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Work Furlough Guidelines
These general furlough guidelines are meant to establish overall parameters for any work furlough program that the University might implement, now or in the future.  These guidelines can be adopted as an NAU policy for furloughs. 

General Program Guidelines:

A work furlough is defined as time off without pay for a designated period of time.

The university president may declare mandatory work furloughs for the purpose of alleviating a budgetary shortfall.

The university president will authorize the specific period of time affected by the furlough and the number of hours required to be taken.  

Work furlough programs will be designed to ensure the greatest possible continuation of essential student services and instruction in light of the budgetary shortfall.  

The president may identify specific days as campus closure days in which the furloughs must be taken.

The number of furlough days assigned may be structured according to salary levels.

Deans, Directors and Department Heads are responsible for ensuring required furlough time is taken in assigned units.

No units will be shut down due to furloughs without the prior approval of the appropriate Vice President/Provost.

 The authorization of a work furlough program is not subject to grievance or appeal, but may be reviewed consistent with the Safe Working and Learning Environment Policy.  

Employee Impact:
Work furloughs may affect any employee as deemed necessary by the university president.

The amount of mandated furlough time for employees may be prorated based on FTE, and/or number of months worked during a year.

Employees on paid leave of absence will be responsible for the assigned furlough time during the period of leave or upon returning to work as agreed upon by the supervisor.  

Unpaid leave of absence time that occurs in the designated mandatory furlough time period will be credited to mandatory furlough time.
Scheduling of Furlough Time:

Deans, Directors and Department Heads may schedule employee furlough time to ensure business continuity, or to ensure all required furlough time is accounted for.

An employee’s scheduled work furlough will not exceed one pay period’s amount of hours at a time. 

The scheduling of furlough time will not result in the cancellation of classes.

The president may establish minimum or maximum allowable furlough hours to be taken in a designated time period.

Non-exempt employees may not work additional time to make up for furlough time taken. 

Employees shall not be required to work during their furlough.

Employees may choose to be unpaid for university designated paid holidays to account for furlough time. (under payroll system review to determine if this is possible and practical to administer)
Scheduling of furlough time must be pre-approved by the employee’s supervisor.
Impact on Benefits:

No annual sick, vacation, or compensatory time may be used to offset furlough time.

Annual sick and vacation accrual rates will not be affected by furlough time (board policy exception) (under payroll system review to determine if this is possible and practical to administer)
University designated paid holidays may not be mandated as unpaid furlough time.

Furlough time will not affect holiday pay if taken the day before and/or after a university paid holiday. (board policy exception)
Health benefits and employee premium costs will not be affected due to work furlough. 
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Work Furlough Program 
Fiscal years 2009 and 2010
This program proposal outlines a specific plan sample that adheres to the general furlough guidelines on the previous pages.   A work furlough plan that is implemented a given year, may vary in terms of the specifics in a future year, based on the circumstances.  
Work furloughs are being considered for the remainder of FY09 and during FY10, but it is not certain at this time if NAU would be able to implement furloughs for FY09.   Furloughs plans are under legal review and subject to board (ABOR) authorization.  
Mandatory work furlough time must be taken in the time period beginning Feb XX, 2009 and ending June XX, 2009.  (A greater period for taking furlough days may be designated for FY10)
Work furlough hours are: (fill in program parameters/allocation of days – see last page of proposal for options to consider)
All regular benefit eligible employees hired during the fiscal year when a furlough has been authorized, and funded by state, local, or TRIF accounts, are responsible for furlough time. Those employees would take furlough days pro-rated for the time remaining in the fiscal year after date of hire.   
Grant funded employees are excluded from participation for the proportion of their positions covered by grant funds (Once this is decided, we will include explanation of how to fit non-grant portion into program parameters. H1-B visa employees may be exempt from furloughs or take a reduced amount of furlough –the federal regulations are being reviewed).  

Furlough time may be taken for no less than four hours per week.

Employees who do not make arrangements for furlough days by Mar XX, 2009 will have their furlough days scheduled for them by their supervisor, with Dean, Director or Department Head approval. (The date may change depending on the period of furloughs designated) 
Employees are encouraged to schedule furlough time during designated university closures and non-instructional times, e.g., the winter holiday closure, emergency snow closures, and spring break.  (The President may also designate specific furlough days during these times).  
Furlough Program Models:
The scenarios below are preliminary ideas to demonstrate the amount of savings and types of models that are currently being considered.  These scenarios include state, local and TRIF funds. 
No decisions have been made yet about whether furloughs can be authorized for FY09.   
Graduated by salary level – Option 1

(Suggested option for FY09 if it is determined a furlough in this fiscal year is possible) 
$0 - $35,000 = 0 days  
$35,001 and above = 3 days   

Vice Presidents/Provost/President = 6 days    
Option 1 yields approximately $1.3 million in savings.  A few more days could be required in FY09 once more is known about the magnitude of the budget cuts to NAU.  More days would be required in FY10 in order to generate a greater amount of savings. 
All employees working over and paid over a period of less than 12 months will have their furlough time pro-rated.  
Part-time employees would take furlough days according to their annual salary. 

Non-graduated model – Option 2 
(Suggested option for FY09 if it is determined a furlough in this fiscal year is possible)
All employees   = 3 days      
Vice Presidents/Provost/President = 6 days    

Three days of furlough time yields approximately $1.5 million in savings.  A few more days could be required in FY09 once more is known about the magnitude of the budget cuts to NAU.  More days would be required in FY10 in order to generate a greater amount of savings. 

All employees working over and paid over a period of less than 12 months will have their furlough time pro-rated.  Part-time employees would take furlough days prorated by FTE.  
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