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Furlough Questions and Answers 
Specific to Cooperative Extension 
Classified and Unclassified Colleagues 
(effective July 17, 2009; 12:16 p.m. - Revisions July 22, 2009)

Overview Comments
· This document was prepared to answer frequently asked questions pertaining to colleagues within Cooperative Extension. It is not an all-inclusive list. There is also some possibility of implementation plan changes as furlough is implemented over time. Future changes will be announced via email, and flagged in revised FAQ documents. See the most current version of the UW-System FAQ’s and FAQ’s of the Office of State Employment Relations (OSER) at http://www.uwsa.edu/furloughs/
· Cooperative Extension colleagues working in integrated unclassified positions will follow the furlough implementation plan of the campus through which they were hired.
· Some of the FAQ’s are posed from a county office perspective, and may only be applicable to county offices. Others are posed from the perspective of any Cooperative Extension colleague. 
· The Governor’s furlough mandate is being implemented differently for different positions in compliance with various employment laws. To determine how it applies to your position, you must first understand the “Furlough Group” designation of your position. By viewing the website listed above, you will find out if you are in a “Table A”, “Table B”, or “Table C” position (as referred to in this document). 
· The effective date is July 1, 2009 for unclassified staff and July 5, 2009 for classified staff.

· If after reading the various FAQ documents you continue to have questions, please contact Sharon Klawitter, Human Resource Development Director, sharon.klawitter@uwex.edu, or 608.265.3372.  
General Questions
1. Will newly-hired employees be required to take furlough?
Yes. The number of furlough hours for employees hired on or after July 1, 2009 will be prorated based on their hire date and their status as part-time or full-time.
2. My county employs Cooperative Extension colleagues via traditional contracts. This means I receive one paycheck from the State and one from the county, and that I am considered a part-time employee of each. How do the furlough requirements impact me?

You will use and report furlough time off on a prorated basis. Questions surrounding furlough implementation for colleagues hired via traditional contracts are specific enough that the Dean’s Office is planning to schedule a Wisline to further address these questions. Please stay tuned.

3. I’m in a grant-funded position, and receive a paycheck from the University of Wisconsin-Extension. Do the furlough requirements apply to me?

Yes


4. I’m in a grant-funded position, and receive a paycheck from the county (or community agency). Do the furlough requirements apply to me? What about VISTA workers?

No, the employment regulations of the organization issuing your paycheck would apply. VISTA workers work within state and Extension offices, but are not state employees, so the furlough mandate does not apply to them.  

5. I work part-time. How do the furlough requirements impact me?

Generally, furlough requirements are prorated for part-time employees. For example, if you have a 50% appointment, you are required to take a prorated amount of furlough days, e.g., 8 days x 50% = 4 days (or 32 hours) per fiscal year. Questions surrounding furlough implementation for part-time Cooperative Extension colleagues are specific enough that the Dean’s Office is planning to schedule a Wisline to address these questions. Please stay tuned.

6. Our county office employs students to help us carry out after school programming. My understanding is that because they are hired on a limited term basis I will need to reduce their hours by 3.065%. Is this accurate?
Students are not the same as Limited Term Employees (LTE’s). Students hired using the Student Hourly payroll are exempt from the furlough requirements. 
7. I work as an LTE. Where do I find information on how the furlough requirements impact me?

Because Limited Term Employee (LTE) positions are “temporary” classified staff, relevant furlough information for your position is found in Table C. For purposes of furlough, an LTE’s total hours for the fiscal year in which they work must be reduced by 3.065%. LTE’s are not required to take furlough time off.
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8. I am hired as an “ad hoc” appointment. How do the furlough requirements impact me?

Ad hoc appointments fall under the “Lump Sum” sections on both Tables A and B because wages for ad hoc’s are paid monthly in a “lump sum.” Ad hoc appointments are considered to be “temporary academic staff” positions. If you have an ad hoc appointment you will not take furlough time off. Instead, each lump sum paycheck will be decreased by 3.065%.  
9. Why are the paychecks of some Cooperative Extension colleagues being reduced each pay period, while the paychecks of others are being reduced only during the pay periods in which furlough is taken?   
All employers must comply with a Federal labor law known as the Fair Labor Standards Act (FLSA). FLSA is a complex law that determines who is eligible to receive additional pay for hours worked in excess of 40 hours per week. For example, this law categorizes employees as either “exempt” or “non-exempt” from overtime pay based primarily on job duties. Bottom-line, the implementation of the Governor’s mandated furlough must comply with this law. The numerous details of the implementation plan that seem particularly confusing are a direct result of the complexities of this law as it relates to the subject of furlough, especially for public employees and those who work in designated positions. If you have additional questions about your exempt or non-exempt status and how the furlough requirements impact you, please send your question to sharon.klawitter@uwex.edu
Work Schedule Questions

1. My county is also talking about reducing work hours with furloughs. Do I take both?
You are a 100% state employee if the paycheck you receive is issued by the University of Wisconsin only. You will take the full 8 days of furlough as mandated by the Governor for each of the next two fiscal years for a total of 16 days (prorated for part-time employees). You will not be required to take any additional furlough time off mandated by the county for county employees.

If you are a county colleague on a traditional contract, you are a part-time state employee and a part-time county employee. You will take furlough time off based on the percent of time of your state employment. For example, if you are a 60% state employee, your annual furlough obligation is 4.8 days (8 days X 60%) in each of the next two fiscal years for a total of 9.6 days of furlough time off. If your county reduces work hours due to furloughs, you will likely need to comply with your county’s furlough policies based on your percent of appointment with the county.
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2. I worked on January 19, 2009, a UWEX legal holiday in honor of MLK’s birthday, in anticipation of taking off November 27, 2009, the day after Thanksgiving, since the county office is closed that day as a county legal holiday. Now I am being told I must take November 27th off as a furlough day. Does this mean I lose out on the legal holiday that I have coming to me? 
No, you are not to lose out on a UWEX legal holiday. As a university employee, you are entitled to 9 UWEX legal holidays per year. Instead, you are allowed to take a different day off with pay. Please seek prior approval from your Department/Unit Head, Nutrition Coordinator, Program Director, or District Director just as you would for any request for leave. This “swapping” approach is also used by counties that follow the county holiday schedule when the state and county legal holidays are not the same. Guidelines for swapping holidays are set forth by the Cooperative Extension Policy on Paid Holidays When Local Office Schedules Differ from State Policy. http://www.uwex.edu/ces/admin/policies/holiday.pdf
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3. Chancellor Wilson stated in his message regarding the four (4) fixed furlough days (November 27, 2009; January 4, 2010; March 22, 2010; and May 24, 2010) that “All of our offices and campuses will be closed on those dates.” Does this mean that counties should close our offices for those days and force our support staff to take off also?
County Cooperative Extension offices are departments of county government, they are not state offices. Therefore, your local offices are not requested to close due to the furloughs. Although state employed Extension staff will not be working on these fixed furlough dates, county employed support staff can report to the office as usual on those days if this is what the county directs them to do. Involving your county partners in these office staffing questions is especially important. 

Support staff will be an important link in communicating with clientele regarding the Governor’s furlough mandate, especially on these dates. You are encouraged to create a communication plan as an office team to answer the public’s questions about the lack of access to Extension staff during these days. For example, you may wish to prepare a script that the county office staff will use to explain that agents and educators are unavailable because of taking furlough time off. You may wish to explain your furlough mandated absence on your voice mail and email out-of-office messages. The Chancellor has indicated that language for this purpose is being developed by the University Relations Office to help ensure consistency. It is anticipated that the Chancellor’s message points will be helpful in explaining that while furlough time off is required; there is an ongoing commitment to meet the public’s needs. Watch for these resources in the days to come at the Chancellor’s furlough website.  
4. I work on a UW campus that has different mandated furlough dates than 

UW- Extension and UW Colleges. I have been told that the building will be closed. What do I do?

You have the flexibility to find an alternate work site for the mandated furlough days.
5. Are there any exceptions allowable to the requirement of not working on a “fixed” furlough day? Am I expected to cancel programs I already have scheduled?

If you have a program already scheduled, you are asked to consider the following questions: “Can it be cancelled? What are the consequences of cancelling, e.g., fiscal, impact on participants, loss of critical partnerships, etc.?” You are encouraged to discuss these questions as soon as possible with your Department/Unit Head, Nutrition Coordinator, Program Director, or District Director. If the costs of cancelling are high, it is an indication of an operational need that must be met on that date. The hiring authority for your position is the individual who will make the final decision regarding “swapping” out of a “fixed” furlough day for a different day of unpaid leave. (The alternate fixed furlough day must be within the same fiscal year.) Your supervisor (the person who typically signs your leave statement) will need to verify a month in advance, i.e., by the last day of the month before the mandated furlough day that you will not be taking the required furlough time off, since “fixed” time off is being recorded automatically on payroll records.  

However, you otherwise are not allowed to use operational needs as a reason to do “business as usual.” This means you are not to schedule or engage in work on the days that have been designated as furlough days by the Chancellor. This also applies to any of the furlough time off that you schedule for yourself.  

Going forward, you are expected to avoid scheduling programs, meetings, conferences, and all other work activities on the “fixed” furlough dates. Such work includes being physically present in the workplace, work at home, work online, e-mail, work on the telephone, “working lunches,” work on Blackberry, or work on a cell phone. If you are concerned about the impact that not working on a “fixed” furlough day will have on your credibility as a Cooperative Extension professional, you are asked to consult with your Department/Unit Head, Nutrition Coordinator, Program Director, or District Director to help you think through how to best communicate the lack of your accessibility on that day. (Note:  You may also wish to refer to the Political Effectiveness website for strategies on how to engage your partners on issues surrounding work schedule conflicts generated by the Governor’s furlough mandate.)  

6. I work in a “Table B” position.  I take furlough time off on Monday, but end up working more than 32 hours the rest of that week. Can I still count Monday as a furlough day?  
No. If you go over 32 hours after taking the furlough time off, you must instead cover that time off with other paid leave that you are eligible for such as vacation or  personal holiday. You will not be able to take furlough time off in a week that you have “logged in” more than 40 hours whether by actual time on the job, or paid leave or a combination of both. This is one of the provisions of the Fair Labor Standards Act (FLSA) which you must comply with during the week in which you take furlough time off.  
7. I am in a “Table A” position. Am I restricted on the number of furlough days I can take in any one week?

As of July 16th, the answer to this question is YES. All employees regardless of furlough group are now limited to taking 8 hours of furlough time off in any given week (prorated for part-time employees.)  
8. I would like to work outside of Cooperative Extension and the UW-System on my furlough days to help offset my salary reduction. Does the UW-System conflict of interest policy apply to me since technically I am not employed by Cooperative Extension while on furlough days?

It is important to clarify that while on furlough you continue to be a Cooperative Extension employee. For purposes of the Governor’s furlough mandate, “furlough” refers to a temporary reduction of work hours or days. In all instances, an employee continues to be on the payroll of the UW-System while on furlough time off, and therefore all UW-System, UW-Extension and Cooperative Extension policies apply, including those related to conflicts of interest.
Please review the UW-Extension Cooperative Extension conflict of interest policy.
9. What flexibility do I have in determining when to take the (4) “flexible” furlough days? Is pre-approval from my supervisor required?
Cooperative Extension colleagues have the flexibility to schedule furlough time off as long as they are consistent with the FLSA provisions (as summarized in Tables A, B, and C), applicable collective bargaining agreements and divisional/local office operational needs.
Offices are encouraged to follow the processes they currently utilize for approving and communicating other types of time off such as vacation or personal holiday leave. For example, if the standard practice in an office is to request vacation time a month in advance in writing to the supervisor, this same process could be used to seek approval for furlough time off. Offices will likely want colleagues to stagger the furlough time off just as they expect employees to stagger their vacation time off so that there is some office coverage.

10. According to Table A, in my full-time Lecturer position, I can take furlough time off in no less than 4 hour increments. Does this mean I can schedule 4 of my “flexible” furlough hours in the morning and teach 4 hours in the afternoon?   
Yes. The general rule of thumb to remember is that you can take furlough time off at any time, as long as it is a time when you are normally scheduled to work. So, since you are a full-time lecturer and are normally scheduled to work 8 hours on the weekdays, you can take 4 hours of a weekday as furlough time off. You cannot take furlough time off on a weekend because you are not normally scheduled to work on a weekend.  
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11. According to Table B, in my full-time Instructional Specialist position, I can take furlough time off in no less than 2 hour increments. Does this mean I can schedule 2 of my “flexible” furlough hours in the morning and teach 6 hours during the rest of the day?   
Yes.  As indicated in #10, the general rule of thumb to remember is that you can take furlough time off at any time, as long as it is a time when you are normally scheduled to work. You will also need to schedule an additional 6 hours of furlough time off during this week since your furlough requirement is a total of 8 hours in any week that furlough is taken.
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12. I work full-time in a position that is covered by Table B. Can I schedule a class on the evening of one of the “fixed” furlough days since I have the flexibility to adjust my schedule the rest of the week and still work only 32 hours?  
No. You can only account for a maximum of 8 hours on a “fixed” furlough day.
13. I work part-time and do not work on Mondays which is when three of the fixed furlough days have been scheduled. How do I take furlough time off?
You will be required to substitute another day during the current fiscal year for your fixed furlough day. It does not need to be in the same week or months, just the same fiscal year. If you are not scheduled to work the day of a “fixed” furlough day, you cannot take the day as furlough time off.
14. What fixed mandatory furlough days do I take if my office is housed on the campus of one UWS institution, but I am paid by another institution?
Individual employees will follow the mandatory furlough scheduled of the institution that cuts their check.  
Compensation Questions

1. Will the 3.065% of salary savings, on the county partner’s share of my salary, be available to meet county budget shortfalls?

Yes. Your county’s 133 contract will experience a positive fiscal balance since not all the funds budgeted for salaries will be expended due to mandated furlough time off during the next two fiscal years.
2. Can I claim unemployment insurance while I am on furlough time off?

Standard regulations related to unemployment insurance continue to apply. However, the impact of individual furlough days, or partial furlough days, on wages for any given workweek for most Cooperative Extension colleagues will usually be insufficient to trigger unemployment insurance eligibility for the individual workweek in which the furlough occurs. Refer to OSER Furlough Guidelines for additional information.
Benefit Questions

1. I am retiring in the middle of 2009 (or my appointment is ending before the end of the fiscal year). How does the mandated furlough time off impact me?

Furlough days for employees working less than the full fiscal year will be prorated based on the employee’s retirement or separation date. If not enough furlough time off has been taken, your final paycheck will be reduced accordingly. If more furlough has been taken than what you owed, your final pay check will be similarly adjusted.  
2. How is my eligibility for Wisconsin Retirement System (WRS) benefits impacted by being on furlough for the next two fiscal years?

For the most part, benefits are not impacted by furlough. In particular, accrual of vacation, sick leave, personal and legal holidays, and are not affected. Earnings and service for WRS purposes will be reported as if the furloughs did not occur; therefore, there will be no effect on your WRS earnings or creditable service.
Payroll Questions

1. When will the furlough time taken be reflected in my paychecks?
Here are some furlough tips and tools related to how furlough time off will impact your paychecks. This web link includes payroll charts for classified staff employees and those who are required to have pay reduced as furlough days are taken. Tips #3 and #4 are for all employees interested in looking at ways to lessen the impact of the unpaid time on your paychecks.
2. How will I report the furlough time off that I take? How will I know how much furlough time off I have taken?
Unclassified staff will be getting two leave reports each month. One you will recognize as your normal leave report. The other will be a new form called a “Furlough Leave Report.” 

In a month that no furlough time off is taken, you will only complete and return your normal leave report. In a month where furlough is taken you will need to complete both leave reports. Instructions will be sent along with the leave reports.
For classified staff, the time sheet has been revised to include a FTO column for reporting furlough time off.  

Your monthly earnings statement will reflect how much furlough time off you have taken so that you can actively manage your furlough-taking obligations. It is especially important that you turn in your leave statements and time sheets on time so that furlough time off balances remains accurate.
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