
Guidance for Employees Impacted by Furloughs: 

Unemployment and Benefits FAQ August 2020 
 

What is a furlough exactly?  

  A furlough is a temporary layoff from work in which employees still remain employed, but are unpaid for 

a specified number of weeks. In general, people are not paid during furloughs but they do keep employment 

benefits, such as health insurance. Furloughs are mandatory and vacation/sick time cannot be used in lieu of 

taking a furlough day. Workers are ordered not to do anything work-related while they are on furlough. 

Why am I being furloughed? 

State appropriations and COVID-19 have severely disrupted MSSU’s operations and finances.  

Because of these unanticipated impacts to the university’s finances, MSSU has made the difficult decision 

to furlough its employees except for those earning an annual salary at $30,000 or less. Employees with 

higher salaries will be required to take on a greater number of furlough days. 

Can I take my sick leave or vacation time instead of being furloughed?  

 Unfortunately, that is not an option. All furlough time is unpaid.  

When must I take my furlough days/week(s)?  

Furlough days/weeks must be taken between August 1, 2020 and May 31, 2021. 

Can I take my furlough days/weeks a day at a time or all at once? 

  Hourly, non-exempt employees may take furlough days a full day at a time. Half day increments of 

furlough is not allowed. Exempt employees must take the days in consecutive five workday blocks. Employees 

are allowed to take the days/weeks all at once if the supervisor in your area approves and has sufficient 

staffing for the department. 

What happens if I take a furlough day/week and then the University’s financial situation improves. Do I 

get the pay back that was lost? 

 Unfortunately, no that will not happen. At best, if the University’s financial situation improves, you may 

not have to take future furlough days beyond May 31, 2020.  

How will my days be tracked? 

 A unique code will be developed to use on bi-weekly time sheets for hourly employees; exempt 

employees will also designate on their leave report a special option to record these days. HR/Payroll will send 

out timesheet and leave reporting information in early August.  

Can I check email and answer it or do anything work related why on furlough?  

  No. Not even a minute. Employees should not work on projects, check email, respond to email, review 

films, create work related documents, make course schedules, etc. 

Although MSSU will not be disabling your email account, you are not permitted to do any work during 

your furlough.  Working during your furlough may lead to disciplinary action when you return to the 

University.  

You should speak with your supervisor about who, if anyone, will be responsible for your job 

responsibilities during your furlough. In most cases, employees should plan to have an “out-of-office" email 



reply and phone message set up to notify individuals contacting you that you will not be able to respond until 

your return.  

How will furlough days/weeks be assigned from August – May? Does the employee get any say in the 

matter?  

 Employees should discuss the matter with their supervisor. Keep in mind, furlough days/weeks will 

need to be coordinated with the needs of the department and the needs of our students. Employees will need 

to schedule and enter furlough time in WTE and Leave Reporting applications, a minimum of one month in 

advance to ensure the furlough days are withheld from pay in the month intended.  

Will my annual income be reduced with MOSERS? 

 Yes. Since the furlough is unpaid the amount reported to MOSERS/CURP is reduced.  

This is causing a great deal of stress on me and my family. Who can I talk to or where can I go to speak 

to someone? 

  Human Resources, Supervisors, Directors, Deans and President’s Council are available to discuss 

concerns about the furloughs. If you or anyone living in your household would like to speak to a mental health 

counselor, the Cigna Employee Assistance Program is available. Employees and family can call 1-877-622-

4327, 24/7 to speak to a representative. This program can also be reached by visiting www.myCigna.com. The 

employer ID is mssu, for initial registration. 

What about my benefits during my furlough? Vacation, sick, health, etc.  

 Your benefits will continue as they currently are. There will be no disruption of coverage or accruals. 

Your portion of premiums will come out of your available payroll on a pre-tax basis.  

MSSU will not be making contributions to MOSERS/CURP for the furloughed period. 

Furloughed employees’ access to tuition benefits will not be impacted. 

 I am a supervisor. How do I keep track of all this?  

 Codes will be developed for WTE and Leave Reporting. A report out of Banner can be run for your area 

to track who has and has not taken furlough weeks/hours. HR will issue instructions on how to pull the 

monitoring report.  

I am faculty. Is there a certain time period I will be required to take my furlough week/weeks? 

 Yes. Faculty will need to take furlough days between semesters. Approved dates to take furlough are 

December 15-18, December 21-23, January 4-8, May 18-21 and May 24-28. These dates reflect the least 

disruption to students.   

I am planning on retiring by the end of the year. Do I have to take furlough days/weeks? 

  Yes, you must take the required furlough prior to your retirement date. Supervisors will make sure all 

required furlough is scheduled and taken. 

I am part-time. Do I have to take furlough days/weeks? 

  Part-time employees and those making less than $30,000 per year are not required to participate in the 

furlough program of reducing expenses. 

Can I draw unemployment while I am unpaid due to a furlough? 

 Yes, you can file for unemployment. You must be off work for 5 days, or one week, to be eligible for 

unemployment. If an employee takes the necessary furlough in one day increments to lessen the burden of 

being unpaid, the employee could not then file for unemployment. The web site is: 

https://uinteract.labor.mo.gov/benefits/home.do.  

http://www.mycigna.com/
https://uinteract.labor.mo.gov/benefits/home.do


How will unemployment work for those taking the furlough days as at least five days all together? Is 

there a waiting period? I heard that was waived. 

Once an unemployment claim has been filed, the Unemployment Division will determine each week if 
an individual is eligible to receive compensation. The waiting period is no longer being waived.  

 
How are unemployment benefits calculated? 

  If eligible to receive unemployment, the weekly benefit rate in Missouri will be 4% of your average 

quarterly wages during the two highest paid quarters of the base period. The maximum weekly 

benefit amount is $320. The maximum number of weeks unemployment is awarded is 20 weeks. Here is a 

calculator to figure what your weekly benefit may be and additional FAQ’s: 

https://molabor.uservoice.com/knowledgebase/articles/282911-how-are-my-benefits-figured 

https://molabor.uservoice.com/knowledgebase/articles/282937-can-i-work-part-time-and-receive-benefits 

You may also call the division of unemployment for the State of Missouri at 573-751-9040. This is your best resource 

regarding Unemployment. There is a huge amount of information on the unemployment website at 

https://labor.mo.gov/DES or use the Video Library at https://labor.mo.gov/DES/videos. 

Do I have to search for work if I file for unemployment?  

 No, per the Division of Employment Security. 

Do I need anything from MSSU to file for unemployment? 

 No documentation from MSSU is necessary to file for unemployment benefits.  

What if I file for unemployment in September, then don’t take any additional furlough hours until January 2021? 

Would my unemployment account still be active or do I have to refile? 

 You can log in occasionally to keep your account active, but if you don’t, it is nothing to be concerned with. Just 

re-activate your account when you are ready. Your case is available for 12 months from the date of the first filing of a 

claim. 

Can I take my furlough days the same week as a holiday? 

If you plan to take a furlough day(s) on the same week as a holiday, your unemployment benefit is reduced by 

the number of paid holidays.  

I only need to take five days or one week of furlough time. Can I still get unemployment? 

If you are only required to take one week of furlough time, Unemployment is unavailable due to the waiting 

period. If you plan to take the furlough time a day at a time, Unemployment is not available to you. However, the 

decision is between you and the Division of Unemployment. If you wish to file that is your right to do so. 

This guidance is not a contract with any employee. The university reserves the right in its sole 

discretion to interpret this guidance and/or amend it at any time.   

 

 

 

 

 

https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmolabor.uservoice.com%2Fknowledgebase%2Farticles%2F282911-how-are-my-benefits-figured&data=02%7C01%7CWilmoth-J%40mssu.edu%7C474b4632b60d4ea5b02d08d82b56f773%7Ca601f9de219d44969e40b210f7135cd8%7C0%7C0%7C637306999803295734&sdata=hb%2BepSZWFTtFLANaahPXwbalw8D1cUAzkSMqLCq7BTI%3D&reserved=0
https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmolabor.uservoice.com%2Fknowledgebase%2Farticles%2F282937-can-i-work-part-time-and-receive-benefits&data=02%7C01%7CWilmoth-J%40mssu.edu%7C474b4632b60d4ea5b02d08d82b56f773%7Ca601f9de219d44969e40b210f7135cd8%7C0%7C0%7C637306999803305730&sdata=LLP62j8DIIB3SSzqWOZ90WYSRRgnS8h%2B%2FbL0e98ZON0%3D&reserved=0
https://labor.mo.gov/DES
https://labor.mo.gov/DES/videos


Unemployment filing procedure for furloughs: (unless changed by a new round of 

benefits due to the CARES Act) 
 

1. Go to https://uinteract.labor.mo.gov/benefits/home.do 

2. Under the blue button, select, “Don’t have an account?” follow prompts to set up a user and password. 

 
 

3. After setting up your username and password, go back to home page and log in. 

4. Go to the blue tabs running across the top of the page, select file an unemployment claim. 

5. Answer the questions. 

6. Go to File an unemployment claim. 

7. The effective date of the claim period is the Sunday of the week you are furloughed, exp: furloughed for the 

week of September 14th. The claim period starts on September 13th. 

8. The first week off, is the waiting period. You will not be paid for this week. Use a recall date of when you are 

scheduled to return to work. (i.e. In the example give, this would be September 21st) 

9. The next week, log back into the system and make a claim for weekly benefits. Using the same example as 

above, the claim week is September 20th. 

Note #1: If you are only doing one-week furlough at a time, or 2 or more times within the 12-month period of 

the initial claim, follow the next set of instructions: 

• If you are then going to take another week later on, for example, January of 2021, you do not 

have to do any weekly check in’s with unemployment. In January, log back into the 

unemployment site and make a claim for benefits for the week you are being furloughed.  

• If you have not made a claim for benefits for twenty-eight (28) days, your case will be closed. All 

you have to do is log back in and re-open your case. You do not have to answer any questions 

again.  

Note #2: If you are only required to take one week of furlough time, Unemployment is unavailable due to the 

waiting period. If you plan to take the furlough time a day at a time, Unemployment is not available to you.  

 

https://uinteract.labor.mo.gov/benefits/home.do
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