŶdeǆ.htŵl  
 

Coluŵďia UŶiǀeƌsitǇ Đoŵplies ǁith the Neǁ Yoƌk CitǇ EaƌŶed SiĐk Tiŵe AĐt ďǇ pƌoǀidiŶg eligiďle faĐultǇ aŶd staf the aďilitǇ to aĐĐƌue up to a ŵaǆi‐
ŵuŵ of ϰϬ houƌs peƌ isĐal Ǉeaƌ iŶ paid siĐk iŵe, ǁhiĐh ĐaŶ ďe used foƌ illŶess oƌ pƌeǀeŶtaiǀe Đaƌe of oŶe's self oƌ oŶe's faŵilǇ ŵeŵďeƌs ;deiŶed 
uŶdeƌ the AĐt to ŵeaŶ the eŵploǇee's Đhild, spouse, doŵesiĐ paƌtŶeƌ, paƌeŶt, siďliŶg ;iŶĐludiŶg a half siďliŶg, step siďliŶg, oƌ siďliŶg ƌelated 
thƌough adopioŶͿ, gƌaŶdĐhild, gƌaŶdpaƌeŶt, oƌ the Đhild oƌ paƌeŶt of aŶ eŵploǇee's spouse oƌ doŵesiĐ paƌtŶeƌͿ.  
 

Casual eŵploǇees aƌe eligiďle foƌ paid siĐk leaǀe at a ƌate of ϭ houƌ foƌ eǀeƌǇ ϯϬ houƌs ǁoƌked, up to a ŵaǆiŵuŵ of ϰϬ houƌs iŶ a Ǉeaƌ.  This iŵe 
ŵust ďe takeŶ iŶ ϭ-houƌ iŶĐƌeŵeŶts. 
 

Foƌ ŵoƌe iŶfoƌŵaioŶ oŶ the NYC SiĐk Leaǀe, please see the Neǁ Yoƌk CitǇ EaƌŶed SiĐk Tiŵe AĐt PoliĐǇ iŶ the AdŵiŶistƌaiǀe PoliĐǇ LiďƌaƌǇ at 
htp://poliĐǇliďƌaƌǇ.Đoluŵďia.edu/Ŷeǁ-Ǉoƌk-ĐitǇ-eaƌŶed-siĐk-iŵe-aĐt.  

Bi-Weekly Casual Tiŵe Sheet 

http://finance.columbia.edu/controller/payroll/index.html
http://policylibrary.columbia.edu/new-york-city-earned-sick-time-act

