Voluntary Furlough Program
FREQUENTLY ASKED QUESTIONS

What is a voluntary furlough?

A voluntary furlough is a scheduled period of time away from work or duty whereby eligible employees have
volunteered to be placed in an authorized leave of absence from work without pay, but with benefits. This
arrangement must be initiated by the employee and is subject to the approval of management.

When does the voluntary furlough program begin and end?
The voluntary furlough program will begin July 1, 2009 and end on June 30, 2010.
Application to participate in the voluntary furlough program will begin June 1, 2009.

Who is eligible to participate?

All regular faculty and staff employees who are not 100% grant funded, to include term, contract, and
probationary employees, are eligible to request to participate in the voluntary furlough program. A request to
participate does not guarantee acceptance.

Temporary, on-call, and student employees, as well as adjunct faculty and 100% grant funded employees, are
not eligible to request to participate. Employees on H1-B Visas, regardless of the details of their employment,
are excluded due to their visa status.

Employees who are partially grant funded may only request to participate to the extent that their assignment and
salary relate to a non-grant funded purpose and funding source.

Is my participation in this voluntary program required?

Participation in the program is completely voluntary and is subject to approval by the appropriate management
staff. Participation in the program is not an employee right or benefit and may be discontinued at any time by
either party. Denial or termination of a voluntary furlough arrangement can neither be appealed nor grieved.

How many days may | take off?

Exempt employees may request a minimum of 1 business day up to a maximum of 15 business days, per
voluntary furlough request.

Non-exempt employees may request a minimum of 1 business day up to a maximum of 5 business days, per
voluntary furlough request.

How will my paycheck be affected?
Your paycheck will be reduced as you take your voluntary furlough leave.

What impact will this have if | currently have garnishments being taken out of my check?
Garnishments that are based off percentages will be reduced as the wages will be reduced. Examples of these
garnishments are: creditors’ garnishments (Writ), student loans, state and federal levies, and wage assignments.

Will my seniority or anniversary date be affected because of voluntary furlough?
The hire date and service date will not be adjusted as a result of the voluntary furlough.

Will my earned service credit for ERA retirement be affected by participation in the voluntary furlough?
Earned service credit for ERA retirement will not be impacted by the voluntary furlough.



Will this impact my retirement contributions?
Your contributions to the mandatory retirement plans are a percentage of salary and will be reduced due to the
unpaid voluntary furlough day(s).

Will this impact my benefits (employer/employee) contributions?

While on voluntary furlough, the employer’s portion of benefits will continue to be paid on behalf of the
employee. The employee’s portion of benefits will be paid to the extent that there is sufficient income in the pay
period to cover these costs. In the unlikely event that an employee does not have sufficient income in a given
pay period to cover their portion of mandatory or voluntary deductions, the shortage will be handled as outlined
in the mandatory deductions and voluntary deductions tables in Section 4 of the FY 2010 Voluntary Furlough
Program Guide.

How will the voluntary furlough affect my vacation and sick leave time?
You will continue to accrue both annual and sick leave at your pre-voluntary furlough accrual rate for the
duration of the approved voluntary furlough.

Can an employee either work while on voluntary furlough or make up time lost due to the voluntary
furlough?

Both exempt and non-exempt employees are required to report any hours worked during a whole or partial
week of voluntary furlough. In order to achieve the desired savings, the employee is not permitted to work in
their normal capacity during the days that have been elected as voluntary furlough, nor are they permitted to
work in their normal capacity beyond regular hours during other days in that week that are not elected as
voluntary furlough days. Working additional hours could impact any potential savings produced by the
voluntary furlough and is therefore not allowed.

Is the voluntary furlough program only offered to main campus faculty and staff?

The primary focus of the voluntary furlough program is to address the short fall in the Main Campus [ & G
budget as identified in Section 9 of the FY 2010 Voluntary Furlough Program Guide. As such, the program is
targeted to main campus faculty and staff. However, the program will not specifically exclude faculty or staff at
the Branch Campuses or Health Sciences Center from applying. If individuals at these locations are interested
in participating, they should contact their manager to determine whether or not their situation would permit
involvement.

Will the voluntary furlough program become mandatory?

We are very fortunate that, as an institution, we are not currently in a situation of implementing mandatory
furloughs. The voluntary furlough program is one of the ways we are trying to proactively address budget
shortfalls without going to these measures.

How was the $100,000 that was budgeted as savings from the voluntary furlough program projected?
This line item is part of the revenue formula for the pooled allocation that Main Campus Instruction and
General Funds receive. The voluntary furlough savings, up to this amount, will therefore be used to satisfy this
commitment. Savings generated at HSC and Branch campuses will be maintained within those separate
campuses, and will be used to offset any future budget cuts that UNM faces specific to those campuses.

Savings above the $100,000 for Main Campus will likewise be set aside to offset any future budget cuts for
Main Campus. With a special session likely this year, it is probable that these funds will be helpful in
alleviating some additional cuts that Main Campus units might otherwise face. It is impossible to project at this
point what those cuts might look like and whether or not the savings resulting from the voluntary furlough
program would be sufficient to cover them in their entirety.



The reason for the $100,000 amount as a goal is because we are uncertain as to how successful the program will
be. We were intentionally conservative in the estimate to ensure that we do not overextend resources.

How will information about the voluntary furlough savings be communicated to the UNM community?
We do intend to make a disclosure of the progress towards the 100K that was already budgeted.

If we receive dollars in addition to this amount, or receive savings from the Health Sciences Center or Branch
campuses, these amounts will be tracked and disclosed discreetly, as will their impact on any future budget
shortfalls specific to the branch. At this point, we expect to make continued use of the Budget Impact website to
convey this information. Other than categorizing by branch, we do not anticipate doing a breakdown by
department. This could be considered as we move forward.

If/when additional savings are realized and expended to alleviate cuts, will we know how/where/which
cuts were alleviated?
Yes, we will make a full accounting for dollars saved and their application.

What steps will be taken to market the voluntary furlough program to faculty, staff and management?
The primary avenue will be the President’s message. In addition, one of our colleagues put together some great
information on the impact that different levels of participation in the voluntary furlough program could have on
the budget shortfall at the institution. Look to the next page to see the model prepared by Veronica Sanchez.
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Scenarlo 1

25% of amployss @ ea grads

Graduated #Days
1510 2

annual Salary Rate [Hourly Rats [Mo. Parflcipating Employeas  [Numbsr of Days  |Tofal Hours Contribuied |[Centributlon per Employes  |Extenalon
-] 215,859.00 | §  1D3.ED 2 15 120 & 1245571 | §  24,911.42
E] 133 476.00 | § 6417 3 15 1201 & 770054 | 5 61,604.31
5 125,530.00 | § 60.35 14 15 120| & 724212 | § 101,389.62
H] 34,626.00 [ § 435.49 35 10 ] & 3.638.46 | § 131,020.52
5 799365.00 | 5 3B.43 T g B4l 5 245036 | 5 139, 363.14
H] G6,479.00 [ § 31.86 121 S 401 & 1,276.44 | § 134,681.52
5 566,531.00 | & 3188 118 3 40| § 127044 | 5  152,253.53
5 45,111.00 | & 23.13 123 4 32| & 7407 | 5 91,040.52
5 43,139.00 | & 20,74 132 3 24| 5 49776 |5 65,704
5 39,109.00 | & 16.80 181 3 22| & 43126 | 3 81,677.
-] 3472000 [ § 18.70 E<£ 2 16| & 26715 |5 22,440.28
5 32,651.00 | & 15.70 128 2 16| & 25116 | 5 32,145.58
Totals 1025 4 1,108, 245.58
Seanaric 2 Graduated £0ays
25% of amployss @ sa grade Bto1
annual Salary Rate [Hourly Rats [Mo. Parilclpating Employeas  [Number of Days  |Tofal Hours Contribuied  [Centribuilon per Employss  |Extenalon
E] 215,699.00 [ 5 103.680 2 8 B2l & 5643055 13,265.08
5 133.476.00 | § 6417 8 7 36| § 3.593.55 |§ 25.744.68
H] 125,530.00 | § 60.35 14 7 06| & JIATHES | § 4731515
5 94,626.00 | & 45.48 35 & 48| § 218365 |5 7EA12.37
H 79,926.00 [ § 38.43 v H 401 & 1,537.04 | § 1158,351.96
5 56,479.00 | & 31.86 121 4 32| 5 102275 |5 123,753.22
E] 66,531.00 | & 31.88 119 4 32| & 1,023.55 | §  121,502.91
5 2511100 (& 23.13 123 3 24| § 555.13 | § 68 28061
E] 43,132.00 | & 20.74 132 2 16| & 33184 | § 43602658
5 39,100.00 | § 18.60 181 2 16] & JODB4 | 5§ 54,451.76
H] 3472000 [ § 16.70 B4 1 8] § 133.57 | 3§ 11,220.14
H 32,651.00 | & 15.70 128 1 8l & 12885 | § 16,074.3
Totals 1025 $ T25533.30
Seanaric 3
&1l employsss One Day - &l
annual Salary Rate [Hourly Rats [Mo. Parilclpating Employess  [Number of Days  |Tofal Hours Contribuied  [Contributlon per Employes  |Extenslon
5 215,699.00 [ 5 103.680 7 1 K 830,35 | 5 5.8612.87
-] 133.476.00 | § 68417 34 1 8] & 51237 | § 1748458
5 125,530.00 | § 50.35 =4 1 3] § 45281 | 5§  28,4B5.55
5 94 626.00 | & 45.45 145 1 3l 5 36385 | 5 52 7r2.19
5 79,926.00 [ § 38.43 3 1 3] § JOT.41 |5  95603.79
E] 56,479.00 | & 31.86 485 1 K 25569 | § 124 262.58
5 66,531.00 | § 319 I 1 8] & 25589 | § 122,570.57
E] 45,111.00 | & 23.13 453 1 K 18504 | 5 91,225.36
5 43,135.00 [ § 20.7 531 1 8] & 16582 |§ 858103.11
H] 39,108.00 [ § 18.60 727 1 8] § 150.42 | § 108,354.78
5 3473900 | 5 1E.7 1 3] 5 13357 |5 4501413
g 32,681.00 | & 15.70 1 8| & 12885 | § 64,422.93
Totals $ 54508483
SCanaric 4 Graguated Days
~10% of smployss @ ea grads Bto
annual Salary Rate [Hourly Rats [Mo. Parilclpating Employeas  [Number of Days  |Tofal Hours Contribuied  [Centribuilon per Employss  |Extenalon
H] 215,689.00 | § 103.ED 1 g =K 5.643.05 | 5 4,650.13
5 133,476.00 [ 5 6417 3 7 26| 5 359355 | 5 12,215.18
H 125,530.00 | § 60.35 [ 7 EH JITEES |§ 159,939.96
5 94,626.00 | & 45.48 15 & 48| § 218365 |5 31,663.32
5 79,926.00 | & 3E.43 = 3 401 & 153704 |5 4750190
5 66,470.00 | § 31.56 43 4 2| § 102275 | § 45,705.84
E] 66,531.00 | & 315 43 4 32| & 1023555 4902323
5 45,111.00 [ & 23.13 43 3 24| & 55513 | § 27.367.76
H] 43,138.00 [ § 20.7 33 2 16| & 33184 | § 17,620.52
5 39.109.00 | & 1E.BD 73 2 15| & J00B4 |5 21,5670.96
H] 3472000 [ § 16.7 ) 1 8] § 133.57 | 3 4,501.41
5 32,651.00 | & 15.71 21 1 3| % 125558 | 5 6,442.20
Totals 412 % 5281060




What steps will be taken to encourage departments, managers and supervisors to support the voluntary
furlough program?

Managers are encouraged to support the voluntary furlough program where possible; however, we realize on the
front end that there are many business reasons this will not be appropriate for every unit. It will ultimately be up
to the employee to make the request and the employee’s management to assess the feasibility of granting the
voluntary furlough.

Why can’t the voluntary furlough be intermittent?

The voluntary furlough program is designed to facilitate ease of employee participation while controlling the
administrative impact necessary to both manage the program and sustain employee benefits. Since the goal is to
create a cost savings, the intent is to minimize overhead costs associated with managing the program while
ensuring that the employee is treated fairly. Including an intermittent voluntary furlough was considered. It was
excluded from the draft sent for campus comment for three primary reasons:

1. An exempt employee is required to be treated as non-exempt for every week(s) in which the employee is
taking either an entire or partial week voluntary furlough, and is required to report any hours worked.
Taking whole are partial days of voluntary furlough intermittently over the course of a number of weeks
would impact the employee's exempt status for an extended period of time.

2. A reduction in hours worked, spread over an extended period of time, can have a direct impact on an
employee's appointment %, which has implications in terms of UNM's contribution towards benefits
and increases the cost to the employee.

3. This approach would add a layer of complexity that would increase the administrative cost of managing
the program, both within the department and within central administration.

The planning committee did acknowledge that some employees interested in participating may not be able to
take a single block of time, due to either financial or job related considerations. In these cases, the following
options are being considered:

1. An employee could request more than one voluntary furlough. Each request would be considered in
terms of the impact on departmental operations.

2. In lieu of requesting a voluntary furlough, we are also considering an option that would allow an
employee to temporarily reduce their hours and modify their schedule. When appropriate for both the
employee and the department, an employee could request a temporary reduction in appointment %. This
would result in a savings to the institution. A reduction in appointment % would impact the employee’s
benefits.

Is it permitted to take six voluntary furloughs of two or three days, spread over four months?

The proposal does not currently suggest a restriction on the number of voluntary furloughs that an employee can
request. This would be dependent on the desire of the employee and on the business needs of the department.
However, the intent is that these would be distinct blocks of time off (i.e. a day in the summer and a week at
spring break) as opposed to an arrangement such as every Friday.

What is the benefit to taking a temporary voluntary reduction in appointment % ?

A temporary voluntary reduction in appointment % would allow the employee to work a reduced schedule
while helping with the budget shortfall. If this worked for both the employee and the department, it would allow
a modified schedule for a pre-determined period of time along with the commitment of returning to the original
appointment %. A reduction in appointment % would impact the employee’s benefits.

What is the difference between the existing “change in appointment percent” process and the proposed
temporary reduction in appointment %?

The primary difference is that in the temporary agreement a designated “from” and “to” date would be
established. This would ensure a defined date for a return to pre-reduced appointment %. This option would not
result in a permanent appointment % reduction.



How would a temporary change in appointment % impact my benefits and leave accrual?

Although we do not currently have a “pay stub predictor” that would allow us to do precise calculations, we do
have a chart that shows UNM’s contributions at various appointment %/salary level combinations at
[http://hr.unm.edu/documents/benefits/UNMcontributions.pdf]

With regard to the temporary reduction in appointment %, would working 36 to 38 hours be considered
less than full time? Would the reduction necessarily increase the service time necessary to ERB
retirement?

If an employee works less than 40 hours per week they are considered less than full time for benefits purposes.
A temporary voluntary reduction in appointment %, if offered, is different from a voluntary furlough. A
temporary reduction in appointment % would accrue prorated leave based on the actual hours worked. In
addition, the portion of benefits paid for by UNM on behalf of the employee change when an employee is less
than full time.

Details can be found at:|http://hr.unm.edu/documents/benefits/UNMcontribution.pdf]

As long as the employee does not go below .25 appointment %, (keep in mind that an employee must be at least
.5 appointment % to remain benefits eligible) they will continue to accrue service time for ERB retirement as
usual. However, a temporary voluntary reduction in appointment % would impact the amount of the retirement
benefit calculation if it is in a year that is used in the employee's high five average, since it would reduce the
employee's annual salary.

Here’s how it works: If the employee is enrolled in the ERA plan (not the ARP), the retirement benefits are
determined by a formula. The benefit formula is Final Average Salary x Service Credit x .0235 = annual
benefit. The final average salary is the average of the highest consecutive twenty quarters or average of the last
five years of earnings, whichever is greater. If the employee is planning to retire during the next 5 years, and
his/her highest salary years are during that time, he/she should contact the ERB to discuss the impact of
reducing his/her appointment %, and thereby reducing his/her final average salary.

Why is the voluntary furlough program not being offered to 100% grant funded employees?

The intent of the voluntary furlough program is to reduce costs that have a direct impact on our budget situation.
Since grant funding is restricted in use and is not tied to the budget shortfall from the State, there is no way that
a salary savings from a voluntary furlough on a grant could positively impact our budget shortfall. Grant funds
must always be used to further the project that is being funded and are not permitted to be transferred to UNM’s
Instruction and General Fund.

A voluntary furlough does not reduce the expense for the University’s portion of employee benefits. Since a
grant would not pay for these benefits during a voluntary furlough, the University would bear an additional cost
in picking up this expense from other funding sources. The issue of annual leave accrual and sick leave accrual
is not the primary issue; rather, it is UNM’s portion of health insurance and other benefits. The complexities of
turning these benefits off, or billing the employee for UNM’s portion, would add to the administrative cost of
running the program and would further keep us from realizing savings.

What distinguishes “voluntary furlough” from unpaid leave, annual leave, and/or leave without pay?

Voluntary Furlough Leave—a scheduled period of time away from work or duty whereby eligible employees
have volunteered to be placed in an authorized leave of absence from work, without pay, but with benefits.
This arrangement must be initiated by the employee and is subject to the approval of management. A Voluntary
Furlough is further subject to the Voluntary Furlough Program Guidelines. The intent of the program is to allow


http://hr.unm.edu/documents/benefits/UNMcontribution.pdf
http://hr.unm.edu/documents/benefits/UNMcontributions.pdf

interested employees to voluntarily help create a budgetary savings while minimizing impact on the missions of
UNM.

Annual Leave — approved time off with pay that is accrued, requested by the employee, and approved by the
employee's immediate supervisor. Annual leave is subject to the provisions of University Business Policy
#3400, Annual Leave. The intent of the annual leave policy is to provide eligible employees with an opportunity
to relax for an extended period and return to their job with renewed interest and vitality.

Sick Leave — absence With pay that is accrued and afforded to eligible employees to address specific purposes,
related to injury or illness. Sick Leave is subject to the provisions of University Business Policy #3410, Sick
Leave. Paid sick leave is a benefit provided by the University to enable staff employees to continue on paid
status during an illness or disability or that of an immediate family member.

Leave with Pay —approved time off with pay that may be granted for these specific purposes: University or
Branch Closure, Time off for Interviews, Marriage, Death in Family/Bereavement, Voting, Jury/Court Duty,
and Administrative Leave. Leave with Pay is subject to the provisions of University Business Policy 3415,
Leave with Pay.

Leave without Pay — in certain circumstances, a leave of absence without pay may be granted to employees.
Leave without pay is subject to the provisions of University Business Policy #3420, Leave Without Pay, or
Faculty Handbook Policy C280, Leave Without Pay, for Faculty. Leave without pay is not focused on creating a
budgetary savings for the institution. It addresses specific situations with time parameters and approval
processes that are different from those of the Voluntary Furlough Program.

For reporting purposes, will the names of participating individuals be classified as public information?
While we do not intend to make widely available the information on participants, this information may fall
under IPRA. We would have to evaluate an individual request to determine whether or not we would need to
disclose the information. Given the possibility, we will ensure this is noted on the request form.

|'ve completed my application, where do | send it?
Section 10 of the University of New Mexico Voluntary Furlough Program Guidelines has a process flow that
indicates proper routing of the application. The steps are as follows:

Employee completes request and sends to manager.

The Manager reviews, approves, or disapproves.

If necessary within the work area, the Manager will obtain additional approvals.

The request is forwarded to the appropriate employment area (Faculty Contracts and Services Office or

Human Resources).

5. The Employment Area confirms eligibility, enters the Voluntary Furlough or Temporary Reduction in
appointment % into the system, and forwards to Payroll for further processing. A copy will also be sent
by the employment area to the Office of the Associate Vice President for Human Resources.

6. Payroll will monitor the processing of the Voluntary Furlough or Temporary Reduction in appointment %,
will process leave adjustments in the case of a Voluntary Furlough to ensure accruals continue at the
pre-voluntary furlough rate, and create the accounting for the savings. The savings amounts will be sent
to the budget office.

7. The Budget office will process a budget entry to move the savings from the employee’s unrestricted budget
to the campus institutional budget.

8. In the case of non-exempt employees, the department will need to record the voluntary furlough time as

leave without pay on the employee’s timesheet.

b o s



9. In the case of exempt employees, the manager is responsible for getting a written accounting of hours
worked, if any, by the exempt employee during a whole or partial week of voluntary furlough. The
official record should be maintained by the departmental time keeper with a copy for program tracking
purposes submitted to the Office of the Associate Vice President for Human Resources.



