


When will the pay for the upcoming furlough days be deducted from
the paychecks?
The Payroll Division has provided the schedule below. Here’s an example of how to use it:

th thAn employee receives approval to take two furlough days on March 12  and March 13 . These days
rdfall into the pay cycle that has an * asterisk below. The April 3  paycheck will reflect the two days, or

16 hours, deducted from the pay.

When will the Furlough Policy take affect?

Can employees take furlough days in hour increments?

Should employees complete the Annual Leave/Sick Leave form when
scheduling furlough days?

What is the  deadline for taking the five furlough days?

thThe Furlough Policy went into effect after the City Council’s vote of approval on February 10 .
Employees may schedule their five furlough days and begin to take them.

No.  Employees must complete a Request for Furlough Days form that should be submitted to your
supervisor. These forms have been made available for every department. These forms are not to be
submitted to Finance, but retained in the department for recordkeeping purposes.

No. All furlough days must be taken as whole eight-hour days. Employees will not be allowed to take
two hours, three hours, half-days, etc. when using furlough time. Employees who normally work 10 or
12-hour days will be furloughed for eight-hour days, as well.

thEmployees must have their furlough days approved and taken by June 12 .
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PAY PERIODS COVERED PAY DATES AFFECTED

Feb. 07–20, 2009
Feb. 21–Mar. 06, 2009
*Mar. 07–20, 2009
Mar. 21–Apr. 03, 2009
Apr. 04–17, 2009
Apr. 18–May 01, 2009
May 02–15, 2009
May 16–29, 2009
May 30–Jun. 12, 2009

Mar. 06, 2009
Mar. 20, 2009
Apr. 03, 2009
Apr. 17, 2009
May 01, 2009
May 15, 2009
May 29, 2009
Jun. 12, 2009
Jun. 26, 2009
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How will Department Heads keep track of the furlough days that have
been used for each employee of the department?

Can employees take all of the five furlough days together?

How will these unpaid holidays and furlough days impact an employee’s
exempt status?

Furlough usage reports will be generated for each department and distributed to the Department
Head. Department Heads will be responsible for monitoring the reports to ensure that all employees
are on schedule for taking the five furlough days by the June 12thh deadline

Employees must receive approval from their supervisors in order to take the five furlough days
consecutively. Prior approval is necessary in order for the Department Heads to coordinate staffing
that maintains the effective operation of the department.

Exempt employees must be treated as non-exempt employees in any week that an unpaid holiday or
furlough day is taken and they cannot work over 32 hours for that week.
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