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Dur ing FY2010, employees represented by CWA, AFSCME, and IFPTE, as well 

a s a ll manager ia l and other  unrepresented/non -a ligned employees, will t ake 

manda tory unpa id fur lough leave, a s descr ibed below. An employee who takes 

an  unpa id fur lough leave is in  a  t emporary non-duty, non-pay sta tus. 

  

1. How  m an y m an datory u n paid  fu rlou gh  leave  days  are  to  be  taken  

be fore  J u n e  30, 2010? 

Employees must  u t ilize a  tota l of t en  (10) unpa id fur lough leave days by 

J une 30, 2010. Most  of the unpa id fur lough days will be self-directed 

fur lough (SDF) days, a s descr ibed below:  

 

The required ten  (10) will include the day after  Thanksgiving and 

Lincoln’s Bir thday (or  a lterna te SDF day(s) – see quest ion  2 below), any 

temporary layoff day in  FY2009, and any SDF day in  FY2009.  The 

remain ing manda tory unpa id fur lough leave days will be self-directed; 

tha t  is, the employee will select  which  days will be unpa id fur lough days, 

subject  to supervisory approva l.  

 

2. Wh at is  h appen in g on  th e  day after Than ksgiv in g  an d on  Lin coln ’s  

Birth day? 

November  27, 2009 will be an  unpa id leave day for  a ll employees, except  

those who a re required to work due to agency opera t iona l necessity. All 

employees who a re required to work on  November  27, 2009 will be 

required to u t ilize an  a lterna te SDF day in  FY2010. 

 

February 12, 2010 will be an  unpa id leave day for  a ll employees, except  

those who a re required to work due to agency opera t iona l necessity. All 

employees who a re required to work on  February 12, 2010 will be required 

to u t ilize an  a lterna te SDF day in  FY2010, but  will not  receive a  holiday 

credit . 

 

3. Wh at is  th e  im pact of th e  tem porary layoffs  in  FY2009? 

All t emporary layoff days served in  FY2009 will count  towards the 

FY2010 unpa id fur lough obligat ion .  

 

4. Wh at about em ployees  w h o d id  n ot serve  a  tem porary l ayoff day 

in  FY2009? 

Such  employees must  u t ilize an  SDF day in FY2010 in  place of the 

temporary layoff day not  served in  FY2009. 
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5. Are  10 m on th  em ployees  obligated  to  take  a ll ten  of th e  

m an datory un paid fu rlou gh  leave  days? 

Yes; 10 month  employees a re obliga ted, whether  fu ll or  pa r t  t ime. Par t  

t ime employees’ obliga t ion  will be prora ted based upon the employee’s fu ll 

t ime equivalency (percentage of a  fu ll t ime workweek). 

 

6. Can  m an datory unpaid  fu rlou gh  leave  days  be  taken  in  le ss  th an  

fu ll day increm en ts? 

No, fu ll t ime employees a re required to take unpa id fur lough days in  fu ll 

day increments. 

 

7. Are  part t im e  em ployees  obligated  to  take  m an datory un paid  

fu rlou gh  leave? 

Yes; the amount of time a permanent part-time employee must take off for the 

mandatory unpaid furlough will be pro-rated based on the employee’s assigned part-

time percentage (e.g., 50%, 60%) of a full-time equivalency (FTE). Your  agency 

Human Resource office can  provide fur ther  guidance regarding your  tota l 

manda tory unpa id fur lough leave obliga t ion  for  FY 2010. 

 

8. Can  an  SDF day be  sch edu led  on  th e  day be fore  a  paid  State  

h oliday or in  con jun ction  w ith  paid  leave? 

Yes, SDF days may be scheduled on  the day before a  designa ted pa id 

holiday without  the loss of holiday pay for  the employee. SDF days may be 

scheduled in  conjunct ion  with  paid leave.  

 

9. Does  u n paid  fu rlough  leave  affec t  m y an n iversary  date , accru al of 

ben e fit  leave  t im e , or sen iority?  

No, unpa id fur lough leave has no impact  upon anniversa ry da te, accrua l 

of benefit  leave t ime, or  sen ior ity. 

 

10. How  do I sch edu le  m y SDF days? 

Employees must  submit  a  leave request  to their  supervisor . 

 

11. May I requ est  m ore  th an  on e  SDF day in  a  w eek? 

Yes. Supervisors and managers may approve, a t  the express and writ ten  

request  of the employee, and subject  to opera t iona l needs, mult iple SDF 

days, including consecut ive SDF days .  Select ion  of mult iple SDF days in  

one week is a  voluntary choice made by the employee. 
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12. Is  th ere  a  date  by  w h ich  I h ave  to  request  an d sch edu le  m y SDF 

days  for FY2010? 

Yes, there a re two such  da tes: 

 By August  14, 2009, a t  least  five unpa id fur lough leave days, to be 

taken  pr ior  to J anuary 1, 2010 must  be scheduled. One of these 

days may be the day a fter  Thanksgiving (November  27, 2009), if 

you  a re not  scheduled to work tha t  day. Temporar y layoff days 

served in  FY2009 can a lso be included in  these five days.  For  

example, if you  served a  temporary layoff day on  May 29, 2009 and 

you a re scheduled for  a  manda tory unpa id fur lough day on  the day 

a fter  Thanksgiving, by August  14, 2009 you should choose 3 

addit iona l SDF days to be taken  by J anuary 1, 2010. 

 By J anuary 15, 2010, any remaining unpa id fur lough leave days 

must  be scheduled and taken  pr ior  to J u ly 1, 2010. One of these 

days may be Lincoln’s Bir thday (February 12, 2010), if you  a re not  

scheduled to work tha t  day. 

 

13. Wh at h appen s  if I do  n ot  requ est  to schedu le  a ll o f m y requ ired  

SDF days? 

If you  do not  request  and schedule your  required SDF days by the da tes 

indica ted, your  manager  or  supervisor  will meet  with  you to schedule 

them. If you  and your manager  or  supervisor  do not  agree upon the 

scheduling of the SDF day(s), or  if the meet ing cannot  be conducted due to 

your  unava ilability, your  manager  or  supervisor  will select  the SDF day(s) 

to be served, with  a t  least  seven  days not ice to you.  

 

14. Can  I requ est  to  u se  an  SDF day on  a  State  h oliday? 

Yes, SDF days may be requested and scheduled on  Sta te holidays; 

however  you will not  be pa id for  the holiday. 

 

15. May I take  m ore  than  ten  u npaid  fu rlou gh  days in  FY2010? 

While employees must  schedule and serve ten  (10) SDF days by J une 30, 

2010, you  may request  and take, subject  to supervisory approva l, 

Volunta ry Fur lough days if your  agency has an  approved Voluntary 

Fur lough Program.  Other  unpa id leave, subject  to supervisory approva l, 

may a lso be taken .  Only the ten  manda tory unpa id fur lough leave days 

will accrue the maximum of seven  (7) PLB days. 
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16. Wh at h appen s  to  my FLSA exem ption  du rin g a  w eek in  w h ich  I 

take  an  SDF day? 

Unlike a voluntary furlough, exempt status may be lost for the workweek in which a 

mandatory unpaid furlough occurs.  FLSA exempt employees are not allowed or 

permitted to work beyond their normally scheduled hours of work during any week in 

which an SDF is scheduled, unless specifically required by management.  

 

17. Wh at h appen s  if I w ork extra  h ou rs  or an  extra  sh ift du rin g a  

w eek in  w h ich  I am takin g an  SDF day?  

You will be paid a t  st ra ight  t ime ra tes unt il you  have exceeded your  

normal workweek hours.  If you  a re eligible for  over t ime, then  t ime 

worked in  excess of your  workweek hou rs will be paid a t  t ime and a  half. 

 

18. If I am  on  an  AWP  sch edu le  du rin g w eeks  in  w h ich  I h ave  taken  

an  un paid  fu rlou gh  leave  day, w ill th ere  be  an y im pact? 

You will be required to either  repor t  to work or  use accrued vaca t ion  

leave, administ ra t ive leave, or  comp t ime to make up any addit iona l hours 

required to meet  your  workweek obliga t ion. 

 

19. If I separate  (re tire , re s ign , e tc .) from  State  service  prior to  J un e  

30, 2010, am  I s t i ll requ ired  to  take  SDF days? 

Your  ten  unpa id fur lough leave day requirement  will  be prora ted for  the 

amount  of t ime you work in  FY2010. Your  agency’s Human Resource 

office will advise you of your  unpa id fur lough leave day requirement .  

 

20. Are  em ploye es  w h o are  h ired  du rin g FY2010 requ ired  to  take  ten  

u n paid fu rlou gh  leave  days? 

Employees who a re h ired dur ing FY2010 will have their  unpaid fur lough 

leave requirement  prora ted. Agency Human Resource offices will advise 

them of their  un pa id fur lough leave day requirem ent .  

 

21. Will m y w orkin g tes t  period  be  extended as  a  re su lt  of takin g 

u n paid fu rlou gh  leave? 

Yes, your  working test  per iod will be extended by the number  of unpa id 

fur lough leave days taken  dur ing your  working test  per iod.  
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22. Wh at is  th e  P aid Leave  Ban k (P LB)? 

A PLB will be established for  each  employee: 

 Employees who were on  the pa yroll a s of J u ly 1, 2009 will be credited 

with  one (1) PLB day.  

 Employees who a re st ill on  the payroll a s of J une 30, 2010 will be 

credited with  one (1) PLB day. 

 For  every two fur lough days taken , employees will ea rn  an  addit iona l 

PLB day, for  a  maximum t ota l of five (5) days ea rned for  ten  (10) 

fur lough days taken . 

 There will be no limita t ions on  the ca rry over  of days in  the PLB. 

 

23. Wh en  can  I start  takin g P LB days? 

Beginning J u ly 1, 2010, and for  the dura t ion  of their  employment  with  the 

Sta te, employees may use days in  the Pa id Leave Bank, subject  to 

supervisory approva l.  

 

24. If I separate  (re tire , re s ign , e tc .) from  State  service  prior to  J u n e  

30, 2010, w h at h appen s  to  m y P aid  Leave  Ban k ?    

 At the t ime an  employee ret ires, resigns or  is otherwise separa ted from 

Sta te service, either  volunta r ily or  involunta r ily, any accrued days in  

an  employee’s PLB bank will be paid a t  his/her  sa la ry ra te a t  the t ime 

of separa t ion . 

 If an  employee dies prior  to leaving Sta te service with  accrued, unused 

PLB days, compensa t ion  for  any accrued, unused PLB days will be 

ca lcu la ted a t  his/her  sa la ry ra te a t  the t ime of dea th , and pa id to 

h is/her  esta te. 


