Involuntary Furlough Program, as authorized by Ch. 14-172(e) & (f)

    
Updated May 19, 2011
So what about...?

1. I took a voluntary furlough day in December.  Can I apply it towards the Involuntary Furlough program in 2011?

No, voluntary furlough days taken in December will be counted separately from the involuntary furlough.   Credit is not given towards an involuntary furlough.

2. Can I still take voluntary furlough days?

Yes, you can.  However, the first six (6) furlough days taken after January 1, 2011 will be counted towards the involuntary furlough.  Then, if you desire, you can take voluntary furlough days.  If you have been exempted from the mandatory furlough, you may participate in the voluntary furlough with approval from your supervisor.  (Updated Jan. 7, 2011)

3. What if I work a 4/10 flexible work schedule?  Will one of the 10 hour days be used for furlough?

During the workweek a furlough day is taken, you will convert to a schedule that requires only 8 hours work per day, and then the furlough day (unpaid day off) will count as 8 hours unpaid.  You may revert back to the flexible schedule for a week in which you do not take furlough days.

3. a.
I work a flexible 4x10 schedule. If I change my to 11 hrs + 11 hrs + 10 hrs + 8 hrs in one workweek, and then take the 8 hour day as the furlough day, does that comply with the program?
Yes, but any work schedule change will need to be approved by the department.  (Updated Jan 7, 2011)

4. For people on the 9/80 flexible work schedule, I am assuming that the temporary change to non-exempt status will include the entire two-week pay period making each day an 8-hour workday.

You will be treated as non-exempt only in the workweek that you furlough.  

To furlough 8 hours, you can either:

· maintain the same work schedule if you furlough on your one 8-hour day in this work schedule;

· change your work schedule for the week with the 8 hour day so that day falls on the day that you want to furlough;

· change your work schedule for both weeks so that the one 8-hour day falls on the day that you want to furlough; or 

· change your work schedule for the two-week pay period to a regular 5 day/40 hour work schedule both weeks.

Discuss these options with your supervisor prior to submitting your furlough request.  

      

5. What form do I use to request furlough days?

Use Form 206 to request furlough days off.  Days must be requested and approved in advance before you take any furlough days.

Timekeepers:  For involuntary furlough days, you will use the FURI time code.  For voluntary furlough days, you use the FURV time code.

6.  I am an “exempt” employee.  Will the furlough affect me differently during a week in which I take a furlough day?

Yes.  During a week in which an exempt employee takes a furlough day, you become “non-exempt” for that work week, meaning you must be paid for ALL hours worked.  This means that steps should be taken to ensure that total hours worked do not exceed 32 hours during the workweek a furlough day is taken, which would defeat the purpose of the furlough.   In no case should the total hours worked for any furloughed employee, exempt or non-exempt, exceed 40 hours that workweek without special advance permission from the director since this will activate overtime for that workweek.  
7. What about elected officials?  Does the furlough apply to them?

Elected officials are not “civilian” employees, and many rules that apply to civilians do not apply to them.  However, many elected officials have indicated that they will reduce their pay during this furlough program.

8. Will furlough days affect how I will be paid for the upcoming holidays?
Council action on Dec. 15 modified the holiday ordinance to allow pay for a city holiday when the scheduled workday before or day after the holiday is a furlough day. 

8. a. Can I take my furlough day on a City approved holiday?

No.  If you do not work on a City approved holiday, you will be “observing” that holiday and will be paid for it, as required by Chapter 14.  (Updated Jan. 7, 2011)

9. What if I request a furlough day, and then change my mind?  May I withdraw the request, or convert a furlough day already taken to another form of available leave?

If you submit a 206 requesting a furlough day, and have not taken the furlough day, you may withdraw the 206 with no consequence.  If you have already taken the furlough day off, you may not convert the furlough day to any other form of leave.

10.  How do I know if I am exempt because I am paid at or below $23,999?

If your hourly base pay is at or below $11.54/hour, you will be considered to be paid at or below this threshold.  This threshold represents the annualized base salary (excluding longevity pay, overtime, etc.) of a full-time employee for informational purposes.  Your hourly base salary will be used to determine your eligibility for this exclusion.

11. Does the furlough include grant-funded employees?

Department directors will determine which grant-funded employees will not be required to furlough and will notify them.

12. Can an employee take several consecutive days as furlough?  If so, how many consecutive days?
The only limit on furlough days is scheduling issues in your department.  Your supervisor will determine required staffing levels before approving any furlough request.  Per Administrative Procedure 1-27, you shall submit a written acknowledgement (you can use the 206 form) of your desire to take more than one day in a pay period.  

13. If we are allowed to take consecutive days, depending on the number of days taken, how would this affect accruals of vacation, sick, and making payments for deductions?
Your accruals will not be affected.  If your paycheck will not cover your deductions, such as health benefits, you will need to make arrangements to make these payments.  You can contact your payroll representative for assistance.

14. How will furlough days impact my Houston Municipal Employees’ Pension System (HMEPS) pension?

· HMEPS will count up to 10 furlough days per fiscal year towards credited service for your pension.  Days over 10 days in a fiscal year will not count toward credited service.

· HMEPS will NOT count any furlough days towards vesting in the pension plan.

· If you are in DROP, there is no effect on your pension or your DROP account.

· If you want to enroll in DROP, furlough days up to 10 days in a fiscal year will not change the date you are eligible to enroll.  Furlough days over 10 will delay the date you are eligible to enroll.

· In ALL of the above, if you are in Plan A, you are required to pay your 5% Pension contribution on base, longevity and shift pay you would have earned on ALL furlough days.  In other words, the deduction will be calculated as if you had worked 80 hours for the pay period.

16. I started work Jan. 19.  Will I need to take a furlough day before Jan. 31?  
New hires will not have to take a furlough day in the month they are hired.  However, they will be required to take a day for each remaining month in the fiscal year. For example, an employee hired in January will need to take 5 furlough days before June 30, 2011.  (Updated Jan. 18, 2011)
17. My promotion is effective Feb. 6.  Currently, I make less than $23,999. With my promotion, my salary will be greater than $24,000.  Am I excluded from the mandatory furlough?

You are subject to the furlough program for each remaining month in the fiscal year (4 furlough days for March through June).  (Updated Jan. 18, 2011)
17.  Do I have to take a furlough day if I am out on FMLA for a month or longer?

Yes, you are still required to participate in the mandatory furlough program.  During the months that you are out on FMLA, you will need to take an unpaid FMLA day.

18.a. How about if I am out on Relieved of Duty with Pay?

Yes, you are still required to participate in the mandatory furlough program.  Just as you can schedule a vacation or sick day, you must schedule a furlough day.  (Updated Jan. 7, 2011)
18. Do I have to take a furlough day if I am out on FMLA for a month or longer?

Yes, you are still required to participate in the mandatory furlough program. During the months that you are out on FMLA, you will need to take an unpaid FMLA day.

18.a. How about if I am out on Relieved of Duty with Pay?

Yes, you are still required to participate in the mandatory furlough program. Just as you can schedule a vacation or sick day, you must schedule a furlough day.  (Updated Jan. 7, 2011)

          Added Jan. 18, 2011

19. Do furloughs apply to part timers making more than $11.54 per hour or if the avg number of hours and pay is above $23,999?
Yes, the involuntary furlough program applies to part-timers making more than $11.54 per hour (see #10).  $11.54/hour is used as the base pay amount, regardless of how many hours you work.

20. I am a part-timer who works six-hour days. How many do I calculate my monthly furlough?

Your furlough day will be the same as your regular work day, which is 6 hours, in your case.  However, part-timers – like full-timers – will not have a furlough day greater than eight hours.
21. If I get sick, and call in, can I do it as an “unscheduled” furlough day? If yes, can my supervisor say “no”?  

It is permissible to use a furlough day for an unscheduled absence if your department OKs this.  Each department will establish guidelines for this, as some departments have strict scheduling constraints.  Your supervisor can say “no” to your request to furlough on an “unscheduled” off day, whether sick, vacation or dock.  However, if you fall ill on your scheduled furlough day, you may count that as a furlough day or use sick time as usual (Executive Order 1-7, Section 5.8).

22. Can I take five furlough days in a month? In a week?

You may take more than one furlough day each month, if your supervisor approves the advance request.   You may not take five consecutive furlough days in a work week, unless there are special circumstances approved by the department director, or designee.

23. I am currently on sick leave for the month. Will I still be responsible for taking a furlough day for the month I missed when I return to work?  

Yes, you are responsible to schedule at least one furlough day in the month that you missed due to illness.

24. Is it true that furloughs must be taken one day per month?

Your furlough days must be taken based on the Furlough Day Schedule as follows:

Day                  Must be used on or by
At least 1          1/31/2011

At least 2          2/28/2011

At least 3          3/31/2011

At least 4          4/30/2011

At least 5          5/31/2011

At least 6          6/30/2011

With your supervisor’s approval, you can accelerate the use of furlough days, but you cannot take 5 consecutive furlough days in a workweek. You cannot delay taking your furlough days.
(Updated Jan. 18, 2011)
25. Do I have to take a furlough day if I receive a layoff notice?

Yes, you will be required to participate in the mandatory furlough program after you receive a layoff notice unless otherwise notified by your department director.   (Revised May 19, 2011)

Check this link again for updates. If you have additional questions, please contact your HR liaison. Thank you.

